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papeR  to  digital

DOCUMENT IMAGING

In these days of accelerating technology and communications, it is becoming increasingly critical for 
businesses to move into a digital environment.  A forward-thinking business must have a reliable and rapid 
system of data storage and retrieval in place. Inefficient digital records can lead to sizable financial losses for 
a company. More and more companies are making the transition to digital media. Gone are the days of 
maintaining thousands, if not tens of thousands, of paper files. Today, the most progressive businesses maintain 
online systems for managing their critical documents.

Organizations around the world are deciding to have their files scanned and stored as digital images. Docu-
ment Management Systems are used to “file” these images for instant retrieval. These files can then be 
accessed at a moment’s notice from any location through any online computer.

Many businesses are coming to realize that utilizing DMS’s gives their organization an edge over their competi-
tors. On a practical level, physical space is saved through the elimination of file cabinets; more crucially, how-
ever, these businesses are able to access necessary files at anytime from anywhere, saving on man hours, 
shipping costs, and paper waste. Moreover, they can communicate in a global market comfortably without 
any delays.

Records Management Ltd delivers cost-efficient and effective file conversion and online database manage-
ment of those files. Encompassing a wide range of skills and capabilities, Records Management Ltd can 
handle everything from the most basic job to the most technical.

Our offerings include:

• Fast and accurate execution of even the largest conversion projects
• Detailed and professional protocols for rare and/or historical files
• App compatibility with industry-leading software
• Delivery in multiple file formats available
• Utilizing the most advanced technology in the business
• Well-trained and experience employees

Establishing an Account

When beginning a project with a new client, we assess the scope of the project and focus in on the 
customer’s requirements. An outline for the entire project is created and the necessary technology is 
selected. Search criteria, delivery systems, file formats and more are selected and agreed to by the 
customer. A careful documentation of protocols is made available for quick reference by our offices and 
the customer.

Scanning Prep

All files involved in the process are carefully assessed and prepped before being scanned. Great attention 

is given to details like binding, order, etc. Files are also assessed to insure that they will produce clear, quality 
image files. All protocols for maintaining the integrity and order of the files are maintained through a variety of 
techniques.

The Scanning Process

Our scanning process involves a careful step-by-step process that results in the best resolution and quality image 
possible. All documents are assessed post-scan to ensure that the created files match the source materials. Any 
image that does not pass this QC, is sent back through scanning. After all images have passed scanning and QC, 
we submit the batch to arbitrary re-checks.

The Filing Process

When scanning and quality checking is complete, the batch of images is carefully filed into the digital database. 
Indexing the files into the database can be the largest section of the entire workflow and depends on both the 
complexity of the scanned images and the structure of the customer’s current indexing system. Careful protocols 
are again adhered to in terms of QC, so as to maintain the integrity and order of the files. 

Digital Media 

At this point, the customer-approved file format is used to create originals and backups on digital media (DVD, for 
example). Our company provides safe, fire-proof storage for backup media.

Tech Orientation

Our well-trained tech specialists can lead your team through a “Tech Orientation”, ensuring that all employees 
needing access to the customer’s materials understand and can access the system as needed. Additional phone 
support is also offered 24/7 on an ongoing basis.

File Shredding

If requested by the customer, we can destroy redundant or private documents through shredding. The customer will 
received a written guarantee from our offices that all files involved have been completely shredded and that the 
customer’s privacy has not been violated.

Privacy Guarantee

Records Management Ltd guar-
antees that at no time will the 
integrity or privacy of a 
customer’s documents be 
violated. Barring situations 
involving the explicit consent of 
the customer, our offices will at 
no time reveal or share the 
details or information contained 
in our client’s documents, 
whether pertaining to 
the client or the client’s partners 
and affiliates. 
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