
Document Storage Reduction Process Representation Diagram

Roles and Responsibilities 

SARS vs Outsource vendor



High level value chain

Retrieve and Receive 
Boxes

Facilitate Inspection
Perform Box Content 

Inspection
Perform Scan Prep

Perform Digital 
Imaging

Perform Indexing Perform QA Shred

• Creation of schedule 

for inward delivery

• Receiving of boxes 

into SARS facilities

• Validation of box no.

• Where no box no. 

exist-create new box 

no.

• Moving of boxes to 

identified areas

• Make boxes available for 

inspection

• Open lid of boxes

• Ensure completeness of required 

documentation e.g. destruction 

request form

• Ensure that completed destruction 

request sent to 

RecordsManagement@sars.gov.za 

• Place contents in original box

• Move box to applicable destination 

in line with inspection outcome

Preparation of 

documents for scanning

Including copying, staple 

removal, loosening 

paper etc.

Scanning of prepared documents 

via high volume scanner

Digital image exported for 

indexing

Classification of 

digitised image, as per 

SARS File Plan 

and exported for QA

Eye-balling images for legibility, 

clarity etc. and ensuring the 

associated indexing is complete

Image exported into Production 

environment

Ensure that completed destruction 

request sent to 

RecordsManagement@sars.gov.za

(scan and destruct)

• Physical 

destruction of 

paper via 

shredding.

• Can be performed 

on or offsite 

• Issue destruction 

certificate

Conduct inspection of box 

content and determine 

retention requirements against 

SARS retention schedule as 

stipulated in SARS Retention  

Policy

• Reporting and record keeping
• Project management
• Risk management
• Occupational Health and Safety management



Receive Boxes 
from service 

provider 

Determine and 
communicate 

destruction request 
decision outcome

Perform 
shredding

Issue destruction 
certificate

Locate box
(for scan)

Remove 
shredded waste

Receive and 
record RM 
response 

User to scan box 
barcode using hand-

held scanners

Process GRV and 
invoice

Record issue on 
delivery note and 
sign delivery note 

Move box as per 
inspection 
outcome

Move box to 
applicable area

Scan and upload 
destruction 
certificate

Facilitate 
compilation, sign-off 

and submission of 

documents

Box available for 
inspection

Scan and sent 
delivery note to 

DSR mailbox

Reconcile delivery 
note vs schedule

Move box to 
shredding area

Delivery Schedule

Forward schedule to 
service provider for 

delivery

Destruction 
request received

Destruction request received for :
1.Destruction after digitisation
2.Destruction based on time expired 
content

Schedule box 
inspection with 

box owner

Scan & upload 
documentation to 
designated folder

Confirm 
signature on 

assurance letter

Perform box 
content 

inspection

Complete & 
sign-off 

documentation

Sign delivery 
note

No issues id

Issues id

Yes

Retrieve and Receive Process

Inspection Process

Prepare 
documents for 

Scanning

Confirm indexing 
completed

Move box to 
destruction area

Scan box barcode 
(to confirm 

scanning 
destination)  

Perform visual 
image quality 
verification

Previously 

scanned boxes

Previously 
scanned boxes

Facilitate 
destruction request 
compilation, sign-off 

and submission

Boxes to be 
scanned in 

scan- prep area

Sign-off and 
submit assurance 

letter

Scanning Process

Destruction Process

 
Digitisation 

ProcessNo

Delivery note

Documentum

Perform Indexing of 
scan image

SARS File Plan

Inspection sheet

Destruction request form

Assurance letter

Legend

Digitisation Process

Preparation of documents for 
scanning, activities include:
· Removal of staples
· Right-sizing of documents 

(photocopying)
· Printing of defined sheet
· Insertion of a defined sheet to 

denote separation of folders, 
for the scanning solution to 
recognise (cover sheet and 
divider)

· Etc.

Create delivery 
schedule for inward 

shipping of boxes
Start

Destruction 
certificate

Determine if box no. 
is part of supplier 

inventory (Box No. 
validation)

SAP

Records Management Approval Process
Assurance letter

Facilitate 
exception 

management 
process

Obtain invoice 
from SP,  verify 
correctness and 

sign-off

Manage 
exception

Locate and 
move box for 
re-scanning

Create new box 
number on 

system

Print barcode and 
attach to box

Scan box barcode  

Box No 
exist?

Yes

No

QA passed?

Issues id
Box status 
updated to 

“Received” on 
Documentum

Invoice

Quality Assurance

Send image for 
QA and notify 

QA person

No

Indexing

Where indexing 
difficulties are 
experienced, consult 
SARS representatives for 
guidance/advise

Scan Prep

Email destruction 
certificate to RM

Assurance letter

RecordsManagement@sars.gov.za

Accept digital 
image into 
production

Delete blank 
pages

Delete poor 
quality images/

batch

Yes

No

Email schedule to service 
provider and DSR mailbox

· Make box available for inspection
· Assist with opening boxes
· Removing and re-packaging of content
· Placing of a visual indicator e.g. sticker in line with 

inspection outcome
· Move box

Locate box

RecordsManagement
@sars.gov.za

RecordsManagement@sars.gov.za

Invoice

Box
 approved for 
destruction by 

RM?

Document Storage Reduction (DSR) Process Representation Diagram

Onsite or offsite 
(as per BRS)

Scan physical 
documents to box 

no. 

High-Volume
 Scanner

Image
 quality  

acceptable and 
allow

 indexing?

Yes

Documentum

End

Complete  sign-
off and submit 
documentation

Destruction request form

SARS 
Box owner

Business Rule:
Boxes and contents to be kept 
together at all times
No mixing of box contents

NB: Where a document cannot be digitised, 
digitise the copy as-is and indicate where the 
original can be located in comments field

Adding  a visual indicator
 e.g. sticker to denote “RM

 approved- ready for destruction”

Update 
inspection status 

on system

Delivery note

Facilitate  box 
inspection 

process

Documentum

Place box content 
in original 

sequence in 
original box

Destruction request form

SARS 
Processing 

Team

SARS 
Records 

Management (RM)

Service 
Provider



Process Report requirements

Scheduling Summary Report
 number of boxes ordered per day for specified period
Detail Report
 list of boxes ordered per day for specified period

Receiving Summary Report
 number or boxes received per day for specified period
Detail Report 
 list of boxes received per day for specified period

Inspection Summary Report 
 number of boxes inspected per day per box owner per outcome for specified period
Detail Report 
 list of box inspected per day per box owner per outcome for specified period

Scanning Summary Reports 
 number of boxes scanned per day
 number of pages scanned per day
Detail Report
 list of box scanned per day

QA Inspection Summary Reports 
 number of boxes QA per day
 Number of rejections
 number of boxes for which destruction request were submitted
Detail Report
 list of boxes QA per day
 list of boxes for which destruction request were submitted

Records Management 
(RM) Approval

Summary Reports 
 number of boxes approved for destruction by RM per day
Detail Report
 list of boxes approved for destruction by RM per day

Destruction Summary Reports 
 number of boxes destructed per day
 weight of paper destructed per day
Detail Report
 list of boxes destructed per day
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