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Managingldocuments[Ras[dlways[Beenld[mhajorissuelforigrofessionalfirmsdfdll
types.[Notldnly[dofhey[receiveldlgreatldealldfldocumentationlih[fthel@ormal
courseldfftheirlBusiness, [Butfheydlsoldreatel@dndlreferfb@Nery Targedumber[df
otherldocumentsiWhenldealingwith[@[ypicall@ssignment.

This[gresentsflrmswithEwo[droblems.Hirstly,fhey[Havelthel@roblem[df
managingthelargeMolumeldfldaperfheyldeallWith[dn@[dayfol[day[Basis.
Secondly, Ihereli$[theldeediblmhakelitldasily [@ndrfepeatedly@ccessible.

If[dneldonsidershel@mountldffloor[dpacelgivenldverbilingldabinetsih[dEypical
professionalfirm, its[dbviousthatithanagingPaperisdlsoldnldxpensivelBusiness
Ehelflooridpaceldlonelfepresentingdldonsiderable[@nnualldostlihrentl@ndlrates.
Thelfdreciseldostl@dndldomplexity[dfltheldrocessldependsidnlthe
typel@ndiolumeldffthelihformationBeldBytheflrm,MhichOhEurn
is[dependantldnXhedéngthldffimeldocumentsidrel(Reld.

The@dmebriwhich@ldocumentlthustBelfetainedldependsldnlthe
natureldfltheldocument.Thereldreldpecificimedimitsfbrthe
retentionldf[documentsirelating @b[MAT[@nd[dtherfhxes.[(While
thislsMotthelmhainldubjectldfthis[drticle,fax[documentsishould
belHeldfbr@hinimumldfidevenlyears).

Theldeed[Ibr@ldohesivel@dndlstructured@pproachblstoringl@nd
retrievingldocuments, [Both[gaperBasedl@ndldlectronic,[Becomes
apparent@ndfheBenefitsfbriduchld[dystemidrelfascinating:

- Reducedflooridpacefhereforelfeduced(rent
- Reduced[dccessfimelfor[documents

- Less[filingleffortfequired

- Common(store[for[émaill@ndldocumentBasedldommunications

- Enhanced(disasterifecoveryldapability
. Remoteldocument@ccess!

- ShareldocumentsWwith[dlientsl@nd/or(dffice,Thereforeeducingfhelneed
forléxcessivelmeetings

- Commentldnldocuments(electronically

- MultiplenMersions(df[dldocument(drelstored, fhereforeldllowing
backtrackingshouldproblemsidccur

Inldonclusion,[documentrhanagementlis[dldomplex[@ndldhallenginglgrocessiBut
anldbsolutelyMitalldne.[Thosefirms[thatlgetthelpuzzlelrdghtfrstistandfbBenefit
hugelyldverfhosefhatldon't.
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