In the incr

maintain information compliantly.

When Nobby Kleinman took over a
retiring partners business and was faced
with the expansion of his existing filing
requirements from four to ten cabinets,
a light went on, While it took six years to
actually find a program that would fulfil
the reguirements for coilecting and filing
all of the paperwork that came through,
his paperless office has now been a
reality for over two years.

This year NobbySs innovation recelved a
special commendation for Sustainable
Small Business, in the Monash Worid
Environment Day Awards. The
recognition is appreciated and adds

ta his daily sense of achievement and
satisfaction in the clean, efficient and
effective business operating environment
that he has created. “l can be on the
phone to a client and | can access their
file immediately. | can share that file with
somebady else at the same time. The file
is never jost. Its never misfiled.”

Why paperless?

Nobby has worked in the financial
advice industry for over 18 years.
Fifteen of those years have been in the
traditional paperfilled office, where
managing photocopying, faxing and
filing can become occupations in
themselves. The advent of the changes
with FSRA and compliance requirements
for retaining client information

only added mare paper weight,
strengthening his resolve to deal with it

The paperless operation is a distinguishing
factor in differentiating Nobbys business
and the service that he can provide clients
Electronic filing ensures that when Nobby
responds to his dients it is immediate
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and he is confident of the currency of
the information that he is providing. He
can access client information from any
computer, any time and similarly has the
convenience of being able to forward
relevant information and find answers
almost immediately. Time is a big factor,
less administration means more time
with clients,

Nobby cannot find fault in the way

he runs his business now. Questions
of security, client levels of comfort

\ ated financial services environment, maintaining client files
of correspondence, and policy documentation is mandatory. Unfortunately th
makes large demands on space, nc

to mention time to retrieve, update and

Getting it up and running
and how it works?

Admittedly finding the right system to
manage Nobbys files took time. “When

[ first wanted to do it, the software just
wasn't available.” Then his IT service
provider demonstrated Info-Organiser
and Nebby knew he had found what
he needed. Nobby took the time to
fine-tune the system with naming
conventions and retrieval processes, that
he said were crucial to getting it right for

The paperless operation is a distinguishing

factor in differentiating Nobby’s business

and the service that he can provide clients.

and compliancy in this operating
enviranment dare quickly answered.

‘The Australian Tax Office files everything

electronically, so it is good enough for
me. The clients that walk in here are
more Impressed with the way the office
locks. | explain to them that all the files
dre scanned. | say "This is how we take
your file. We'll scan it in here; its safe
and secure and you don't need to warry
as it is all backed up.”

With a diligent system of backing up that
lakes maybe 40 minutes a day, Nobby

15 confident of his business mobility and
security. The ‘real estate” that has been
reclaimed since getting rid of the paper
files, especially files archived to meet
industry compliance requirements of
seven years, has been invaluable to the
success of Nobbys business.

his business. Overall it took three months
to scan in the 75,000 documents for
1600 clients and more than 40 corporate
superannuation files.

From then on it has been merely
adopting the processes of electronic
management, Faxes, emails and
electronic information from financial
sefvice organisations is simply received
electronically. named. and dragged and
dropped into the appropriate file on
the system. Hard copies of other client
information and all related transactions
or carrespondence s scanned when
recelved and immediately updated

on the file. The software includes
password enabled databases, access
logs, efficient backup systems, ongaing
support, training and upgrades. File
information is immediately available to






