GLENBEIGH

Records Management

A highly secure document storage
service, managed by records
management professionals.

Standard Archive Box

We are certified with the globally recognised ISO 9001 standard for
our Quality Management System (QMS) and ISO 27001 for our Information
Security Management System (ISMS). These certifications provide evidence

of our commitment to adhering to strict quality control measures and security

procedures, ensuring customer satisfaction and peace of mind.



A solution for taking control of your records, before they take control of you.

Industry Leading Software

Complimentary Services
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Visit www.grm.ie for more information.
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Archive boxes and box

barcodes are delivered to
your offices.

Collection Process

Boxes are securely stored
within uniquely barcoded
storage locations.
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Files are placed in boxes

The contents of each box

and each box is assigned is recorded on oneilOrder.
a unique barcode. Files can Alternatively they can be recorded
also be assigned barcodes. on a spreadsheet and uploaded to

our RS-SQL database.
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Boxes are unloaded at
our facility and the box

Box barcodes are scanned
onsite by our Portable Data Transmitter
barcodes are scanned to the
loading bay by our PDT.

(PDT) to confirm collection before
being transported back to our facility.

GRM provide next day, same day, emergency, and out-of-office deliveries.

www.grm.ie

Identify boxes or files that
you require for delivery and
order them on oneilOrder.

Delivery Process

When you have finished
with your boxes we will collect
them again and return them to our
secure storage facility.

Our operations team will process

updated with the warehouse

on delivery by our PDT and a
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Boxes are located, their
barcodes are scanned by

our PDT and they are
picked from storage.
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Boxes are loaded onto
a delivery vehicle and
are securely transported
to your offices.

your request and our PDT is

locations of your boxes.

Box barcodes are scanned

receipt is printed by our
handheld printer.

Freephone 1800 946 368

Purpose Built State-Of-The-Art Facility



http://www.grm.ie

Benefits of Offsite

By moving documents to a highly secure storage facility
they will be fully protected from being compromised
through theft, loss, or prying eyes.

If a document goes missing or is misfiled, employee time
is spent searching for it, which is non-productive and
costly. An outsourced document storage service would
facilitate accurate retrieval and deliver information to
users, as and when they require it, therefore improving
efficiency and productivity.

The majority of documents stored in an office are not
used on a frequent basis. These documents take up
valuable space and by being moved to offsite storage
this office space can be maximised. The cost of storing
these documents will also be significantly reduced.

As documents will need to be boxed prior to being
moved offsite this presents an opportunity to create a
record database that will facilitate ease of access in the
future. Each document will be barcode tracked (on a
box or file level) throughout its entire lifecycle and a full
audit trail of activity can be provided.

Document Storage

By storing documents in an offsite storage facility,
access can be restricted to authorised personnel. These
personnel can also be restricted to the types of services
they can request on the account.

With records management software, an offsite
document storage provider can track your documents
through every step of its lifecycle offsite. This ensures
that document locations can be identified quickly and the
document can be retrieved within a required timeframe.

An onsite disaster such as a fire, flood or natural
disaster can destroy years of important information.

A specially designed offsite storage facility that is
equipped with security and fire protection infrastructure
will safeguard your business critical information from
disasters.

Preparing documents for offsite storage will present the
opportunity to identify records that are needed for legal
and compliance purposes. They can then be assigned the
appropriate retention dates. This also benefits the
business during audits and in the event of a lawsuit.

Why have over 750 companies chosen Glenbeigh Records Management?

There is no minimum or maximum number of documents you can store with us.

We only charge for services actioned and do not apply administration charges.

You can avail of our online records management portal free of charge.

You can combine a delivery and a collection of your documents as one chargeable trip.

If you decide to move provider we do not apply permanent removal charges.

Glenbeigh Records Management (GRM) is a
wholly-owned Irish company specialising in the
provision of a comprehensive range of records

management and digitisation services.

Our services enable organisations to protect

@ Glenbeigh Records Management Ltd.
Damastown Way,
Damastown Business Park,
Dublin 15,
Ireland, D15 X9DP.

their information; comply with regulatory

requirements; realise operational efficiencies;
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and provide better customer service to their

clients as access to critical data is streamlined.

€, +353(1) 822 7161
info@grm.ie

www.grm.ie
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