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Take project 
brief and sign 
confidentiality 
agreement if 
required 

 
 

Collect  
documents from 
site if required 

 
 

Prepare  
documents 
for scanning 

 
Perform scan: 
mono 
greyscale 
or colour 

 
 

Perform  
quality check on 
scan 

 
 

Index images 

 
Burn CD/DVD 
in specified  
format and 
back-up taken 

Perform post 
scan document 
prep if required 
or confidentially 
dispose of  
documents 

 
 
 

Data delivered 
to customer as 
agreed 




