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O urinform ationpracticesandproceduresareim plem entedtoprotecttheprivacy ofcurrentandform er

custom ers.

T ypesofinform ationw ecollectinthenorm alcourseofbusiness

 Com pany inform ationincludingregisterednam e(s),address,EIN ,industry,businesstype.

 Accountinginform ationforpaym entprocedures/processingincludingbankingservices,creditcard

inform ationandAutom atedClearingHouse(ACH)routing.

 Inform ationnecessary forinsurancecoveragepurposes.

 Dataabouttheservicesrequested,proposedandprovided.Inform ationastolocationofservices

provided.

 Em ployee/ow nerinform ationsuchasnam e,title,andcontactinform ation.

 Foroccupationalexposure,indoorairquality andsim ilarservicesw hereinteractionw ithem ployees,

occupants,visitors,etc.,individualnam eandotherpersonally identifiableinform ation.

 Inform ationfrom outsidesourcesandpublicrecords.Includinginform ationthatm ay beprovidedon

form sorby digitalm eans.

S afeguardingyourinform ation

 Custody ofw orkproductdocum entsisprovidedinourS tandardT erm sandConditions.

 Inform ationisstoredonpaperrecordsanddigitally.Com pletedrecordsarestoredinaccordancew ith

ourm ostrecentrecordretentionpolicy.

 R ecordscontainingpersonally identifiablehealthrecordsorm edicalrecordsarestored,accessedand

m aintaininaccordancew iththeHealthInform ationP ortability andAccountability Act(HIP AA).

 U ponterm inationofrecords,docum entsaredestroyed,deletedand/orrenderedunusableintheir

assem bledform .

W em ay disclosetheinform ationcollectedw henrequiredorperm ittedby law ,suchasto:

 Fillingofperm itsandnotificationrelatedtorequestedservices.

 Com ply w ithlegalrequirem ents,includingresponsetoasubpoenaordiscovery filing.

 T opreventfraudorothercrim esasform ally requestby agovernm entauthority.

 U ponauthorizationby thecustom er.

How w eusetheinform ation

 Inprovidingcustom errequestedservices,inform ationisprovidedw ithinourorganizationtoallow for

com m unication,perform anceofservices,reportingandaccountingpurposes.

 Inform ationm ay beusedforcontinuedcom m unicationandpresentationofresourceinform ationthat

thecustom erm ay findusefulresources.

 Forcollectionofdelinquentpaym entsforservicesorm aterialprovided.

P rivacy choices

 Custom erm ay optoutofem ailnew slettersandresourcetips.

T hisCustom erP rivacy P olicy isineffectasofJanuary 1,2018 andm ay besupplem entedthereafter. You can

obtainthem ostcurrentversionby contactingyourassignedP rojectM anager.


