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*EAD: External Archiving Documentation MGM Outsourcing Documental Division 



Batch	
  Record	
  Management	
  

BATCHES	
  

Nº	
  archived	
  batches:	
  
46,050	
  

Nº	
  binders:	
  
3,845	
  

Nº	
  shipped	
  storaged:	
  
915	
  



Batches	
  iden5fied	
  in	
  Data3	
  were	
  not	
  physically	
  
located	
  (0.01%)	
  

•  Resources	
  (full	
  >me)	
  and	
  dura>on	
  

•  Error	
  

4	
  months	
  

From	
  June	
  to	
  September	
  
2	
  people	
  

Batch	
  Record	
  Management	
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Record	
  Management:	
  	
  
Sample	
  Reten>on	
  Store	
  

All samples were shipped using three trucks to MGM Warehouse at Madrid 

SAMPLE	
  	
  
RETENTION	
  	
  

STORE	
  

Nº	
  archived	
  	
  
samples:	
  
15,275	
  

Nº	
  of	
  boxes:	
  
1,100	
  

Nº	
  of	
  pallets:	
  
39	
  



Record	
  Management:	
  	
  
Sample	
  Reten>on	
  Store	
  

All	
  numbers	
  samples	
  were	
  checked	
  with	
  a	
  
provided	
  data	
  base	
  which	
  contained	
  12%	
  error	
  

•  Resources (full time) and duration 

•  Error	
  

2.5	
  months	
  

From	
  June	
  to	
  August	
  
4	
  people	
  



Record	
  Management:	
  	
  
Plant	
  Wide	
  Documenta>on	
  

Shipping	
  
Documenta>on	
  

to	
  EAD*	
  

Archive	
  
Log	
  

Crea>on	
  

Archive	
  
documents	
  

Inventory	
  
Department	
  

Documenta>on	
  

Assess	
  State	
  
of	
  

Documenta>on	
  

Locate	
  
Respec>ve	
  	
  
Records	
  	
  

Storage	
  Area	
  

GENERAL	
  
TASKS	
  

*EAD: External Archiving Documentation – MGM Outsourcing Documental Division 



3	
  processes	
  for	
  plant	
  documenta>on	
  

Scan	
  

Copy	
  
Inventory	
  

and	
  
Archiving	
  

Record	
  Management:	
  	
  
Plant	
  Wide	
  Documenta>on	
  

BUYER	
  requested	
  MGM	
  to	
  create	
  
	
  electronic	
  versions	
  	
  

MGM	
  created	
  
physical	
  copies	
  for	
  
Both,	
  Client	
  &	
  Buyer	
  

Client	
  	
  
archived	
  all	
  
originals	
  



Nº	
  scanned	
  	
  
documents:	
  

2,325	
  

Nº	
  copies:	
  	
  
	
  125,000	
  

5,545	
  
DOCUMENTATION	
  
ARCHIVED	
  BINDERS	
  

Nº	
  pictures:	
  
207.636	
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Nº	
  scanned	
  
binders	
  :	
  	
  
	
  745	
  
	
  

Nº	
  copies	
  
binders	
  :	
  	
  
	
  370	
  

Nº	
  inventoried	
  
binders:	
  
4,330	
  



•  Resources (full time) and duration 

12	
  months	
  

From	
  April	
  to	
  December	
  
2-­‐3	
  people	
  

Record	
  Management:	
  	
  
Plant	
  Wide	
  Documenta>on	
  



3,108	
  

Record	
  Management	
  

Batches	
   Departments	
  
Documenta>on	
  

+	
  3,845	
   5,545	
   =	
  
9,390	
  

ARCHIVED	
  	
  
BINDERS	
  

Batches	
  
Departments	
  
Documenta>on	
  

Sample	
  
Reten>on	
  Store	
  

Total	
  

Total	
  B
i
n
d
e
rs	
  

B
o
x
e
s	
   1,093	
  1,100	
  915	
   +	
   +	
   =	
  



•  Total	
  Resources	
  (full	
  >me)	
  

Resources	
  /	
  Dura>on	
  	
  

3	
  people	
  	
  

February	
  2010-­‐	
  
May	
  2010	
  

10	
  people	
  

June	
  2010	
  –
March	
  2011	
  

7	
  people	
  

April	
  2011	
  –
May	
  2011	
  

•  Project	
  Dura>on	
  
Beginning	
   End	
  

01	
  February,	
  2010	
   31	
  May,	
  2011	
  


