Filing for Efficiency

In this information age the amount of dala an organisalion manages grows every day. The need for
eflicient document management policies is more important than ever, says Andrew Jackson, in both

public and private sector oraanisalions

VERY ORGAMISATION possssses nlormalion thsl s
a strategic assel. Employers consistenily
claam thst their employvees ore ther most
mipant issel howovar, 1ha importance of
nformation cannol be underestimatod. Withouan
1 an orgenssation would find i@ Giffcwit or
imipisiinh 1o cperate. ormaiaon has & very
Fogh walise ggual o o in Mmany cases axcasding
thia wakue of stafl of capiinl RSsets
Most corporate knowledge is shared either in
COfEERIDN of Througgh dooumanis: pagper
electronc or multimodia. The need for efficiaent
riif Maxiblo dats storago s one of the most
prinwalent sues facing managens today. The
naed (o protect dota sgainst loss or disruptson @
DR HMporant than aver
Twnritly yonrs ago onky n bmited amoun of
emalron was digital and large amounis of
informaton were held on paper in an
unEtiuctuied lormal While the amount of diges
information we produce, conswme snd ignors
InCregses cxponentially overy vear, the amount
of paper stored o slso ncreaasing. Far lrom
creating a paperiess office. the information
load s incheasad ths amount of papss
churmed oul by an estmated 20 per cent & yaar,
All sgrifcant informatan o Bh GroaniEaiion
dloss of its purpose should ba propoardy
wrd and conasdared an assst of the
siness. Many organEations ane not st nessing
or exploting information or & SOme Casas nol
profecting them from oss or sk
A& white paper produced by BT in 20048 looking
af clats siorags hsghlsghis the fect that data
SBCurTY o Al jUESt &0 EArnal S, Dl thst
thore ars a number of axiernal expeciation
placed upon an ofganEsTion
@ Customers axpect supplies and services o
comtinus — or resame Fapadly- in all situstions
@ Shareholders #xpact managemant conirol 1o
rermain oparationasl throwsgh any crems
@ Employeas axpect DOt Thinr lnses G
Ivalihoods 10 e probected
@ Supplisrs sapact thaer révenus Sireams 10
contfiue
® Régulatory sgencies expact thir reguitements
10 e met. rogandiess of caoumstancEs
& Insurancs companes sapect dus cire 1o bo
CEe AL
The miesd 10 Stose data & also Bang donven by
iegulation with the haalth and financil sectors
teing particularty allectnd
Many organisationg ospecially m tha pubilc
eciod have produced (heir own roecords
nanagement polcy. Howorver polcies slso neesd
b e S sited] By maie delslled guidss and &
GG ST T stoff traiming and communication

Typcally pobcies should sl clear objeclives
il e o
® Moot tha noeds ol bDusiness
® Dafine responsibulity
@ Provide staf resources. knowledge,
coimpaiwicors and management procpduies
@ Operate procedures thar eanfirm apglicahkn
legislatve regquwrements
¥ Addrosses obligationa under the Freedom of
Information legiaiation

Omon o policy is agroed i then must bo
implirmented. Making sure all stafl are aware ol
legislation and roguistions gowvierming
information. Tha srpanisation should revies
information requianed at ench stage of aach
PIOCUSS N ({3 DUSINGYE tD SNLUrS NOCERSAryY and
suificisnt imformation 4 Aveliable ax regusred foe
efloctive operation and not mone

Too much information could be ns bad or worse
is not encugh, The relocation of 8,000 HS8C
staff to thair naw Canary Whard location brought
with it a number of challonges including tho
streambining of (18 documean! managermant
systoms. This resuliod in a 70 par cont reduction
n filing from an average 6 5 linanr Monre e
parson down 1o 2 lmear meters. All paper filing
sysinms vwole standardised, kading (o o
dromatic raduction in tha volums of maisnal
stesfod
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HSBC achieved a 70 per cesl
redection in is fiking for is move ko
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Thie lectronic office has brought with it a
degroe of empowermen! to HSBC amployess as
processes have become simplified and
matamated. Data storage and athes company
policy information are avalisble on the company
intraned (o angwer any prohlams employeas my
come scross. freeing up Mmansgers times

The creation of one slectranic standard foomal
has mpant that fewer cabanoets are required and
tharafon faster documant retrieval, plus an
incroase in general productivity s schieved
Maore aflkcient filing sysieims are said 1o resull in
up to 50 per cant faster retraval times and
amything from a 30-80 per cent reductson m floor
space. With floor space costing anmything from
£100 1o £500 savings can be substantial

A gludy was carmied out on the London
Headquarters bullding for the Home Office back
n 1991 assessing its workspace eificiency. Tha
wtudy concluded that ive building was so
wastelul in its use of spaow thal all 3500 suall
working an it could be rehoused in a medium-
rise building. taking up just two-thinds of the city
bl

Thie 1960s Marsham Sireat high risa siabs
cama down in 2002-03 and constiucton of 1ha
Home Office, housing approsmately 3,000 stati

Reirieral of knformation reguired sndet the Freedom of inlermation and Dala Protection
legislation made paricular demasds on information slorane wihen ihd Home OfMce moved bo its
I-IIIII- Street HO itar ioak; the Ming selulbons were upakied by Triumph Basiaess Systems

wire comphetad eailsor thes year. Although the
nw bullding has bean weil received by stadl it is
nat just their needs that need 10 Do takan mio
consube atian, atpacially whan undertakeng o
move of this scale

Like all Governmeant offices document slosage
In criticalty important fos the Home Office. A
complele stomage audt wis CatTsd oul on the
Building to assess what levels of storage were
required. The sheer valume of paperwork that
the Hoeme Office aro responsible for called lor &
sophisticatad storage salution, this was put inio
place by Trumph Business Syslams.

The Homa Offca s reguired 1o keep records
on filn lor long penods of time, much of whach is
highly confxiential Sodutions were found o
match this stOrage nesds ol archive inlarmatan
for stormng mformation that i regulatly pecessed
try both karge and small groups of people, and of
coursa for the individual storage needs of 5141

Euwnhcnnl 1o the storage of mformation has
pann the introduction of the Frecdom ol
information &t on 1 January 2005. This gives
anvyhody the rght 10 sccess information hekd by
pubhic authorities including Contral Governimsm
Mambers of the public now have a right to
aocesa information held by (ha Homa Offce. The
Crrta Protection Act 1898 governs the processing
of parsanal data {information relating to living
mdnadusisl, This legisiathon makes it possble
tor members of the peblic to AGUT ACCESS 1D
porsanal data that the Homs Office may hold
atsout thaem. Efficiant retneval of informatson =
sssantial for the Home Office, and was an
integral {actor in the process of relocation

Usmately the retantion of dats = only part of
the overall storage picture, The real value of
data IS in the use that can ba macde of it While
documents preserve knmwiadge for fulure reuse
ang sharing. organksations also need 0 caphire
the wiay things are done o the ofganisaton
Thera s no post managing information i 7 &
nolt nesded or the Hght inlormation cannol be
retritvad at the right tima or in the right format
to msnt the reguiremants of the business

Orpoanisations need to analyse wihat
information or data they nesd and st what stage
in each process. An eificlent dsta managoment
policy should be ongoing and fundamenial o Bl
busingss processes. and 10 Mmesling oieciives

@ Androw Jackson is Chiel Executive Dfficer at
Triumph Business Systams
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