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Success and development of a busi-
ness inevitably leads to anincreasein
the number of documents that a busi-
ness stores. Sometimes the docu-
ment load becomes too great to keep
in the office. Some prefer to lease
extra space or find some corner in the
basement or even store file boxes in
the garages of their employees.
However, when it comes to storing
information, a most valuable asset,
there is an alternative —a profession-
al depository for document storage.

A short history
Before the appearance of comimiercial doc
ument storage companies in Russia, this
function was carried out by government-
run archives. These archives however were
malnly for long-term storage (over 10
years) and temporary storage (under 5
years) was not available outside the office.
Companies offeringa modern solution to
document storage problems first appeared
Moscow in the lale 1990s. “When we
first began offering archive services, many
Russian companies held a sceptical atti
tude toward our business,” says igor
Krasheninnikov, director of the depart
ment of document storage and informa-
tional carriers for ITEMS Warehouse.
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ipanies believe that it
is much safer to keep documents within
arms reach than in a professional storage
facility.”

In Europe and America, professional
document storage has existed for quite
some time. Simply put, it is just another
form of gutsourcing, allowing companies
1o economize their time and resources.
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Advantages, advantages and
more advantages
Storing documents in the office has sev-
eral disadvantages. To begin with, if a
company is forced to set aside a few
dozen sq. meters of space for storage ina
prestigious office in the center of the city,
the cost can be quite high. “Obviously itis
more advantageous to turn documents
over 10 professional storage companies
and free up this space,” says Vitaly
Konukhov general manager of 0SG
Records Management. “Regardiess of the
volume of your documents, professional
storage will be several times less expen
sive.”

If @ company decides 1o store docy

ts office. it will also encounter

other expenses related to storage equip
ment (file cabinets, fire-extinguishing sys
tem, climate control, etc.) and the upkeep
of the archive. In order to keep document
archives in proper order, additional employ
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ees must be hired, meaning miore expens
es and requiring even more office space.

When storing documents in the office
there is little protection from unautho
rized access. Disgruntied empioyees have
been known to steal important docu
ments and sell them to competitors or
nterested people. Confidentiality
can be provided by turning documents
over to a professional document storage
company. “In our case, we guarantee con
fidentiality in two different ways. First, our
archive boxes do not have any sort of
external indication of the contents. There
IS only a bar code.” explains Konukhov.
‘Additional confidentiality is provided by
our so-called scattered storage — docu-
ments of one company are kept in multi
ple locations throughout our storage facil
ity.” In addition, professional storage com
panies include a separate section in their
contracts with a list of people authorized
to access documents.

Another problem can be avoided by
faving a professional storage company
handie document storage - the destruc-
tion of old documents. How long must
documents be kept? How must docu
ments be destroyed so that questions do
not arise later? Sooner or later, every com
pany must deal with these questions.
Archive companies can handle these
probiems and offer a wide variety of ser-
vices regarding document disposal.
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Interaction with clients

Despite the clear advantages of profes
sional storage companies, these compa-
nigs must still seek out clients. “We
approach potential clients purseives.
Unfortunately, not everyone understands
the concept of an out-of-office depository
for storing documents,” explains
Konukhov,

Once a company decides to store their
documents with a professional archive
company, both parties sit down and work
out a contract. The contract indicates the
volume of documents to be stored, the
length of storage. the rights and obliga
tions of each party and the guarantees of
the archive company. The documents are
placed in special archive boxes and taken
to the storage site. All files, folders and
boxes are assigned a bar code. If a client
needs to view a document, he sends a
request to the archive company. “In our
company, there are three levels of urgency:
standard - the documents are delivered
the next day; urgency level two — same day
service; and urgency level three — within
three hours of the request. With the highest
level of urgency, the company usually sends
out a vehicle and the requested documents
are In hand by the time it arrives,” explains
Igor Krasheninnikov.

Price policy

Price policies for storage service are, asa
rule, flexible. Some clients send their doc-
uments to storage and forget about them
until their term is up and they can be
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Vitaly Konukhov, General managoruf
OSG Records Management

destroyed. Other companies withdraw

and re-file documents on a daily basis.|
Understandably, the costs of these two

services differ. Special prices are set for

companies with large volumes of docu-

ments for storage and with lopg-term

plans regarding cooperation with the doc-
ument storage companies, For stich com-
panies, the cost of storing one standard-

size box of documents ranges from $1 to

$1.20 per manth. The “retail” rates range

from $1.40 to $1.60 per box per month.
The cost of other services — document

delivery, document “life-span” regulation,

etc. - are determined separately.

Guarantees

Document storage is arelatively risk-free
proposition when working with well-rec-
ommended companies whose facilities
are equipped with smoke detectors, fire-
extinguishing systems, reliable security
alarms and climate control,

In addition, document storage compa-
nies insure the stored property. If the doc-
uments of the client are damaged, lost or
destroyed, the Insurance company will
reimburse the client.

Development outlook

At the moment, professional document.
storage is not as popular in Russia as in
the West. Nonetheless, specialists are
confident that as the economy develops
many companies will reallze the advan-
tage of confidential and secure document
storage outside e ¢ :mand obyl
ously depends on supply. Competition
among companies in this sectur shauld
have a noticeable effect. "There is no
doubt that this service will develop further, |
be nice 1o believe that serious
rnveslment required to run such a busi-
ness will prevent low-quality companies
from appearing in this sector,” says Vitaly
Konukhov. “I hope that in a few years from
now competition will only be among cred-
ible companies.” 4
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Bce no nonodkam

TatbsiHa JlomakuHa

Passutune nboro 6uaHeca BeYeT 3a
COBOM yBENUUEH/IC KONNYECTBA [OKY~
MEHTOR B KOMNaHwu. TpyAoBbie Aoro—
BOpbI COTPYAHUKOB, Byxrantepckas
[BOKYMEHTALMSA, KOHTPAKTbI C KNueHTa—
MW — uHorga 6ymar okasblBaercs
CTONBKO, 4TO XPAaHUTb UX B Othuce yKe
HEe MpeAcTaBiseTc  BO3MOXKHbBIM.
KT0-T0 NO CTAapUHKE P1OGPETaeT Noa
[OKYMEHTbI CTNNAXU Y apeHayeT fno-
noNHUTeNbHbIE nowapu. KTo-To, xe—
Nlas CAKOHOMWTH Ha NPOCTPaHCTBe,
XpaHuT Oymaru B noasanax apeHpo-
. BaHHbIX NOMeLLieHNi. Vi paxe cyuiect-

BYIOT Cly4au, koraa mpMbl Ans co-

XPaHHOCTV AENOBOW [OKYMEHTauuu
MCMONb3YIOT rapaxu CBOWX coTpya-
HUKOB. TakoMy HEeLUVBUIM3OBaHHOMY
noAxopy K XpaHeHuto uHdgopmauvm
(no cyTu, rnaBHOMY aKTuBY niOGON
KOMMaHUU) CerofHs ecTb BOCTOWHas
anbTepHaTMBa — NpotheccroHanbHoe
[eno3uTapHoe XpaHeHUe JOKYMEHTOB.

MpepbicTopus

10 NOSBNEHUA KOMMEPHECKUX OPranu3a
M, 3aHUMaIOWKXCA Aeno3uTapHbiM ap-

XMBHbBIM XPaHEeHUEM AOKYMEHTOB, 3T obs-
3aHHOCTU UCNONTHANO rocyaapcTBo, d UMeH-
HO BefoMeTRaHHbIE apxuihl. OHaKo OHK

BUBHEC-LIEHTP Ha yn. lNpaBabi

uHucmpomuBHoe 38aHue knacca B+

it 7000 KxB.M.

nonie' B napknHr Ha 37 m/m
Bo3moXHa npoaaxa 6nokamu ot 300 K8.M.

Xaj
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» CHCTEMA BEHTWISILIMK W KOHANMUMOHWPOBAHWA;
» MUHU-KYXHW Ha KXA0M JTaXe;
* MHTePEERle NNAHWPOBONHBIE PELUCHNS;
* rOCTeBan NAPKOBKA Ha 20 MaLUWH;
* KPYTMOCYTOMHAR OXPaHa 1 CHCTeMa BuaeoHabnoaenws.
YnobHoe pacnoneXeHue.
+ Hayano JIeHMHIPaacKoro
« meTpo "Benopycckan” — 10 MUHYT neLukom;
« [enosoii KBapTa C passuToN MHDPACTPYKTYPON.

Mpopaxa 3naxus or $3000 3a KEME

BoamoxHa NpoAaxa 3aHus nocne 3aceneHus apeHjaropamu.

IMOHHO:CTPO
040, T

bHAR KOMMNAHIS 000 TON PHMHBECT'
Mpasas, 4.8, xopn.3

WGBT-43-34; 212-06-15; 212-11-39; email: markettop_ i@citelu
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MPUHUMANNU Ha XpaHeHWe B OCHOBHOM [IOKY-
MEHTLI JONTOBPEMEHHbLIX U NOCTORHHbLIX
CPOKOB xpaHeHust (cebiwe 10 net). K Hum
MOMHO OTHECTH COOTBETCTBEHHO AOKYMEH-
Tbl NO IMYHOMY COCTaBY ¥ JOKYMEHTbI N0 0C-
HOBHOM AesTeNbHOCTU. Bymari e BpemeH-
HbIX (10 5 NET) CPOKOB XPaHeHus, K npume-
PY, NEPBUUHYIO BYXranTEPCKYIO JOKYMEHTa-
UMIO, BEJOMCTBEHHbIE apXvBb! HE MNPUHK-
Manw. B KoHue 90-X B CTONMLE CTanu NosiB-
NATLCR GUPMbI, NOMOTAIOLLNE KOMINEHUAM
pewars npobnemy apxMBHOTO XpaHeHus
LIOKYMEHTOB BPEMEHHbIX CPOKOB XPaHeHwA.
«oka ewe cywecteyer npeaybemaeHue,
YTO OTAGBATL JOKYMEHTbI Ha BHELLHEE Xpa-
HEHWE HE CTOMT, — 1080pKT Binid/ini KoHio-
XOB, TEHEPANbHLIA MEHENHED KOMNaHWN
«OCI" Pexopas MeHeaMeHT», 3aHumalo-
wencs atum GusHecom ¢ 1998 r. - Ha ca-
MOM e aene npodeccuoHanbHoe BHe-
OhHUCHOE XpaHeHue AOKYMEHTOB, B 0T/ K-
Yue o1 opucHo J10 IKOHOMMKA ieHer
W rapaHTust COxpantOCTh U KOHGUACHUM-
@nbHOCTHx., «KOrAa Mbl TONILKO-TONLKO HaYa-
N OKA3bIBATL YCNYrU N0 aPXUBHOMY XpaHe-
HMIO, MHOTME POCCUMCKKE KOMNaHMM CKen-
TUMECKM CMOTPENK Ha 3TOT BU3HEC, —~ MOBO-
puT Urops KpalleHUHHUKOB, pyKOBOAUTE L
OTAENA XPAHEHWS IOKYMEHTOB 1 UH(OPMa-
UMOHHBIX HocuTenen komnauuu ITEMS
Warehouse. — MeHTanuter poccuncroro
yenoBeKa lanek oT MeHTanuTeTa aanagHo

0. MHOrve oTetecTBEHHbIE KOMNAHUMU CHI-
TaI0T, YTO ropasao GesonacHee XpaHuTb A0-
KyMEH 161y CeBsi oA GOKOM, HEXENM B rpo-
HECCUOHa/ ILHOM XpaHunuiLe. MMeHHo no

3ToMy nepsoe spems 90-95 % Hawmx Ku-
©HTOB COCTaBNRNN MMEHHO 3anajHbie pup

Mbl. Ceyac poccUiCcKUe KOMNaHum Hayu-
HaIOT 0CO3HaBaTh NpeumMyllecTsa apxus-
HOMO XPaHEHUSs, TEM HEe MEeHee NnpoLecc
WAET MeANEHHee, Yem XxoTenoch Obin.

TONbLKO «3a», HUKAKNX «MPOTUB»
XpaHuTs AOKYMEHTbI B 0pMCe HEBLIFOAHO
M0 HECKONbKUM NpUYUHaN. [ pene Beero
370 BbICOKUE aPEHAHBIE CTABKK Ha OdUC-
Hble naowany B Mockse. CTonuyHbie Kom-
NaHuW, 0COBEHHO Te, KOTOpbIe PaboTaloT
B LIEHTPE ropoAa, B NPECTUMHbIX AEN0BLIX
UEeHTpax, BbiRyA/IeHL!I NNATUTEL 38 apenay
HECKONbKO COTEH [10NNapos 3a KBajpar
HbIA METP B rof, XpaHs 34ech AOKYMEeHTa-
LIMI0, KOMMNaHWi GaKTUHECKH NNATHT 3a Me-
TPAX, OT KOTOPOr 0O OHKU MOIJIM Gbl OTHASETE-
Csi BOBCE MW OPraHu30BaTh Ha STUX KBajl-
parHbiX MeTpax pabo4ue Mecra Ans CBOUX
COTPYAHUKOB. «O4YEBMAHO, YTO BbIroAHEE
OTAaTh AOKYMEHTbI Ha XpaHeHHe NPoGeccu-
OHaNbHbLIM KOMNaHUAM, YeM CHUMATL MOA
CTeNNEXM AONONHUTENbHBLIE NNOWAEAN, —
roBopuT Butanuit Korioxos. - Kakoi 6k
00bEM JJOKYMEHTOB Y BAC HX Obif, 1 pode
CHOHaNbHOE XpaHeHne 06OoMAeTCS BaM
B HECKOMbKO pas jewesrne odgucHoros, Ec-
N1 KOMNAHUA XPaHUT AOKYMEHTHI B OduUce,
NOMUMO PACXOACE Ha apeHAY NPUXOAMT!
HECTU PACXOAL, CBA3aHHbIE ¢ 0BopysoBa-
HUEM (CTENNAMKU, CUCTEMBI NOMEPOTYLLIE:
HUA, KIMMaTU4ECKOro KOHTPOAS) 1 obeny:
HUBAHUEM apxvBa, [JOKYMEHTI, XpaHaulu:
€CS1 B apxuBe, TPEBYIOT CTPOroro y4eTa, He-
KOTOPbIE ~ AONOAHUTENLHOM apXMBHOR 06+
pPaboTKu, 1S ITOr0 B CBOIO OYEPEab HEO6-
XOAMMb! LLONONHUTENLHBIE COTRYAHUKK, S+
$HEHTUBHO YNPaBNSTL aPXMBHBLIM XDaHEHK-
£M 1 JOKYMEHTONOTOKOM B paMKax Komna-
HUM AOBONLHO TRIKENO! C POCTOM GU3Heca,
YBENMUHEHWEM KONMHECTBA KIUEHTOB U CO-
TPYAHWUKOB OKYMEHTOB CTAHOBUTCH BCE
Gonblue, HalTV HYKHYIO AenoByto Bymary
CTaHOBMTCA BCE CnoHee. B atux yenosuax
OMEBMAHO, YTO NIyHLLE OTAATL DYHKUMIO Xpa:
HEHWUS JOKYMEHTOB 1 yNpaBNeHUA apXMBON
NPoQeccHoHantbHoM KoMnaHuu, sIpUHLM
n1anbHbIM MOMEHTOM RBNAETCH TO, YTO Mb
HE MPOCTO XPaHUM AOKYMEHTHI, Mbl UMM
npodeccuoHanbHo ynpasnsem. Hawa cuc
TEMa OCHOBAHE Ha TeXHONOTN WTPHUX-KO:
AMPOBaHUA, KOTopas No3BONAET NO NEPBO:
MY 3anpocy KIMeHTa HauTH HEOBXOAUMbIE
[OKYMEHTBI, — roBoput Mropb Kpawerus:
HUKOB. — Kpome Toro, Gnaroaaps cneuw
anbHoW KOMMbIOTEPHOW CUCTEME Chexe:
HWRA 38 aPXMBHLIMK BNOXEHUAMI Mbl B /IO
GO MOMEHT CrOCOBHbI NPEACTaBUTL KK
eHTY pacneyarky, Ha KoTopo# Gyayr 060
3HaueHbl BCe onepauuu, KoTopble NPou3
BOAUNKCH € TEM UMK MHBIM AOKYMEHTOM
BRKOYEA XPAHEHWE, A0CTAaBKY U YHUYTOXE
Huen. [pu XpaHeHun B cTeHax 0QUCHONC
nNoMeLLEHNA BymMaru He 3alimiLeHbl OT He
CaHKUMOHUPOBAHHOI0 A0CTYrNa APYrux co
TPYAHWUKOB WK 3N0yMbILNERHUKOB. O6ec
NeYnTh KOHPUACHUMANBHOCTE MOXHO, Ne
peaas [OKYMEHTbl Ha XpaHeHue rpodec
CHOHA/bHOM KOMNaHWK, N0 CYTH, HE3aUHTE
PEecoBaHHOW CTOPOHE. «B Haluem cnyyac
KOHUAEHLMENLHOCTL 0BeCnevnRasTc!
ABYMS NyTAMK. Bo-nepBbix, Ha apxMBHbl
KOPOBKaX C LOKYMEHTaMMU HET HUKaK1X 06C
3HaYeHUM TOro, Kakue Bymaru Kakom KoM
NaHWUW XPaHATCA BHYTPK. SAECH ECTH TONLI
LWTPMX-KOA. ITO HE YTO MHOE, KaK oGeany
YEHHOE XPaHEHUE JOKYMEHTOB, — FOBOPH






