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Grace Schneider of Storetec suggests a number of ways that businesses can avoid
any nasty shocks on returning to the office after pandemic restrictions are lifted

ith restrictions being lifted and

lockdown coming to an end,

many businesses are returning
to working from the office this month.
However, for companies that have been
working from home since the first
lockdown, returning to the office will
come as a shock.

Of course, life isn't back to normal just
yet, and there are still restrictions in place,
so businesses need to take the necessary
measures to adhere to these for the
foreseeable future.

One concern many businesses have is
returning to the office to an unorganised
archive that needs managing. An
efficient business depends on how well
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you manage your documents. If
businesses are disorganised about how
they handle their archive, it can lead to
delays in daily operations, legal issues,
and unhappy customers.

A paper archive can easily get
disorganised, especially when staff have
been into the office quickly to grab a
business-critical document, rummaged
through the archive, and not returned it
to its original location.

If your business doesn't have time to
manage its paper archive and is looking
for a solution to manage it in the future,
the answer is simple: a digital archive.
Avoid the headache of an unorganised
archive by getting your documents
digitised and uploaded to a cloud-based
document management system. Storetec
can help you sort your documents in line
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with retention periods and even pack
and collect the boxes before you return
to the office.

According to Gartner, an average of 4
weeks is lost each year waiting on
misfiled, mislabelled, untracked, or lost
documents. This won't have been
improved by employees taking and not
returning documents while working from
home. By manually managing documents,
businesses are costing themselves person-
hours that could be spent on business-
critical jobs. Digitising your active
documents eliminates time-consuming
searches through multiple filing cabinets
for a document. An optical character
recognition (OCR) application can be
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OPINION: ARCHIVE MANAGEMENT DM

"IF BUSINESSES ARE DISORGANISED ABOUT HOW THEY HANDLE THEIR ARCHIVE,
IT CAN LEAD TO DELAYS IN DAILY OPERATIONS, LEGAL ISSUES, AND UNHAPPY
CUSTOMERS. A PAPER ARCHIVE CAN EASILY GET DISORGANISED, ESPECIALLY

WHEN STAFF HAVE BEEN INTO THE OFFICE QUICKLY TO GRAB A BUSINESS-
CRITICAL DOCUMENT, RUMMAGED THROUGH THE ARCHIVE, AND NOT
RETURNED IT TO ITS ORIGINAL LOCATION."

MORE OFFICE SPACE FOR SOCIAL HIDDEN COST OF FILING CABINETS
DISTANCING
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STORETEC

Turn your paper
documents into a
digital archive!

Our expert services include:

Document Scanning

Document Storage

FreeDocs Document Management
Microfilm & Microfiche Scanning

Records Management Services

Call 0800 612 4065
or email sales@storetec.net

www.storetec.net

London, Manchester, Birmingham, Newcastle and Hull.



