











When contemplating a fully digital HR records management environment, consider the processes involved in digital
conversion:

Inbound of Materials Customized Workflow Document Preparation
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Figure 3. Document Conversion Processes

Costs are also an important decision factor:

« Back-file conversion can cost $200-300 per storage box, producing about 2,500 images — 20,000 digital images
require about 1GB of digital storage

+ As compared to typical costs of physical records storage —about 2,000 pages of documents per storage box at $5 per
year for storage and a low level of file retrieval

It must be recognized that most of the records in an HR back-file will not be used on a regular basis. It is also important
to bear in mind that, for some time to come, certain types of paper documents will remain part of the record process,
despite the implementation of a digital solution.

For these reasons, a hybrid approach accommodating both physical and digital HR records together is a far more
practical and economical solution, especially for multi-location companies. A hybrid approach can leverage the
cost-effectiveness of physical storage (predominantly back-files) with the convenience and control of digital access
(accommodating distributed users).
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IV. PARTNERING WITH EXPERTS IN HYBRID HR RECORDS MANAGEMENT

Hybrid records management services require expertise in both physical and digital records management with best
practices in making the two disciplines work together. Many HR organizations find it extremely challenging to create
in-house operations that can achieve their goals in labor and real estate cost containment, efficiency (distributed
access), and security (controlled access). More and more, HR needs to stay focused on its strategic mission, rather
than transactional record-keeping.

Given the complexity of creating and managing a hybrid system, outsourcing the effort to an expert in both physical
and digital HR records may prove the most cost-effective. More and more companies are turning to experts who
have invested in the latest digital technology and facilities — in fact, many have a global footprint and may already
be storing a company’s physical HR records —and can provide highly efficient HR record-keeping operations. Equally
important, these experts can help companies adopt best practices for HR records management and demonstrate
consistent, standardized records management processes when required.

A. Approaches to Hybrid HR Records Solutions

The experienced service provider can design a comprehensive, economical program for HR records management
combining the right physical records storage and management services with specific, targeted document conversion
services that meet the HR department’s secure access requirements. With one provider responsible for both physical
back-files and active file management, there are significant efficiencies that translate into savings for the customer.
If the provider has a multi-national footprint, standard operating procedures can ensure consistent best records
management practices across the distributed enterprise.

The provider analyzes the types of records where conversion is most cost-effective for the company. There are a
number of scanning conversion strategies described below, but the rule of thumb should be: scan what you need
only when you need it. Some will choose to scan comprehensive segments of their HR records back-file, based on
their unique business requirements and cost structure. The experienced provider can also offer important selective
document conversion strategies.

- Image on demand: Scan records as they are requested

- Selective scanning: Using predictive tools, scan records with a high likelihood of retrieval

« Abstract scanning: Scan a small subset of high value images within a larger record

- Full digital conversion: Categories of back-file records that need to be stored in their entirety

In addition to helping HR departments find the right approach to back-file conversion, the service provider should
also help the customer right-size the process for active file scanning and storage in a “day-forward conversion.”
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Figure 4. Scan only what you need, only when you need it
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In some situations, active records can remain onsite at company headquarters allowing remote access over the
Internet (and, presumably, backed up by the IT department as part of the company’s overall business continuity and
disaster recovery strategy). Alternatively, records can be stored in the service provider's hosted digital document
repository with anytime, anywhere access over the Internet.

More comprehensive service providers also offer temporary or permanent hands-on assistance for special
requirements for offsite active file management services and, conversely, onsite records management programs.

B. Key Characteristics of Hybrid Records Management Services
Both physical and digital records management services should feature some key characteristics that work in an
integrated fashion in adherence to the requirements of the customer:

- Centralized, tightly managed operations that feature best practices in security and management for both physical
and digital records, with rigorous chain of custody control

+ Ongoing investments in industry-leading digital technology and physical facilities
- Multi-user, multi-location access via secure Internet connection
« Access to appropriate records restricted to authorized employees regardless of location

« Tracking tools that allow customers to control and monitor access, as well to conduct accurate auditing and
reporting

« Customer-specific rules for retention, auditing and reporting, secure and accurate maintenance, as well as secure
destruction

C. Representative Solutions

Below are some illustrations of how hybrid HR records solutions worked for the challenges presented earlier in
this paper. These scenarios are examples of how they were able to contain mounting costs with a unique program
designed, implemented, and maintained by a hybrid service provider.

Solution: Aging Equipment Can’t Keep Up with Increased Records Activity

Rather than spend the capital to replace the old microfiche system with a new imaging system, the technology
company chose to outsource the storage of microfiche with a service provider who scanned them on demand -
and also converted all new HR records upon receipt and stored them in a digital archive accessible to all HR and
Benefits staff from their desktops

Solution: Managing HR Records During Global Expansion

By outsourcing to an expert in physical and digital records management, the company was able to move to a
new file-indexing model for better access and security; adopt a hybrid solution: back-file, day-forward and
on-demand; and retrieve images from a highly secure digital records center that was expandable globally within
the company.

Solution: Managing Distributed HR Records from an Acquisition

By outsourcing to an expert in on-demand digital imaging, they could convert all of their active HR records and
store the large volume of inactive records created by the turnover rate. These could be digitally converted and
electronically delivered for events like employment verification, pay and benefits issues, or litigation.
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V. CHOOSING A HYBRID RECORDS MANAGEMENT SERVICE PROVIDER

Based on a company’s specific requirements, these experts can provide guidance on a solution which can optimize
business efficiency, reduce costs, and ensure a smooth operation going forward that enables compliance. With
changing staffing levels and the need to do more with less, relying on a partner to share best practices and provide
creative solutions to records challenges frees HR departments to manage complex workforce issues.

By asking hybrid records management service providers the right questions up-front,companies can ensure that the
solution they choose will deliver the level of compliance risk management and the ROl their company demands.

« How long have you offered physical records management services? Document conversion services?
« Where are your facilities located? Locally, regionally, nationally, globally?

« What process do you use to analyze an existing HR records management operation in order to propose an
outsourced operation?

+ How do your document conversion services work with your physical records management services? What are the
options offered?

- What link would there be between our physical records and our digital ones?
- Do you offer a centralized image repository? What if we choose to use our own image repository?

« How would you provide distributed access to the records you store for us — and what features control
that access?

+ What kinds of auditing and reporting capabilities do your services support?
+ What controls do you have in place to enable your customers’ compliance with information privacy regulations?

- Do you offer services that could provide more specialized assistance, like offsite active file management services
or onsite records management programs?
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VI. SUMMARY

Moving to a digital HR records solution provides undeniable cost and productivity benefits. Yet a fully digital
solution, incorporating volumes of back-files and the continuing use of paper documents in various HR processes, is
prohibitive —and not in the strategic repertoire of most HR departments.

Outsourcing hybrid records management to experienced service providers frees HR resources to manage complex,
transformational workforce issues (e.g., planning for and meeting the demands of changing staffing levels). A
vendor experienced in hybrid solutions, with investments in physical facilities and digital systems, can provide:

+ Reduced costs: Central management of the physical records leverages outsourcing expertise and lower-cost real-
estate

+ Optimized productivity: Faster access to employee files, especially for organizations with distributed offices, by
imaging records as required and providing controlled access on a Web-based platform

+ Consistent, standard business practices: Auditable regulatory compliance and secure disaster recovery, and
business continuity

A comprehensive, hybrid records management program allows companies to gain more control over their
transactional costs. HR can focus on issues like attracting and retaining top talent, reporting on Key Performance
Indicators (KPIs), and promoting profitability. By asking potential service providers the right questions up-front,
companies can ensure that the solution they choose will deliver the return on investment and level of compliance
risk management their company demands.
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ABOUT IRON MOUNTAIN DOCUMENT MANAGEMENT SOLUTIONS

Iron Mountain Document Management Solutions help organizations create a comprehensive, fully integrated
document management program that provides complete visibility and access to all business records — where and
when they are needed. Organizations can become more effective and efficient managing employee information,
supplier agreements, contracts, customer relationships, and more. Our enhanced access and control can speed
business processes and decision-making, improve customer service, and support compliance requirements.

For more information on Iron Mountain’s Document Management Solutions visit www.storeaccessmanage.com.
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