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WE’LL BRING THE EXPERTS TO YOU
In most cases, moving files off-site offers the best and most
cost-effective solution. However, in some circumstances,
on-site document management is required. That’s why we
offer a complete portfolio of  on-site services that include:

• Document Imaging and Conversion of paper
to electronic records

• Central Files Management of active files and 
on-site file rooms

• Records Center Management of your archival 
storage facility

• Corporate Records Management Program
Administration, providing senior management
expertise and guidance for special projects

• Integration of on-site management with off-site
storage services

STAFF UP ON SHORT NOTICE
These services enable you to staff up on short notice 
and reduce costs related to training and turnover. Iron
Mountain’s rigorously screened and trained personnel
can assist with:

• Open-shelf and archival records storage

• File conversions and indexing

• Retention and compliance management

• File room purges and shift services

• Secure shredding

STAY CONNECTED WITH IRON MOUNTAIN CONNECT
While Iron Mountain manages your facilities, you still
have complete visibility and access to your records 
environment, via the Iron Mountain ConnectTM portal.
This proprietary records management database allows
you – and Iron Mountain staff – to track and manage your
records inventory at the carton, file, and document level.
Iron Mountain Connect automates many procedures for
retention, compliance, and accountability, thus greatly
enhancing consistency in these areas.

Your location, our expertise

On-site Records Program Management

In an increasingly complex business environment, records management has become a highly specialized field,
demanding expertise in diverse areas such as document conversion, retention scheduling, and information security
and privacy. 

If records management is not your core business, Iron Mountain can provide senior professionals and trained and
screened specialists to manage and/or staff your facilities, helping to incorporate best practices and compliance into
your on-site records management program.

DATA SHEET

US-DMS-DS-140-06-001



AREAS OF EXPERTISE 
Open-shelf and archival records storage

Records management practices that are careless,
inconsistent, or not performed in a timely way can 
undermine daily operations and create risk for your
organization. Iron Mountain can provide trained personnel
to manage open-shelf and archival storage reliably and 
consistently, using best practices. On-site staff can add,
retrieve, deliver, and handle drop filing for active documents
and fill requests for archived documents. Once a request is
received, Iron Mountain ensures a closed and secure chain
of custody.

File conversions and indexing

Iron Mountain’s experts can help you plan and implement
workflow processes for converting your existing paper
records to electronic form. We can manage one-time 
backfile conversions of large document libraries. We can
also establish day-forward processes for converting new
records to electronic formats as part of routine workflows.

Flexible, automated indexing capabilities let you
extensively classify records, making them easier to store,
retrieve, and manage using Iron Mountain Connect.

File room purges and shift services

Without regular purging and shifting, your file rooms 
quickly outgrow capacity. Using proprietary, intelligent
purging software Iron Mountain identifies your least
active files so they can be removed to your records 
warehouse or an Iron Mountain facility. The volume of
purged files is balanced against the volume of incoming
files, ensuring that your file room is consistently running
at or near capacity.

Retention and compliance management

In today’s complex regulatory environment, if a staff 
member destroys records prematurely - even if it’s done
inadvertently - you risk legal liability and penalties for 
non-compliance. Conversely, retaining documents beyond
their required retention period can expose your organiza-
tion to avoidable discovery and litigation.

With extensive expertise in compliant retention,
Iron Mountain can help you develop and implement a
legally credible records retention program and retention
schedule. Through the Iron Mountain Connect inventory
management system, your retention schedule is auto-
matically applied to your records inventory, highlighting
when groups of records are scheduled for disposal.

Secure shredding

To ensure secure, timely, and documented destruction of
sensitive paper records and electronic media, we provide
secure shredding services. Shredding can be done at an 
Iron Mountain facility or at your site using specially
designed mobile shredding units.
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Iron Mountain operates in major markets worldwide, serving thousands of
customers throughout North America, Europe, Latin America, and Asia Pacific.
For more information, visit our Web site at www.ironmountain.com

745 Atlantic Avenue
Boston, Massachusetts 02111 
(800) 899-IRON  

© 2006 Iron Mountain Incorporated. All rights reserved. Iron Mountain and the design of the mountain are registered trademarks and

Iron Mountain Connect is a trademark of Iron Mountain Incorporated. All other trademarks are the property of their respective owners.



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /ENU (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


