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Collection

Uniformed, security vetted staff will come to your
premises and collect the confidential files to be
scanned.

We offer a UK collection service via our secure tracked
vehicles. If you need help with packing the documents
into boxes, we can also help with this too.
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Onsite Arrival & Security

Files are checked into our Scanning Depot by our
security vetted team and stored safely at our
SDS Document Scanning secure site.
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Document Preparation

During the preparation, the staples and
paperclips are removed, the pades are
straightened, rotated and dathered into
batches ready for scanning.

Document Indexing & Classification

Now that the images are captured, information
associated to the documents is manually captured to
ensure it can be retrieved at a later date.
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Quality Control

Each batch of documents are checked and inspected by the
Document Controller to ensure that all files meet the
specification and requirement.
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Conversion and Delivery
@ of Documents

Files are converted to the correct chosen file
format. The e-docs can by uploaded to a password
protected USB device, to our SDS Box management
system or transferred via SFTP.

Shredding / Recycling / Storage

All files are kept in storage free of charde for 30 days whilst our client
checks they are happy with the quality. The paperwork can then be
returned to the customer, stored with SDS Document Storagde or
confidentially shredded, baled and recycled by Shredall Ltd (part of
Shredall SDS Group) with a certificate of destruction to be issued.
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For more information on how Shredall SDS Group can help

with your total information management please visit SDS ‘ Document Scanning
shredall.co.uk or calt 03333 555 100

F126 05—-19 Issue 1



