
HOW THIS AFFECTS YOU
 —   The more records you have to search through, the harder it is 
to find what you need to satisfy internal and external requests in a timely 
manner. 

 —   When you’re bogged down with manual tasks, you have less time to focus 
on your core initiatives.

 —  Struggling to know the status or location of a specific record opens you 
up to numerous legal and compliance risks. 

Solution Brief

GET ANSWERS FAST
Centralized and Standardized HR Records

BUSINESS CHALLENGE

Today’s HR departments are under 

enormous pressure to get the right 

information to the right people as 

quickly as possible. But when you’re 

dealing with complicated requests 

from internal customers — and 

auditors, litigators and regulatory 

bodies — this is no easy task.  

Add to this the fact that you have  

to manage growing volumes of paper 

and electronic records, and your 

challenges grow exponentially.

Because your HR documents are 

housed in decentralized locations — 

without a standardized storage 

process — you’ll spend more time 

hunting down a specific record  

and less focusing on your core 

initiatives. And when you can’t find 

what you need, not only do response 

times to internal requests suffer,  

you also run the risk of jeopardizing 

the security of sensitive information, 

failing audits and being unable to 

respond to legal and regulatory 

requests in a timely manner.

INDUSTRY FACT:

56% of HR departments across North America 
report that the top reason for process transformation 
is to free internal staff to focus on strategic issues.
— SharedXpertise. “Global HR Transformation Report.” 2010.
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3  Deliver the right information to the right people at the right time?

3  Free up more time and resources to address important initiatives?

3  Manage HR documents in a way that keeps your company out of trouble?

WHAT IF YOU COULD...

IMPROVE THE ACCESSIBILITY OF HR DOCUMENTS

Digital Conversion

Secure Access

HQ Regions Branch

HR HR HR

User User User

Centralized Records Storage

Electronic Repository
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CUSTOMER SUCCESS 

Following a period  
of rapid expansion,  
an engineering and 
construction firm 
needed to image  
and centrally 

manage more than 28,000 HR records 
from across nine locations. Iron Mountain 
implemented a Human Resources 
solution that leveraged the national 
footprint of its imaging centers to 
quickly and securely digitize and store 
the company’s records.

THE RESULTS:
 — Improved management and  
accessibility of HR records

 — Strengthened the chain-of-custody  
of sensitive information

 — Reduced in-house storage  
requirements

3  Standardized, centralized document 
management and storage 
capabilities that make it easy to find 
what you need, when you need it

3  More time and resources available to 
address strategic business initiatives

3  The ability to prove chain-of-custody 
to auditors, litigators and regulatory 
bodies  

WHAT YOU GAIN...

STREAMLINING THE HR 
WORKFLOW
Leveraging Iron Mountain Document 
Conversion Services and our 
network of Records and Imaging 
Centers, you’ll have a proven and 
repeatable process that helps you 
more effectively manage your  
HR records. For example, you can 
transition your legacy hardcopy 
documents to an electronic format  
as needed, making important HR  
files readily available to users across 
the organization.

You’ll be able to centralize the 
storage of records in both paper and 
electronic formats, enabling you to 
quickly access your critical documents 
around the clock. This way, you’ll be 
able to respond to internal customers 
and answer audit and discovery 
requests as quickly as possible. 

IMPROVED ACCESSIBILITY, 
INCREASED COMPLIANCE
Storing your records in a 
standardized, searchable format 

means you’ll have fewer misfiled 
documents and be able to quickly 
locate and deliver exactly what you’re 
looking for, right from your desktop. 
And because all HR personnel can 
access the same hosted repository, 
such as the Iron Mountain Digital 
Record Center™ for Images, you’ll 
spend less time searching through 
irrelevant records, and more 
executing on important company 
initiatives.

What’s more, you’ll be able to ensure 
the ongoing security and integrity  
of your sensitive information by 
protecting the chain-of-custody of 
physical and electronic records while 
in transit and at rest. By indexing and 
organizing your records following 
proven best practices, you’ll be well 
positioned to prove compliance to 
auditors and regulatory bodies — and 
quickly deliver relevant information 
in the event of a discovery or 
litigation request.

Iron Mountain’s Human Resources 
solution provides a suite of 
capabilities, including:

— Document conversion services 
— Document hosting services
— Records management services

The solution helps you bring greater 
control and standardization to your 
HR processes, so you’ll be able to:

— Find what you need — fast 
— Be prepared for anything
— Focus on your core initiatives

ABOUT IRON MOUNTAIN.  Iron Mountain Incorporated (NYSE: IRM) provides information management services that help organizations lower the costs, risks and inefficiencies of managing their 
physical and digital data. Founded in 1951, Iron Mountain manages billions of information assets, including backup and archival data, electronic records, document imaging, business records, secure 
shredding, and more, for organizations around the world. Visit the company Web site at www.ironmountain.com for more information.
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