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General 
This questionnaire will help our customer teams understand your needs and to determine how best to address your requirements.


	Company Name 
	

	Industry
	

	Contact Name
	

	Job Title / Role
	

	Phone
	

	Mobile
	

	Email Address
	

	Business Address


	

	Where did you hear about us?
	

	When do you expect this project to start?
	

	Please provide some background to the challenges you are looking to fix or improvements you want to make.

	






	What is your expected/vision of the end-result? 

	

















DOCUMENT SCANNING
· Estimated Timeline: 
· Estimated volume: How many pages do we need to scan?
· Estimated number of pages per document: Please complete the table provided below …
· What type of documents require processing? (Accounts Payable, Accounts Receivable, HR 201, Medical Records, Legal Documents, Quality Assurance Documents, Others?)
· Number of index fields per document: An index field pertains to a keyword reference to the scanned image. When you do a search and retrieval of document image, this is the keyword you use to do a search. Here’s a helpful guide to determine your index fields https://archive-one.net/suggested-indices
· Paper size – i.e. A4, legal size, letter size, A3?
· What is the quality of the paper records? Rate 1 to 5 (1 = very poor, 5 = perfect)
· What will be the format of the output?
· PDF / TIFF?
· Greyscale (scanned image that contains only shades of gray and no color)?
· Colored?
· Where do you want us to do the scanning?
· Customer’s site 
· Paperless Trail Inc. (PTI) site


	
	Department
	Document Type
	Average Number of
Pages
	Index Requirements

	1
	Finance
	Cash Voucher
	5
	3-5

	
	
	Invoice
	2
	3-5

	
	
	Official Receipt
	1
	3-5

	
	
	BIR
	1
	3-5

	2
	HR
	Resume
	2
	3-5

	
	
	NBI
	1
	3-5

	
	
	Government
	1
	3-5

	
	
	Contract
	5
	3-5

	
	
	NDA
	5
	3-5

	
	
	Memo
	2
	3-5

	
	
	Medical
	2
	3-5

	3
	Company
	Memo
	2
	3-5

	
	
	SEC
	3
	3-5

	
	
	Permits
	1
	3-5

	
	
	Policies
	3
	3-5

	
	
	Accreditation
	5
	3-5

	
	
	Administrative
	2
	3-5

	4
	Legal
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Description automatically generated with medium confidence]ISO/IEC 27001:2022 
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Property of Paperless Trail Inc. | ISO27001 - Protected

Property of Paperless Trail Inc. | ISO27001 - Protected

Private and Confidential
Property of Paperless Trail Inc. | ISO27001 - Protected


Estimation Guide




[image: ]5,500 – 6,000 Pages Per Horizontal Drawer





[image: ]2,000 – 2,500 Pages Per Vertical Drawer





[image: ]2,000 – 2,500 Pages Per Box




[image: ]500 Pages Per Ream



[image: ]3” – 650 to 680 Pages Per Binder
2” – 430 to 480 Pages Per Binder
1” – 250 to 260 Pages Per Binder


Indexing Guide
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Note: 
TXMOYR = Transaction Month Year - Helps with finding your documents for audit activities.
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ABC Corp PURCHASE ORDER

s Po No: 1234

Phone (555) 555-1212 Fax (555) 5555555

s P Vendor: XYZ Corp

el POY 120 Reall PO# 456
123 Anywhere St 123 Anywhoro St
Some Ciy, CA 91000 Some City, CA 91000
Phone (555) $55-1212 Phone (555) $55-1212 Phone (555) 5551212 TX YR 20 1 3 04
STARTODATE | CANCELOATE | ORDEREDBY SHIPPED VIA Fos. TeRuS
s = Jane D00 UPs 2.0y Melmare inc. NET15
s, DESCRIPTION unTeRice | ToTaL
Design ABC - Styles123
100 | Wnite- Mor's S/ Crow Tea - Small sars sars
20 sams 5750
100 | Wnite - Mor's S/ Crew Tee - Large sars sa75
100 | Charcoal-Men's 575 Crow Toe - Small sa7s sars
10 sazs sa7s
200 | Charcoal - Men's 515 Crow Teo - Large. sa7s 750
‘suBTOTAL $3000
SALES TAX s 20
ToTaL s32i0

Prnters fold in sete of 12
Price Ticket © Neck seam (Supplied by customer)
Masior Poly Bag./ Pack In nw boxes

/5 Crow Tea - Smal
Han's S/ row Teo - Hodium
Mon's $1 Crow Too - Lor

Authorized by
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New World Company PURCHASE ORDER

R v 0 P.O. Date| Feb28/2007 \
Lt 2 Resale No. | SR AC 16-943236
GSA Sale | No
- SHIP TO: The New World Company Phone| (999) 999-9999
e 000 Contact | John Hancock
(ia FAX 099/999-9559) Atn’ Shipping Mty
FOB: Vendor/Globecity Globeland SHIP VIA: UPS. TERMS: Net 30 days
001 10 F54749 NW Globe Chassis, 1492 Model 28/02/01  EA 29.50 295.00 Q84645
002 15 F85352 NW Giobe Light Kit 28/02/01  EA 19.00 285.00 Q84646
003 5 Fosas2 NW Globe 30 Oak Stand 20201 EA 3000 180.00 Qsass7
004 20 L86355 NW Atlas Leather-Bound 28/02/01  EA 25.00 500.00 Q84648
o0s 12 Loeasz NW Atlas Young Readers Series 200201 EA 1000 12000 Qsdsin
o0 40 ABsas7 NW Pen Rollerball 280201 EA 750 30000 Qeses0
007 25 Asee2 NW Pen Fountain 200201 EA 16.00 400.00 Qesest
o0s 50 Agsss2 NW Globe Beach Bals, 26" 200201 EA 500 25000 Qssssz
009 100 A84352 NW Promotional Calendars 28/02/01  EA 0.10 10.00 Q84653
ot0 100 36352 NW Promotional Balloons 200201 EA 015 15.00 Qe4ssd

1. PURCHASE ORDER NUMBER, PART NUMBER AND QUANTITY MUST SHOW ON EACH CARTON.

2Two packing sheots mustaccompany cach shipmant.

3.Protocton of Materia n Transt. Al aficlos dobvorod on tis rdor 10 bo packed adequately to provor any.
‘damage in shipment and siorage. Use of newsprint and glassine bags prohibted. Al packages [0 b
proporly ontfod

Sollr must execute acknowledgment copy hereol and raturn 1 buyer. No cther orm of accaptance is
bining on buyer. Buyer exprasay mis acceptanc t th terms satad herein and any addtonal or dierent
torms proposed by sollr shallnot bo binding on buyor, whathar or ot they would matoral altr this order,
and o ojoctod

5. ANY BOX OVER 50 KILOS WILL BE REFUSED.

P.O. ACKNOWLEDGED BY:
NAME:

owves Page: 10f 1

1w-01-16366

BUYER:

SUB-TOTAL 2,355.00

TAX 141.50

oaTE:_Feb/28/2001

[ —

Po No: NW-01-16366

Vendor: Acme Parts

TXMOYR: 2001.02
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