RECORDS ,
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CLIENT CONTACT / ASSEMENT

CONSULTANCY
- ULles CLASSIFICATION SYSTEM DEVELOPMENT
e Utilisation
TIME I
* Referral * Retrieval Time MANAGEMENT OF ACTIVE RECORDS
Frequency e Lost/Misplaced Files
e Filing Time * Maintenance I
MONEY MANAGEMENT OF IN-ACTIVE RECORDS
= © Cost control/Efficiency
o Justification I
SECURITY IMPLEMENTATION
e Coding ¢ Housing
™« Folder Style « Auditing I
® Barcoding

VITAL RECORDS PROGRAMME

SYSTEM DESIGN I

—_— COLOUR CODING/CLASSIFICATION RETENTION & DISPOSAL SCHEDULES
e Manual e Computer Generated

ARCHIVES MANAGEMENT

o FILE FOLDERS/WALLETS etc.
== FILING ACCESSORIES (Clips, File-Out Guides, etc). I

AUTOMATION

PRINT CEZI I
e Labeling Software TRAINING

— CABINETS/STORAGE UNITS

e BARCODING

ARCHIVING
* ON/OFF SITE

IMPLEMENTATION

e Coding of Files e Set Up of system
¢ Pre-coding of Files e Training

e Transfer of Contents e Stock Reodering
e Culling

BACKUP & SERVICE
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