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Is your business digital-ready?
A 5-minute checklist for success

Moving from physical files to a digital workflow doesn’t have to be an “all-or-nothing” transformation. For many
growing businesses, the goal is simply to be more agile, compliant, and cost-efficient. Use this checklist to
identify where you can free up employee capacity and reduce overhead costs.

Phase 1: Identify & curate

Efficiency starts with knowing what you actually need.

[] Audit your inventory: Do you have a clear
overview of what is currently in your filing cabinets
or off-site storage?

|:| Apply retention rules: Have you identified records
that have met their legal retention period and are
eligible for secure disposal to save costs?

|:| Prioritise by value: Can you distinguish between
"active" files (needed daily) and "“archival” files
(kept for compliance)?

Phase 2: Digitise smartly

Transitioning to a “paper-light” office helps your team
respond faster to customers and audits.

|:| Assess your scanning needs: Do you need a
full backlog conversion, or would an “Image on
Demand” service (scanning only what you request)
better fit your budget?

|:| Solve the ""Day Forward" problem: Do you have
a plan for incoming mail to prevent a new paper
backlog from growing?

|:| Searchable data: Are your scanned documents
searchable via optical character recognition (OCR)
and properly indexed so they can be found in
seconds?

Phase 3: Secure & access

Centralising information reduces the “hidden” cost of
employees searching for lost files.

|:| Centralise access: Is your information in a secure,
cloud-based repository rather than scattered
across local hard drives?

[] control permissions: Can you easily manage
who has access to sensitive HR, finance, or legal
documents?

|:| Business continuity: If your office was
inaccessible tomorrow, could your team still
function with digital copies of critical files?

Phase 4: Automate & unlock

Use smart automation to remove manual tasks.

|:| Automated classification: Can your system
“read” an incoming invoice or HR form and file it
automatically?

|:| Data extraction: Are you still manually typing
data from forms, or could Al extract key dates and
values for you?

|:| Workflow automation: Can you trigger automatic
approvals or notifications once a document is
uploaded?

|:| Policy automation: Does your system flag when a
digital record has reached its destruction date to
help provide ongoing compliance?



How did you score? Next step:

> 0-5 boxes checked: the “at risk" stage Ready to dive deeper into how to transition your

Your organisation likely faces high storage organisation and protect your business?

costs and hidden productivity drains. Relying

on manual, paper-based processes creates Read our full whitepaper:

“information silos” that slow down decision- The hybrid information gap >>

making and increase risk. Your priority is This guide reveals how to bridge the gap between

space optimisation and cost reduction. physical and digital records to cut storage costs,

reclaim office space, and eliminate the hidden expense

> 6-10 boxes checked: the “hybrid hurdle” stage of lost productivity.

You have made progress, but managing a mix

of physical and digital records often leads to
duplicated effort. This is the “gap” where costs
can spiral if not managed correctly. Your priority
is access transparency and workflow efficiency.

> 11+ boxes checked: the “optimisation” stage
You are ahead of the curve! Now is the time to
move from digitisation to true intelligence. Your
focus should be on using smart automation
to remove the last manual hurdles from your
processes. Your priority is operational excellence.

Why Iron Mountain?

We help businesses manage the bridge between the physical and digital worlds. We focus on
transparency and service fit, ensuring you only pay for the digitisation and storage you actually
need. With clear pricing, local proximity, and a focus on ROI.

Ready to reduce your physical footprint?

Contact our local team for a free consultation

800.899.IRON | ironmountain.com/en-gb

About Iron Mountain

Iron Mountain Incorporated (NYSE: IRM), founded in 1951, is the global leader for storage and information management services. Trusted by more than 225,000 organizations around the world, and with a real estate network of
more than 98 million square feet across more than 1,400 facilities in over 60 countries, Iron Mountain stores and protects billions of information assets, including critical business information, highly sensitive data, and cultural and
historical artifacts. Providing solutions that include secure storage, information management, digital transformation, secure destruction, as well as data centers, art storage and logistics, and cloud services, Iron Mountain helps
organizations lower cost and risk, comply with regulations, recover from disaster, and enable a more digital way of working. Visit www.ironmountain.com for more information.
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https://www.ironmountain.com/en-gb/contact/contact-form
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