Key areas to consider if you need a solution to storing physical records

BOX & FILE NAMING

Conﬂdermeﬁﬂlvm minimum amount of information that
needsto berecordedabmnmebmcomms,b emblewub
locate records in the future.

If the box is titled carefully, this should be sufficient. However, if
you think you'll need additional indexing of files within a box,
thkmburnued.ulrlnnindﬂm many index fields per
box could beexpenslveorm mnmnln.to collate.

Typically, if you need multiple index fields for each file within a
mnmummmmmmm
Storing. This is because scanned text is fully searchable
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ACCESS FREQUENCY
Consider how long each box needs to be kept for, and how
mw&mmvellulybneedbmd\em
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Typically, lyoune«hom abox more than 3 times before
l’seﬂhfotmtwlbemm :
Scanning the box rather than Storing

We have developed a calculator which will provide indicative
costs to help decide the best approach. The link “Scan vs Store
cost comparison tool” in the hﬂ-hlndmnumbeuedb
“download this.

HOWEVER, YOU SHOULD ALWAYS DISCUSS NEW
INSTRUCTIONS WITH RESTORE BEFORE SUBMITTING AN
INITIAL ORDER (Restore Tel 01293 787265) !
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