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Image on Demand™

ﬁ IRON MOUNTAIN® DATA SHEET

PAPER TO PIXELS: FEDERAL
RECORDS GO DIGITAL

Just-in-Time Conversion for Fast, Efficient Access to Records When and Where Needed

FEATURES AT A GLANCE

- Service is performed within
Iron Mountain's NARA-compliant
Federal Records Centers.

- Documents are scanned when
needed — enabling efficient
response to records requests
without the high cost of a full
digital conversion.

- Meets the unique records
management needs of the Federal
Government, including fast
response to Open Government
and FOIA requests.

- Pay-as-you-go service model
eliminates up-front capital
investment.

- A secure chain of custody is
ensured because the original
document never leaves
Iron Mountain's facility.

Federal agencies and their contractors hold a special duty to protect and

secure federal records while ensuring accessibility and transparency. It's a

delicate balancing act:

- Ensure compliance with National Archives and Records Administration
(NARA) 36 Code of Federal Regulations (CFR) Part 1234 requirements

- Stay within budget and improve access to information assets

- Meet Open Data requirements for machine readable formatted documents

- Provide rapid response to Freedom of Information Act (FOIA) and Open
Government Initiative requests

- Meet Presidential Directive deadlines for permanent electronic records

There's no one-size-fits-all answer — but a well thought out scanning plan
that recognizes the various access requirements for different document
types can help.

The Iron Mountain Image on Demand™ service is ideal for infrequently accessed
physical records where the higher cost of a full digital conversion is prohibitive.
Performed within the secure confines of both our NARA-compliant Federal
Records Centers and standard Iron Mountain records management facilities,
records are scanned “on demand,” making them available within hours. This
pay-as-you-go service provides quick and hassle-free access to documents,
minimizes costs by imaging only requested documents as needed, and ensures a
secure chain of custody since records never leave the building.

TAILORED SOLUTION

Iron Mountain helps government agencies streamline their operations. We work
one-on-one with your staff to define, develop and initiate the specifics of your
Image on Demand program. The result is a right-sized solution that provides fast
access to mission-critical documents while meeting your budget.



Image on Demand™

SAFE, CONSISTENT HANDLING

Using our Web-based Iron Mountain Connect™ portal, you
select the record to be imaged. Our Iron Mountain team
carefully retrieves, prepares and scans the document(s).
Each image is checked for clarity and readability. Any image
that does not meet our quality standards is rescanned. We
then place the loose document into its original carrier and
return it to its secure location.

SECURE AND TIMELY DELIVERY

Once a document is scanned you can choose to access it via
a secure FTP site, have it emailed as a securely encrypted
hyperlink or email attachment, or securely store it — with
anytime access — via our Web-based hosted repository, the
Digital Record Center® for Images. If you already have an

IMAGE ON DEMAND WORKFLOW
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DOCUMENT REQUEST
Document Request Received
via Iron Mountain Connect™

or Customer Service

DOCUMENT RETRIEVAL
Record Center Staff
Retrieve Box or Document

INDEXING
Index Information Extracted
from the Image on Demand
‘ ) Request (or Hand-Keyed)
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QUALITY ASSURANCE
Image and Index Values
Inspected for Accuracy
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TEXT EXTRACTION
Optional Step to OCR Document

electronic document management system in place, we can
create and transmit the electronic document in a format
that can be easily translated into your system. No matter
how the document is transmitted, you can be sure it will
be delivered quickly and safely without the original record
ever leaving the security of the Iron Mountain facility.

A SINGLE, COMPLIANT SOLUTION FOR ALL RECORDS
When you choose Image on Demand for your federal records
management program, you gain the ability to store records
in @ NARA-compliant facility while ensuring fast access to
documents whenever needed. The result? A reduction in
on-site storage needs at an affordable cost, all without
sacrificing anything in the way of compliance or access.

DOCUMENT PREP
Removal of Staples,
Paper Clips, Bindings, '
and Sticky Notes

DOCUMENT SCANNING
Each Page is Scanned and Viewed Using
High-Volume Production Scanners
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RELEASE
Document Released via Secure Transfer
or Email, Digital Record Center® for
Images, or Customer Repository

ABOUT IRON MOUNTAIN. Iron Mountain Incorporated (NYSE: IRM) provides information
management services that help organizations lower the costs, risks and inefficiencies of

A IRON MOUNTAIN®

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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