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SYStem deSiGN

implemeNtAtioN

BAcKUp & SerVice

SpAce
• Utilisation clASSiFicAtioN SYStem deVelopmeNt

mANAGemeNt oF ActiVe recordS

mANAGemeNt oF iN-ActiVe recordS

implemeNtAtioN

VitAl recordS proGrAmme

reteNtioN & diSpoSAl ScHedUleS

ArcHiVeS mANAGemeNt

AUtomAtioN

trAiNiNG

coloUr codiNG/clASSiFicAtioN
• Manual • Computer Generated

priNt ceZi
• Labeling Software

ArcHiViNG
• ON/OFF SITE

• Coding of Files
• Pre-coding of Files
• Transfer of Contents
• Culling

• Set Up of system
• Training
• Stock Reodering

File FolderS/WAlletS etc.

FiliNG AcceSSorieS (clips, File-out Guides, etc).

cABiNetS/StorAGe UNitS

BArcodiNG

moNeY
• Cost control/Efficiency
• Justification

SecUritY
• Coding
• Folder Style
• Barcoding

• Housing
• Auditing

time
•  Referral  

Frequency
• Filing Time

• Retrieval Time
•  Lost/Misplaced Files
• Maintenance

clieNt coNtAct / ASSemeNt

AUdit coNSUltANcY


