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Kakue BUAbI ycnyr npeanaraeT sawa KomnaHua?
OCHOBHO¥ BHJ HALlIEi JEATEILHOCTH HA3bIBACTCS KOMMEP
Yeckoe JIEMO3MTAPHOE XPaHeHHe JIOKyMeHToB. Mien oueHt
TPOCTa: 10 3aKOHOAATETHCTBY IOKYMEHTbL, KOTOPble 0Opasy-
10TCA B IpoLecce paboThI MoO0# KOMITAHHM, [10/IKHbI OTIPe-
JIe/IeHHOE BpeM#A XPaHUThCA. Mnaue roBops, MX He/tbsst yHUY-
TOXKUTH. CPOK XPAHEHHSI MOKET HCHMCTIATHCA -7 FOMaMMU, &
MOKET M HeCKOJIbBKMMHM JlecATiieTuAaMuU. Hakaimsars o1
POMHO€ KOIHIeCTBO GyMary y cebst B oduce HeT HUKanOIU
cMbicia, Jlydnie 06PaTHTHCA K HaM, a Ha 0cBoOOAMBILECCH
MECTO IOCAUTD HOBBIX [IEPCTICKTUBHbBIX COTPYIAHMKOB. Xpa
HEHMe Ha CTOPOHE 0COGEHHO BbIIOIHO, e/ 0(NC Pacholu
JKeH B OMBHeC-LeHTpe K/Iacca «Ax, Iile CIOMMOCTL dpet bl
OJIHOTO KBaJpaTHOro Merpa cocta/isiet $600—3800 s rou.
Kakvm KOMMNaHMAM HYXXHbI BaLLK YCAyrn? B Hac vy aud
JOTCSL T€ KOMITAaHHH, KOTOPBIC IPOUSBOMAT 00/1bLUOC ROANUE-
crBo GyMaxkHOI JoKyMeHTalun. [Ipexie seerv aro Ganm,
10pUANYecKie (PHPMBI, KOHCAITHHIOBbIE H CTPANUBLIC KUM
nannu. Kpome Toro, y mo6oit KoMIaHul eClb Oy X1aatepis,
KOTOpasi HAKAIUIHBAET OTPOMHOC KOAMHUECTBU LOKYMEHTOB.
M coBeTyeM Y celst B oprce epiarh OyMdrn sa ABd 10¢-
JeMHUX (PMHAHCOBBIX TOJIA, TIOCKO/ILKY MMEHHU OHH MOLY1
notpe6oBarbcst B o6oit MoMeHT. Bee octanbioe MOKHU
CITOKOIHO OTJABATh HA BHELLIHEE XPAHEHHC.

Kak Bbl XpaHuTe? bymMakHas TOKYMEHTalms yRIdibitsdc ]
Sl B CIIelMa/IbHble QPXUBHBIE KOPOOd, KaAKLOMY W3 KOTOPbIX
TIIPHCBAMBAETCA CBOM apXMBHBLA HOMep. J10 0OLIMHAsM
IITPHX-KOAOBAs HAK/ICHKA, TIO KOTOPOH MOAHU HACHTH(H
1HpoBarh KOpoO. Kaiblit KOHTEAHEp XpaHutui Ha vlpeie
JICHHOM CTe/UIAXKHOM nojike. Kak Bbl Bui1e, XpareHne uH
(opMALHHK TIOMHOCTBIO O0E3/IMUYCHO; HA3BAHHE KOMLIAH M
HUIJIE He YKasbIBaeTCs. Bostee TOro, KupoOd XpaHsTes Bliepe-
mentky. Ecmm iae NpenoioRuTh, 410 B Hallle XPaHHIHIle
TIOTIAJIY T TPEThH JIIIA, HAMTH OKYMEHTbi, IPUHAVICAALLME
OJTHOM KOMITAHUH, HEBO3MOKHO. [TOHAM00M ICs 0Tyl B Ha
111y 6a3y, KOTOPBIH OrpaHHY€eH 14 CTeNeHMM SaLHTbL.

What kinds of services does your company
provide?

We primarily provide what is called commercial
depository document storage. The idea is very sim-
ple: the law stipulates that documents generated by
any company must be preserved for a certain period
of tune. In other words, they cannot be immediately
destroyed. The storage period depends on the kind
of @ document. It can be 5-7 years or decades.
I'here’s no point in accumulating a vast quantity of
paper in your office; so it’s better to turn to us and
use the free space gained for new, talented employ-

ees. Off-site storage is especially advantageous {or

s offices situated in Class A business centres, where

rent can be 5000-800 per square metre annually.
What kinds of companies require your rather
special services?

We are in great demand by companies that generate
a large amount of paper documentation. Above all,
this means banks, law firms, consulting firms, and
msuratce companies, Aside from these, every com-

pany has 4 special accounting departn

duces 4 large amount of paperwork. We recommend
maintaining documents from the previous two
financial years in your office, since they may be
needed at any moment. All other documents can be
convenently stored off-site.

How do you store them?

Paper documentation is stored in special archive
boaes, each of which is given a special number. This
is 4 ordinary bar code sticker identifying the box.
Each container is stored on a particular glass shelf.
\s yuui catl see, the names of the companies are not
visible, thus docutnent storage is wholly anony-
ious. Moreover, boxes from different companies
ate tined randomly. Even if; hypothetically, some
third party got into our archive, it would be impos-
sible for him to find the documents of a particular
company. For that, one would need access to our
data base. which has 14 levels of security.

How is the archive arranged?

It oceupies @ volume of 15,000 cubic meters and
directly adjotns our office. Safety is a very important

wsue for s, and our archive is equipped with a

A YETbIPHAZLIATHHO NEYATAMU

MpodheccuoHanbHoe XxpaHeHue JOKyMeHToB — Bu3Hec ana Poccum Hoebin. O ToM, YTo, rae
U KaK XpPaHWUTb, paccKa3biBaeT MeHeep KOMNaHWK, KoTopas aobunack B 3TOM ycnexa

BEHIND FOURTEEN SEALS Professional document storage is a new business for Russia. One
successful manager in this sphere talks with us about how and where to store documents
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Kak YCTPOEHO XpaHunmiie? O6beM XpaHmIMLLd COCTaB-
asier 15 Thic. Ky6. M, €ro 3JaHue MPHMBIKaeT HPAMO K oducy.
st Hac 0YeHb BOKHBI BOITPOCHI 6€30MaCHOCTH, 1 OITOMY
MbI 00€CTIeITH APXUB HANIOKHOI CHCTeMOit satmuTbi. Hare
XpaHwmile 060pyIOBaHO MHOTOYPOBHEBOI aBTOMaTiHie
CKOW CHCTEMOI TIC/KAPOTYIIEHHS M AbIMOJCTEKUMMI: €L

Sarh JATYHK 3alIbIMJICHHS], CHTHAJT TYT /K€ I0ChULd-

£7C51 MECTHON OXPaHe, B TIOXKAPHYIO YaCTh ¥ MHe Ha MOOWLL
Hb1it Te/1eOH. MBI YCTAHOBIIN CHCTEMY TIOUICPIKAHMS T10-
CTOSTHHOI TemItepaTypbl. Bce oMertieH s B HepaboU e achi
ONEYATHIBAIOTCA, CTABATCA HA CHTHA/IM3AIMIO M TLIATE/ILHO
oxpanaloTcst, Haimm crengamuctsl — 9TO BBITYCKHUKH
PITY, KOTOpBIE XOPOILIO 3HAIOT, YTO TAKOE aPXMBHOE /IE/10.
OnuLIMTE CXeMY BaLLEero 0bLeHyis ¢ KIIMeHTaMu.
Bee e HIIMBH/ya/bHO. ECTh KOMIIaHuu, Au1upbic, liepe
J[aB HaM Ha XpaHeHHe JOKYMEHTBI, B TEYEHNC HCURUALRIA
JieT BOOO11Ie He MOAB/ISIOTCS. [[pyrie KOMIIaHUH, PelMBLING
HOMHOCTBIO OTKA3aThCSl OT XpaneHus Gymar B oduce, nepe
JAIOT HaM ke CBOIO aKTHBHYIO JIOKYMeHTalluio. Ha Mon
BAIJIS, CAMBIIT MICaTbHBIH BAPHAHT — 910 UL jld dKTHBHbIE
JIOKYMEHTBI XPAHATCA B COOCTBEHHOM apXMBC, d HEdR IHIHbIC
— IepeIaloTCA Ha BHEIIHee XpaHeHue. Bee-Taku liepesoska
11 Bbijjaya JOKYMEHTOB CTOAT JIEHET.
Kak OpraHu3oBaHa paﬁoTa c onymemawm? Kiment
jieniaeT 3anpoc 110 (aKcy ¢ yKasaHueM CBOCIO MEPCOH LY
71eHTH(UKAIHOHHOI0 HOMePa M HOMEpPA HYKHUIU ¢hy
Kopo0a. Y
JaeM TIPEICTABUTE/O KIHEHTa HYKHbIE eMy kopoOa. ko

fepes Hac nocie TOCTYTUIEHH S 3a5BRM Mbi Bbl

MBI Be3eM JIOKyMEHTBI CaMH, TO OTBOJMM Ha 9TO HE MeHblIe
YeThipex 4acoB — B MockBe, Kak M3BECTHO, TPOOKH.
OkasblBaeTe 1 Bbl Kakue-Hubyab AONONHUTENbHbIE
yenyru no pa6ote ¢ GymaxcHon AOKyMeHTaumen? lu
K Ham YOPATHTBCA /IH00as KOMILAH I, RULUPdH $dX0
4yeT [PUBECTH CBOI aPXHB B MOPsIOK. Hatln clietindinctul
pHeyT B OGHUC i CANAIOT TPOMECCHOHA/ILHYIU OLCHRY U
CcTOAHUS apxuBa. MBI OJICKQKEM, KAKHE JIOKYMEHTbI MOAHU
YHUUTOKUTD, & KaKHe He/lb3fl, Kakue TpebyloT neperviete
HHSl, @ KAKHe CTOMT OTIIPABATH HA BHeIIHee Xpatenue. Kpo-
M€ 3TOro, Mbl OKa3plBaeM YCIyIr 110 1&()H(|H'l,l,t‘uu,}'ld/ll,nuMy
VHUYTOKEHHIO OYMaKHO JIOKYMEHTALLMH.
Cenyac MHOTO MH(POpMaLUM XPAHUTCH Ha MarHUTHbIX
HocuTensax. Bbl npegocTaBnsieTe yenyru no XpaHeHuto
AUCKeT, Kap'rpmu(eﬁ, AVUCKOB? XpaHeHMe MarHMTHbIX
\CHTesIeit — OJIHA U3 HALIMX JNOTIOHUTE/bHbLY Yoyl B Ka-
K101 KOMITAHMM, KOTOPAst GECTIOKOMTCS! O COXPAHHOLLH LBO
eit uHd JIEJIAIOTCS PE3EPBHbIC KOIMM [AdHHbIX
C KOpLOpALIMBHbIX CepBepoB. Besi MupOpMALLIMs 3auncbiBd
eTCs1 Ha CIlela/IbHble KapTPUDKH, TaK HasblBacMblc 0IKa
el [Toc/ie BceM M3BECTHBIX CeHTAGPBCKUX COOBITHH 15 KOP
MOPATUBHBIX YCTaBaX MHOTUX AMEPHKAHCKMX RUMIIAHHK
YETKO OTOBAPUBAETCS, UTO O3KAIIbl O/IKHbL XPAHH LU Hd
CTOpOHeE. ATO JIE/IAeTCs [UTsl TOTO, 4T06B! PabOTY KoMUY 1
Mmo60i MOMEHT MOSKHO ObII0 BOCCTaHOBHTL. Hepeuno cot
PYAHUKA HH(t)OpM;lU,Hl)HHIJL\ Actiap iasdeIOE HPOCIVU HC
3HAKOT O CYIIECTBOBAHMM TAKUX KOMUQHNH, Rdh tidllid, i xPd
HAT HOCUTE/TH B OaHKOBCKHX STUCHKAX. DTO TOAC BAPUAHT, HU
KOTMYECTBO 6KAIOB 0OBIYHO PAacTeT, a apeH/ia GaHKOBCKOM
AYEHKH — YJIOBO/ILCTBHE HE U3 JICHICBBIX.

1.2. ApxusHoe
Xpanunuwie
KOMNaHum

OSG Records
Management;

3. YcTponcteo

ANS CKAaHMPOBaHNA
LWITPUX—KOAa C ap-
XUBHOrO KOpoba;
4. CoTpyaHuua
xomnaHum OSG
cocTasnyAer onucw;
5. CneumancHbi
KOHTeNHep ans
nepeBo3Ku mar—
HUTHBIX HOCUTENewn

i 2 Archive space
of OSG Records
Management

3. Scanning equip
ment for bar codes
on storage DOXEs
4. An OSG staffer
lakes inventory

5. A Special con-
tainer for trans—
porting magnetic
information carriers

CUCTEMbI XpaHeHUA
storage systems

multi-level automatic smoke-detection and fire-
extinguishing system: if the smoke sensor detects
something, a signal is immediately sent to the guard
on duty, the fire department, and my mobile tele-
phone. We have installed a temperature stabilisation
systenn. Outside of working hours, all areas are
sealed uff and yuarded by the alarm system and
secunty personnel. Our archive specialists are grad-
uates of RGGU (Humanities University) and know
henr \\'il‘\" dIUUH\! an arclive \\'C“.

Could you please describe your approach to
working with clients.

ts very individualised. There are companies that
give us their documients and don’t reappear for sey-
eral years. Uther companies store no paperwork
whatsuever in their office and even give us all of
thetr carrent documentation. In my opinion, the
wheal vpuoi s when current documents are stored
ut the office archive, while ‘non-active’ ones are i

thic ott-site archive. Transport and retrieval of docu-

icnls wust money, atter all.

How is work with the documents organised?

Ltic chieut sends a request by fax indicating his per-
sutial denufication code and the code of the
tequited bux. Already within an hour of receiving

the tequest we give the dlient’s representative the

feast four hours to deliver

requiied Goua We ticed at
the documents vurselves — everyone knows what
kiud of traffic jams there are in Moscow.

Do you offer any sort of additional services
regarding paper documentation?

U cause. we do. Any company that needs to put its
active e urder can approach us. Our specialists
wutne o thie office and professionally assess the con-
dinon of the existing archive. We indicate which
documents van be destroyed and which: cannot,
whidhs seed w be bound and which should be sent
u thie utt-sitc archive. We also provide confidential
docunient destruction. Today, much information is
stored magnetically.

Do you offer storage on floppy disks, car-
tridges, or CDs?

Magnetic storage is one of our supplementary serv-
ices, Asty company concerned about preserving
wtoriduon makes reserve copies of data from the
wipotdte server. All this information is recorded on
special wartndges, called ‘becaps’. After the well-
Kiowii events of September 2001, many company
stlatudls dearly state that becaps must be stored off-
site. T 15 dune s0 that the woimpany’s work can be
sesuitied at any moment in case the on-site archive
is Jost. It is not uncommon that information depart-
ment staffs simply do not know about the existence
of companes like ours and store information carri

of banks. This is also

i salety depusit buxes

1
ait upuot, but the guanuty of becaps grows very
quickly, while renting a safety deposit box is not an
inexpensive pleasure.
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