




Membership Benefits ... 

Air Conditioning of Western PA 
will continue to be your local industry partner, 

as we have been since 1950. 

Annual Membership Brings You the Following Benefits: 

• Networking events • Insurance for member's company discount
• Discounts on seminar • Code enforcement updates • Local lobbying
• Current info from local suppliers • ACCWPA Apprenticeship School
• Legislative efforts • Voice for the local contractors
• Local website • Golf Outing
• Technical training courses • Education opportunities for your technicians
• Apprenticeship program office staff

State recognized • Advocacy agenda promote contractor interest.
• Monthly newsletter • Labor and HR legal advice before utilities
• Information of industry news • Helping members to stay ahead of the curve
changes within the industry • 8 Monthly informative meetings
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CONGRAULATIONS TO OUR 

2025 ACCWPA OFFICERS 

PRESIDENT: 

John Wilcox, SUREWAY Htg. - Clg. - Plbg. 

VICE PRESIDENT: 

Steve Boehmer, Boehmer Htg. and Clg. 

TREASURER: 

Chuck Rauch, Valley Heating and A/C 

SECRETARY: 

Dave Williams, A-Air, Inc. 

Upcoming 
Meetings! 

2025 
General Meetings 

Schedule! 

Jan Uary 8th (Wednesday)

Board Meeting Only 
Preparing Meeting Topics 

February 12th , Wed.)

Board Meeting & General 
Meeting 
Topic: Tool Time 
Meeting Place: TBD 

�----......
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Keeping Business Documents Secure 
-- Rochelle Robinson 

No matter how big or small your company may be, there are critical 
documents that all business owners need to secure ... such as 
internal documents, financial records, and any other documents with 
personally identifiable information. 

No matter how big or small your small business may be, there are 
critical documents that all business owners need to secure. Internal 
documents, financial records, or any documents with personally 
identifiable information should be secured. 

Depending on your industry, securing important documents is 
regulated and mandated by law. 

1. Password protect important files

It amazes me how many small business owners keep important 
documents on their laptops, potentially exposing sensitive business 

data if lost or stolen. You can password protect your documents as an 

extra level of security. Use the password protection feature in 

Microsoft Word and Excel to restrict an unauthorized user from 

opening or making changes. In Adobe Acrobat, you can protect PDF 

files to prevent opening, printing, editing, and copying files. Protecting 

a PDF document from edits should become standard when sending 
out contracts. 

2. Make digital copies

You need more than a locked filing cabinet to protect important 

documents. Paper documents, or hard copies, are great for easy 

access, but having a digital backup is essential. Invest in a good 

scanner, and scan your important documents into digital files. Scan 

all important documents, and save them to a cloud-based storage 

service like Dropbox, JustCloud, and SugarSync. Cloud-based 

storage enables files to be saved on remote servers accessible from 

the internet. You don't have to worry about the files in the event of a 

natural disaster, fire, break-in, or if your computer's hard drive 

crashes. Most cloud-based business storage services also allow you 
to track who accessed files and if the information was shared. 

3. Use eSignatures

Remember when you needed to get a signature from a client and 
you'd have to scan, print, and email a document then they'd have to 
print, sign, and email? This process allowed sensitive data to be sent 
via email which is a security risk. Those days are gone thanks to 
electronic Signatures, eSignatures, that allow documents to be legally 
signed digitally. With tools like DocuSign and AdobeSign, your small 
business can have documents signed immediately without all the 
printing. 

Continued on page 6 
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