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For the systematic go of an organization or a company, whether it is a small scale industry office or
a large scale industry office proper documentation of records are important. Each day works needs
to be properly documented or recorded for the ease of work the next day or future needs. Especially
for offices, which have approvals like the ISO 9001 & AS 9001C, documentation plays a leading
role. Document retrieval can be made easy only by proper arrangement or documentation of the
files. The system of filing hardcopies is no more these days and it is all soft copied for the ease of
storage, hence it saves a lot of place and saves large quantities of paper. Due to these reason a
proper document management strategy needs to be put forward for a document management
system implementation. This hence saves a lot of time running for a document instead if of image
documents , which is in a soft copy form.

This system or strategy towards the documentation system plays an important role as this makes
the works more easily and in an orderly manner without any mess-ups. This helps us in retrieving
documents any time without any issues like document missing etc. These days in almost all the
offices paper documents are scanned a kept a copy in the soft copy form. This saves a lot of
resources hence. Applications like Document management version control helps organizations
during the time of audits to present the documents that are asked for within the retrieval time.

The use of Microfilms is another major advancement in this field of digital technology. In a small
space, a large number of documents can be recorded. The recorded items can be read using a
microfilm reader . The documents are recorded on Flat films, Aperture cards, microfiche and ultra
fiche. The usage of microfilms has become more important these days especially in the
development of films and also storage of archived newspapers. A modern microfilm reader consists
of a lens that is capable of magnifying image at least to its original size, an easily replaceable light
source, a screen to project the image, options to rotate the image on screen and means of
preparing enlargement easily. The usage of microfilms does not have a benefit of archiving items
but, also spreading of knowledge across the nations.

There are also a large number of record keeping software that can be used for the storage of
records that deals with the generation, retrieval, maintenance including sequence of generating
evidences of business transactions and other activities.  Due to these reasons, these records are
considered as high valued and needed for the daily needs for their business as a reference.
Understanding the need of document imaging system is very important these days. There are many
a number of external agencies available who can assist any office in doing this task for you and help
you out in implementing a proper system for the smooth running of the organization.
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