
MANAGEMENT in partnershipMANAGEMENT in partnership



The ThinkerThe Thinker



Less Paper in the OfficeLess Paper in the Office

PAPER less 
Less PAPER



What you keepWhat you keep

Change & Transition
1 Create an attitude for change
2 Provide visible signals

1 Less places to keep paper
2 Better managed archives
3 Better managed semi active records
4 Better service

3 Create less paper
4 Store less paper
5 Reduce printing
6 Make finding things on a computer easier



Parkinson's LawParkinson's Law

“Files will grow 
to fill 

the available space”



INPUTSINPUTS

• Australia Post
• Computers
• Need

»Re-assurance 
»Prediction
»Control
»Entertainment



What you produceWhat you produce

It is now cheaper to purchase a CD 
($1-00) than create and store 13,000 A4 pages 

of information which it can store.



IMAGING SYSTEMSIMAGING SYSTEMS

Software to mange it will change!
no system will last the 7-10 years you need for litigation 

avoidance

Must be portable
in  a format that will not be superseded.  

Word, Word Perfect – MYOB format are not reliable for 
long term storage

Imaging formats
PDF
tiff, jpg, gif, pds,bmp, pcx etc etc etc



CLIENT FILES CLIENT FILES –– CRM FILESCRM FILES

Replace client files with a full blown 
customer relationship management CRM 
program – then you have on line data.

Maximizer
Goldmine
ACT



Print to PDFPrint to PDF



Your transition programYour transition program

STEP ONE
Current Stuff

• Promote change
• Get Trust
• Archives
• Semi-Active
• Current (Only one)
• Remove cabinets
• Get professionals

STEP TWO
New Stuff

•Confidence in backups
•File Naming

•Pdf readers on all 
machines
•Pdf writer on network
•Bigger Screens



USELESS FILE NAMESUSELESS FILE NAMES



USEFULL FILE NAMESUSEFULL FILE NAMES



How to keepHow to keep

One Year Word / CAD ? MYOB
2-3 Years Word 

(May have to convert)

Long term PDF
Historical Paper
Drawings Short term   - CAD

Long Term - Microfilm / PDF

You can only find it if you named it logically!



SummarySummary

1. Remove the places and need to store 
files at the workstation

2. Name computer files so they can be 
found 

3. Remove the printers
4. Remove the file cabinets!



THE FILEforceforce BE WITH YOU

www.FILEforce.com


