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SAVE

gaInIng consensus 
for Improvement
Information is oxygen for your business. The right people, plans and resources will help 
you put information management at the centre of your organisation – where it belongs.

This guide will take you through the business case for managing information including storing tapes and recycling 
e-waste like old laptops. It starts with the costs connected to storing your records, tapes and old IT equipment.  
You’ll also look at the potential for using office space more effectively, digitising and promoting best practices more widely. 

By aligning information management to the larger goals of your business, you’ll be in the right position to convince 
senior managers that information is an essential business asset. Information is both valuable and a potential risk. 

THERE ARE FOUR STEPS TO THIS GUIDE: 

 > Step 1: Build a Cost-Comparison 

 > Step 2: Build a Picture 

 > Step 3: Build a Team

 > Step 4: Build a Plan

HOw TO USE THIS GUIDE: 

 > First, save it on your computer. Feel free to rename it accordingly if you wish.

 > Ensure you save regularly as you fill in the sections using the blue button in the bottom right corner.

 > Use the menu tabs to the right for quick navigation through the steps.

 > The calculator features will tally automatically once all the fields are populated.

TO USE THE  
InTERAcTIVE  
cAlcUlATORS  
SAVE THE  
wORkbOOk  
TO yOUR Pc



buIld a  
cost-comparIson

bUIlD A cASE

To justify investment in improving information management, 
start by demonstrating its monetary value. The tools in Step 1 
will help you to calculate the costs of your current information 
management strategy, some of which aren’t obvious at first glance. 

STEP

1



SAVE

space
THE HIDDEn cOST THAT’S All AROUnD yOU

SPAcE SAVER  
cAlcUlATOR

THE kEy QUESTIOn: 

Storing documents, old IT equipment and back up tapes  
in the office is natural, but is there a more convenient,  
less expensive option? 

cAlcUlATE THE cASE 
 > How much does the office space you use to store records, old equipment 

and tape cost? 

 > Are your records as secure and accessible as you would like them to be? 

Storing paper records onsite requires time, space, resources and people.  
Estimate how much this costs your organisation with the Space Saver  
calculator opposite.

THE bOTTOM lInE 
Investing in offsite records management can reduce storage costs and  
make finding information faster and easier. 

Space records, tape and old  
IT equipment occupy in office  
(eg one file cabinet = 1m2)

Annual cost per square metre  
(including rent, energy and maintenance) 

Salaries of full time people

Salaries of part time people

Additional estimate  
based on People x Hours x Average salary

Approximate annual spend on onsite  
records, tape and old IT equipment storage

Paper Free - Are we there yet? AIIM, 2016

35% 
SAy PAPer uSe iS neiTHer  
increASing nor decreASing.
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SAVE

retentIon
SAVInGS JUST wAITInG TO bE DIScOVERED

RETEnTIOn  
cAlcUlATOR

THE kEy QUESTIOn: 

Are you paying to store records that you don’t need anymore? 

cAlcUlATE THE cASE 
 > Are you keeping boxes and boxes of records that you don’t need anymore? 

 > Are you aware of all the legislation on information retention that applies to you? 

Records have a natural lifespan that, in many cases, is defined by a legal 
retention period. The Retention Calculator will help you demonstrate the 
number of records you are likely to be retaining unnecessarily, and the 
associated costs. This does not include any fines you may incur for keeping 
records longer than their statutory retention periods. 

THE bOTTOM lInE 
A comprehensive and regularly updated retention policy will allow you to 
destroy all records at the end of their retention period. This will streamline  
your information management and significantly reduce storage costs. 

Litigation Cost Survey of Major Companies, 2010 Conference on Civil Litigation, Duke Law School, May 2010

Space records occupy in office  
(eg one file cabinet = 1m2)

Annual cost per square metre  
(including rent, energy and maintenance) 

Salaries of full time people

Salaries of part time people

Additional estimate  
based on People x Hours x Average salary

Annual cost of offsite records storage  
(including storage and transport costs)

Percentage of your records that are  
over their statutory retention period*

Estimated amount you could save per  
year by applying a retention schedule

71% 
of comPAnieS could reduce THeir  
STorAge coSTS by 30 PercenT if THey  
knew wHAT THey could deSTroy. 
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* On average this is around 10% but if you have large amounts of 
records that are over 10 years old this could be as high as 25%. 
Consider what you have around your office and in storage.

http://www.ironmountain.co.uk/Knowledge-Center/Reference-Library/View-by-Document-Type/Best-Practices/D/Mini-Document-Retention-Guide-United-Kingdom-2015.aspx


SAVE

dIgItIsatIon
DIScOVER POTEnTIAl EFFIcIEncIES

DIGITISATIOn  
cAlcUlATOR

THE kEy QUESTIOn: 

Are paper based processes costing your business? 

cAlcUlATE THE cASE 
 > Are paper based processes causing bottlenecks in your workflows? 

 > Could scanning documents as they arrive dramatically improve your  
service levels? 

Processes that rely on paper-based information are inherently slow,  
inefficient and prone to human error. Our Digitisation calculator  
will reveal the true cost of these processes. 

THE bOTTOM lInE 
Digitising paper-based records gives you instant, accurate access to 
information from anywhere. There are various levels of digitisation  
from turning documents into images to extracting the data and making  
it available to all back office systems. If your business has a significant  
flow of documentation, you will benefit from digitisation. 

AIIM Market Intelligence, 2013

Number of knowledge workers regularly 
looking for records or information

Average number of hours per week  
they waste looking for documents* 

Estimated average hourly wage  
for knowledge workers

Estimate of what you could save per 
week by digitising a business process

35% 
of THeir working HourS Are wASTed by 
emPloyeeS SeArcHing for informATion. 

£ hr

hrs

£

x

x

=

cOnSIDER 
How much could your  
business save by digitising  
more than one process?

*  28 hours: Time each week spent by knowledge workers writing 
emails, searching for information, and collaborating internally. 
McKinsey, 2012

http://www.ironmountain.co.uk/Knowledge-Center/Reference-Library/View-by-Document-Type/White-Papers-Briefs/G/Getting-it-right-from-the-start-the-basics-of-digitizing.aspx


SAVE

unIversal 
ImplementatIon
THE MOST IMPORTAnT InVESTMEnT OF All

THE kEy QUESTIOn: 

Is there any point in having the right policies and 
procedures in place if they aren’t being followed? 

cAlcUlATE THE cASE 
 > Do different departments have their own  

approaches to information management? 

 > Is the importance of information management  
understood at the highest level? 

 > What’s your internal information policy communication budget? 

 > What information training do you offer? 

 > Do you have an information policy monitoring budget? 

The costs of not implementing your records management  
policy are hard to quantify, but decision makers should  
be aware of what they are and how high they could be. 

THE bOTTOM lInE 
The training and monitoring required to universally implement 
your information management strategy is not only a worthwhile 
investment, but absolutely essential to underpin all your other efforts.

‘Beyond good intentions’ 
a report by PwC and Iron 
Mountain, June 2014.

26% 
of buSineSSeS 
moniTor THe 
effecTiveneSS of 
THeir informATion 
riSk TrAining.

only

http://www.ironmountain.co.uk/Knowledge-Center/Reference-Library/View-by-Document-Type/Best-Practices/G/Getting-it-right-from-the-start-The-basics-of-company-wide-policy-adoption.aspx


buIld a pIcture
bUIlD A cASE

when you’re arguing the case for investment, it always pays  
to know your facts.

Step 2 will help you collate the facts about information 
management in your business. use your answers to create a 
broader picture of your approach to information management 
and determine where change is needed. This will enable you to 
demonstrate the areas you want to improve. 

STEP

2



SAVE

Do we have an overarching information inventory, including paper and digital?

How is our information classified?

breaking down by business function and type, how much electronic storage do we have? 

Are we keeping data longer than we need to?

InventorY and classIfIcatIon



SAVE

Do we have an approved retention schedule? 

Do we apply our approved retention schedule?

Do the people who use our records have a process in place to maintain the retention schedule?

retentIon

RETEnTIOn EXAMPlES 

Has our business been fined?
What are the fines in our industry?
How often are information audits?



SAVE

Do we have universal policies and procedures for managing information?

Do our policies apply to paper, digital or both?

How is training on these policies applied?

what special policies do we have?

where do we store our records? where do we store our tapes? what about our old IT equipment?

How do we dispose of records? what about old IT equipment?

polIcIes and procedures



SAVE

Do we use any electronic document management systems?

How do we transfer data from incoming documents into our IT systems?

How do staff access information remotely?

dIgItIsatIon



SAVE

How often do we monitor our information management policies? 

Do we have business-wide coordinated monitoring?

when was our last internal audit of digital and paper records?

when was our last external audit?

audIt



buIld a team
bUIlD A cASE

your programme of change and improvement is more likely to 
succeed if senior managers and leaders are involved. if you don’t 
already have one, put together a committee of senior stake holders 
who can help you build your strategy and pave the way to success. 
Set a regular schedule of meetings, reporting and training.

cOnSIDER THESE AREAS: 

> Legal
> IT
> Compliance
> Tax
> Human resources
> Risk management
> Customer service

STEP

3



SAVE

tHe rIgHt  
people
If you can’t form a steering committee,  
form a network of managers and influencers. 

Think about the people in your organisation  
that you interact with frequently; people who  
would benefit from a streamlined information 
management system. Your advocates may  
have better access to your senior leadership.  
Finding just one person to champion your cause  
could be enough. Together, you are more likely  
to succeed in getting more influence, resources,  
money and involvement in the management of  
your information.

tHe WIder 
busIness
Make sure that you present information management 
to different parts of your business.

Unfortunately, the information management programme 
is not top of mind for most business units. Do what you 
can to change the way people see the issue.

build information education initiatives.

Don’t just focus on the risks related to information.

Introduce the concept of information as an asset  
that can be leveraged for competitive advantage

Work with people across the organisation to 
understand their information concerns.

Your goal is to help people know when to come  
to you and when and where to look for programme-
related guidance. They should actively pull information 
from you, rather than you having to push all the time. 

informATion cAn be viSible or  
inviSible, PHySicAl or elecTronic,  
online or on PAPer And, THerefore, 
Senior leAderSHiP muST coordinATe 
How THiS iS boTH mAnAged And/or 
oPTimiSed, So THAT everyone knowS 
boTH THeir role And THe PoTenTiAl 
imPAcT of non-comPliAnce. 

‘Beyond good intentions’ a report by PwC and Iron Mountain, June 2014



buIld a plan
bUIlD A cASE

your business leaders will be interested in costs and people,  
but they’ll also want to know what your policies will look like  
and what impact they’ll have. This section helps you demonstrate 
the actions required to implement your strategy for improving 
information management.

STEP

4



SAVE

conduct legal 
researcH
Each class of record has its own retention period.  
To ensure you create a schedule that’s accurate  
and actionable, you may want to involve:

 > Internal or external legal counsel

 > Programme managers

 > External information experts

 > Don’t underestimate the importance of  
this step and the need to involve your  
steering committee and board members.

fInalIse Your 
retentIon 
scHedule
Based on your records classification system,  
your retention policy will address both paper  
and digital records. Your policies and procedures 
should be:

 > Flexible

 > Applicable to all records

 > Integrated with different business  
areas and teams

 > Accessible and well communicated.



SAVE

secure 
destructIon
This is a key part of your retention policy and  
also ensures your information is protected.  
Secure destruction reduces paper in your  
office, the costs of storage space and helps  
you remain legally compliant.

If your business has collected e-waste like  
old laptops and other outdated IT equipment,  
consider how these can be securely recycled.  
Your aim should be to ensure the information you’ve 
stored does not fall into the wrong hands and your 
equipment is compliantly recycled or destroyed.

go companY WIde
Your guidelines for handling information  
should extend to everyone in every part  
of your business. Alongside your records  
retention policy, consider establishing:

 > Privacy guidelines

 > Protection of proprietary information

 > Email policy

 > Social media policy

 > Digital information handling guidelines

 > Identification and accessibility of active files

 > Offsite storage of all inactive files

 > Identification and protection of business  
critical information 

 > Universal information management training.



SAVE

dIgItIsatIon
Identify bottlenecks in workflows caused by  
paper-based processes. Consider digitising  
documents to achieve:

 > Faster, wider, more secure access to records

 > Easy-to-access information

 > More efficient data extraction from documents

 > Making incoming documents scanned  
easily available.

monItorIng 
It’s easy for deadlines to slip and dates to be 
overlooked. Create plans for monitoring, setting  
in stone who does what, when. This will give you  
a clear picture of your progress and identify any  
need for further training.



buIld a  
presentatIon
with a clear picture of costs, current approach, people and  
best-practice policies, you’re now prepared to make your business  
case for improving your organisation’s information management.

bUIlD A cASE

bUT bE SURE TO cOnSIDER THE 
FOllOwInG wHEn PRESEnTInG  
TO yOUR bOARD: 

determine the extent of your exposure to legal risk, 
data breach, mismanagement of private information, 
and other issues, and decide which actions to prioritise  

create a roadmap in PowerPoint or visio that shows, 
based on best and proven practice, what actions need 
to take place, and in what order 

keep your audience focused by using our

and our

http://www.ironmountain.co.uk/Knowledge-Center/Reference-Library/View-by-Document-Type/Best-Practices/B/Building-the-Business-Case/Decision.aspx
http://www.ironmountain.co.uk/Knowledge-Center/Reference-Library/View-by-Document-Type/Best-Practices/S/Seven-Tips-for-Convincing-Decision-Makers-To-Invest-In-Records-And-Information-Management.aspx


AbOUT IROn MOUnTAIn
Iron Mountain Incorporated® (NYSE: IRM) is the global leader in storage and information management services. Trusted by more than 220,000 organisations around the world, 
Iron Mountain’s real estate network comprises more than 85 million square feet across more than 1,400 facilities in 46 countries dedicated to protecting and preserving what 
matters most for its customers. Iron Mountain’s solutions portfolio includes records management, data management, document management, data centers, art storage and  
logistics, and secure shredding, helping organisations to lower storage costs, comply with regulations, recover from disaster, and better use their information. Founded in 1951, 
Iron Mountain stores and protects billions of information assets, including critical business documents, electronic information, medical data and cultural and historical artifacts. 
Visit www.ironmountain.co.uk / www.ironmountain.ie for more information.

© 2017 Iron Mountain Incorporated. All rights reserved. Iron Mountain and the design of the mountain are registered trademarks of  
Iron Mountain Incorporated in the U.S. and other countries. All other trademarks are the property of their respective owners.

08445 60 70 80  |  r.o.I 1800 732 673  |  n.I. 08445 60 70  | IronmountaIn.co.uk  |  IronmountaIn.Ie

sHare tHIs guIde:

http://www.ironmountain.co.uk
http://www.ironmountain.ie
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