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DataSafe Employee Spotlight:
Jeannie Moreno, Summer Intern
Me e t Je a n n i e , o u r l a t e s t
DataSafe Summer Intern!
Jeannie started working at our
headquarters in early June and
has enthusiastically jumped into
a myriad of projects. Besides
prepping our beloved mascot,
Squeezy for clients and gift bags,
Jeannie has been organizing
files, creating labels, crossreferencing company boxes,
and even lending her creativity
to planning the company picnic.
We greatly value her diligence
and appreciate her ideas. When asked about her favorite aspect of
DataSafe: “I love how welcoming and kind the community feels.
I really appreciate how patient everyone is with me.”
Jeannie was born and raised in the Bay Area and is a rising
junior at Lick Wilmerding High School in San Francisco.
Jeannie’s favorite school subjects are science and history because
she absolutely loves how engaging the classes can be. When she’s
not being a rock star intern, she enjoys running with her crosscountry team, doing CrossFit, embroidering, baking, and spending
time with her friends. Other fun facts about Jeannie: She was a
competitive gymnast for 6 years, loves eating banana bread, and
zucchini bread, and her favorite color is yellow. (We hope by end
of summer that it will be DataSafe golden orange)
Thanks for lending your talents to us this summer, Jeannie!

“Never underestimate the power of dreams and
the influence of the human spirit. We are all the
same in this notion: the potential for greatness lives
within each of us.
—Wilma Rudolph

Connect with us!

PIECES
Thoughts from Tom Reis
CEO of DataSafe

Back to School Basics and Your Records
As summer winds down, it’s time
to ramp up your plans for another
season that can be crucially important
for your business: back to school.
It’s an important opportunity to
begin again, learn something new,
and apply an even more focused
routine when it comes to records
management.
Our version of sharpening
pencils? Taking time to review retention!
We are here to guide you as a resource in ensuring that your
various documents and files are properly retained for the required
time, or ready for secure destruction.
Clients always have access to DataSafe’s “Ultimate Guide to
Records Retention & Destruction” located here and on our website.
To locate this guide, please click on “About” at the top right
of our home page and then scroll to the second column and click,
“Client Forms”. Scroll to the bottom of the listings and you’ll find
a link to the guide.
Storing records needlessly can add up costs. Yet disposing of
them prematurely raises legal concerns. Our straightforward guide
lists which records should be kept and for how long, and helps
you establish an efficient records retention schedule.
Looking for extra credit? This link provides further detail:
“The Guide to the California Public Records Act”.
For more information on how we can secure your records
on a retention schedule, please contact your Account Manager
or email our Client Services Department at CSD@datasafe.com.

Do You Have A Question For Us?
If you have a question related to off-site document storage,
scanning, shredding, or media vaulting, please feel free
to give us a call or send us an e-mail.

Contact Information: 800.275.SAFE (800.275.7233)
or info@datasafe.com

August sPECIAL:
1st file free for Scan-On-Demand Service
To get your first file free, be sure to mention this coupon to our Client Services team.

Patt’s Corner

Back-to-school Eraser Time: Add Data from
MFPs to your List
Forget back-to-school erasures.
Are you protecting Personally
Identifiable Information by erasing
an oft-forgotten hard drive?
Almost all MFP’s (copy
machines, fax machines, Copy/
Scan/Print/Fax devices, aka
Multi-Function Peripheral,
aka Multifunction Printer)
manufactured since 2002 contain
a hard drive, storing an electronic
image of every document copied or scanned on that machine,
together with the metadata on when the operation was completed.
Every word and image that gets copied, scanned, emailed, or faxed
can also be saved on that hard drive. Businesses typically enter
sensitive information into the copiers’ address book as well. Many
businesses rent copiers and therefore entrust the erasure of the hard
drive to the leasing company.
Companies are responsible to protect Personally Identifiable
Information, and thus hard drive erasure is critical.
There a few ways to go about deleting data on a photocopier,
but one is superior to the others.
Here are your options:
• Software overwrite: This software overwrites your
confidential data with random characters. While it’s a
convenient way to make stealing your data difficult, it
doesn’t make it impossible. It’s also worth noting that
not all software provides you with an erasure report,
which is a necessary file for regulatory compliance or
if you get audited.
• Degausser: This is a machine that emits a powerful
electromagnetic field which erases the magnetic data
on a hard drive. The right model with a strong enough
electromagnetic field can totally eliminate the data on
your copier. However, the right model doesn’t usually
come with the right price; and this costly machine can
damage any nearby equipment. No erasure report is
provided with this method either.
• Hard drive destruction: Destruction is the only
secure and sure-fire way to eliminate data from a
hard drive resulting in an unreadable pile of debris.
Large amounts of media can be deleted at once, so
you can easily add your copier’s hard drive in with
computer hard drives you may be planning to
destroy. Outsourcing this method to a professional
services company ensures you’ll receive a Certificate
of Destruction which serves as proof of your
compliance and corporate due diligence.
There’s more than one way to delete data. But the safest way is
to send all your hard drives to DataSafe, which is NAID-certified,
and will provide a Certificate of Destruction. Back-to-school
safety? Check!

What to Look for in a
Document Scanning Provider

If you're looking to reduce paper dependency, document scanning
offers the perfect solution for trimming onsite storage costs and
focusing on your core competencies. So, what should you consider
when outsourcing your document scanning project?
In a world of identity theft where businesses and their clients
are often the chosen victims, security must be a priority. The
highest-quality document scanning providers follow best practices
that ensure a strict chain of custody during imaging and conversion.
They employ background-screened scanning technicians who are
required to sign confidentiality agreements, and all imaging and
scanning is handled locally. Be wary of low-cost scanning providers
who ship your documents overseas for processing; it's a recipe for
a data breach that could devastate your business and customers.
You should be 100 percent confident your information is secure,
so schedule a tour of the scanning facility to verify your scanning
project is processed with the utmost care and privacy.
When choosing a scanning vendor, reputation and experience
should also be at the top of your list. Look for a provider who is
active in local and national industry trade associations. Talk to their
clients to get an objective assessment of their staff and services.
Remember, there's no one-size-fits-all scanning solution. It may
not be necessary or cost effective to scan every document. Choose a
provider who will thoroughly assess your needs and tailor a scanning
solution to your budget and information-access requirements.
By following these tips, you can make sure your scanning project
is completed on time, on budget, and with the highest security.
DataSafe provides document scanning and document
management solutions for businesses throughout Northern
California. To learn more, please contact us at 800-275-SAFE, email
info@datasafe.com or fill in a request form here.

Green Living: Recycling
One of the greenest things you and your family can do is to
buy pre-owned goods. Anytime you need something for your
home, consider purchasing it pre-owned instead of brand
new. Places to search include your local thrift stores, Ebay,
Craigslist, garage sales, and local consignment shops. You
might first wish to check the “Free Shelf ” or “Swap Shed” at
your town’s transfer station, if available.

Survey of the Month Winner:
Eva Fallis of Sares Regis Group
of Northern California, LLC
We want to hear from you! We value your feedback and
want to know what we’re doing right, where we can improve,
and other services you’d like us to provide.
Please fill out a survey today!

The material contained in this newsletter is for informational purposes only and is based upon sources believed to be reliable and authoritative; however, it has not been independently
verified by us. This newsletter should not be construed as offering professional advice. For guidance on a specific matter, please consult a qualified professional.

Squeezy’s still traveling!
This photo won
Molly Walsh a
$50 Amazon
Gift Card!

August Service Awards
Celebrating DataSafe
Employee Anniversaries
18 years
Ruben Salvatierra, Facilities Specialist
Joined DataSafe on 08/02/2000
11 years
Scott Reis, Director of Sales
Joined DataSafe on 08/15/2007

Squeezy walked a student to school & rang the bell!

Don’t have a Squeezy? Ask your Account Manager for your free
Squeezy or email your request to info@datasafe.com.
A $50 Amazon Gift Card for the best picture every month!
Turn in your Squeezy photos today!

Client Compliment
“Our company is very satisfied with our
driver! He is always very happy, nice, and
thorough with the shredding pick up process
each time he visits our office. Thank you!”

9 years
Nai Saechao, Service Delivery Representative
Joined DataSafe on 08/10/2009
8 years
Juan Pinto, Shred Truck Driver
Joined DataSafe on 08/16/2010
4 years
Kristina Santos, Client Services Manager
Joined DataSafe on 08/19/2014
1 year
Jason West – Lead Records Center Attendant
Joined DataSafe on 08/14/2017

Win a $50 Amazon Gift Card!

Each month we’ll give you a new type of challenge!
All those who reply with a correct answer are eligible to win
a $50 Amazon Gift Card.
At the end of this month we’ll draw one lucky name.
Here is this month’s challenge:
How do bees brush their hair?

Last Month’s Answer to:
I’m an odd number. If you remove a letter from my
name, I become even. What number am I?

Seven

Last Month’s Winner:

N a ncy Huie

G olde n Ga t e N a t io n a l Pa r ks
Co n s erva n cy
E-mail your answer(s) to news@datasafe.com

Actually, you’re all dreaming and I
expect to see you back here after Labor
Day to begin your senior year!

August sPECIAL:
1st file free for Scan-On-Demand Service
To get your first file free, be sure to mention this coupon to our Client Services team.

