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

EOXE FLENAMING.
‘Consider carefully the minimum amount of nformation that
needsto be recorded about the box contents, 1 enable you to
ocate recordsinthe future.

1 the boxis tted corfully tis should be suficint However, f
‘youthink you'l need addtonsl indexing offlesvithin 3 box,
this can bé aranged. Bear in mind that many index fields per
box couldbe expensive o time consuming o collte.

Typiclly, if you need muliple ndex fekds fo each file within o
o, it may be worth considering Scanning the box ather than
Storing. This i because scanned texts ful searchable
provided tis not handritten.

ACCESS FREQUENCY.
‘Consider how long each bos needs to be ke for, and how
many times you ae kel t need t sccessthe records.

Typiclly, i you need o acces a box more than 3 timesbefore
s ligiblefor destruction, it willbe worth consdering
‘Scanning the box ather than Storing.

We have developed calcustor which il provde indicatve
costs o help decide the bestapproach.The ik “Scan s Store.
cost comparison tol” Inthe left-hand menu can be used to
downlood this.





