
Welcome to 
your new archive

Modern solutions for your  
document & data management



Modern solutions 
for modern business

Business Process 
Outsourcing (BPO) is a 
growing phenomenon. 

Leading regional and 
global brands chose 

OSG to manage their 
information so they can 

focus on their primary 
business goals. 

Security
Robust protection of your 
documents and data is integral  
to the security of your business.

Productivity
Accelerate your business productivity 
with instant access to documents. 

Cost savings 
OSG’s modern solutions save 
you money. Intelligent document 
storage and processing, advanced 
technology, experience and 
economies of scale all make a 
positive impact on your budgets.

OSG transfers your company  
archive to a modern OSG  
document storage centre.



OSG clients benefit from efficiencies of scale.

OSG stores and processes 
documents on a truly 
impressive scale. With  
this comes significant  
benefits through economies  
of scale. Factor in OSG’s  
fast and accurate technology 
and you can be certain of 
outperforming your  
in-house archive for  
a fraction of the cost.  

Say goodbye to the expensive 
real estate that is needed to 
house your own archive. Cut the 
continual investment in staff and 
equipment to manage it. With 
OSG, you replace all that with a 
simple cost-effective service that  
is proven and ready to go. 

Protect your data
OSG archives are equipped  
with sophisticated security alarms, 
CCTV and smart entry systems.  
Our electronic archives also offer 
robust security. OSG helps you 
better protect your data, thats 
vital not only for your security, 

but that of your clients too. 
State-of-the-art data centers with 
virtual systems, data encryption 
and security algorithms give you 
peace of mind. Your company 
stays compliant with all National 
State Standards regarding data 
protection.

Size matters

Technology & support staff. 

Have extra mobility & better control
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Technology makes a huge difference 



Meet your new   business partners
As well as technical expertise, 
they have a comprehensive 
knowledge of modern business 
processes. They understand 
your business and your need to 
manage information. They have  
a ‘can do’ attitude to delivering 
the best levels of service. 

Excellent results 

OSG’s management also  
hold long-term experience on 
an international level. They find 
ways to streamline even the most 
repetitive of document processing 
tasks, so you receive more 

accurate results than ever before. 
Everyday process development 
creates a sense of achievement 
and pride. 

Building the best team

OSG has a rigorous recruitment 
process to ensure only the best 
staff are selected.  

OSG’s management  
are at the forefront 

of their industry. 
The innovation they 

have developed is 
recognised  by  

multiple awards.   

Training and hands-on 
management ensures your 
documents are in excellent hands.

Long-term partnership 

We like our clients to regard  
us as business colleagues. 

OSG is ready to support  
you in times of need. We go  
the extra mile and we never forget 
that our success depends on your 
success.

OSG Values – Open Strong Genius  
Openness to innovation, and a Strong knowledge 
helps us to create Genius solutions for you.

Regina Yarmula,
Sales Director, 
OSG, Russia

Fatima Shikhalieva,  
Projects Director, 

OSG Russia

Maxim Sitin,
Business Development Director, 

OSG Russia

Alexey Zlobin,
Logistics Director, 

OSG Russia

Zalina Kanametova,
General Director,  

OSG, Russia

Krzysztof Bobrowski,
President of OSG Records 

Management Group



i-Archive
‘Intelligent’ archive is the 
professional storage of your  
paper documents offsite at  
a purpose-built OSG centre.  
OSG collects documents from  
your office and assesses retention 
and access requirements. 
i-Archive’s online portal enables 
you to search for documents and 
order; returns, archival processing, 
scanning and transfer to e-Archive. 

Clever solutions all around

e-Archive 
‘Electronic’ archive, is a secure 
online document management 
system. It provides instant access  
to digitized company documents 
and key information within them. 
As well as powerful search 
functionality, the e-Archive portal 
enables staff to update and 
share files with colleagues. This 
helps you work faster resulting in 
improvements to productivity.

  

IT-Archive
‘IT’ archive is about protecting your 
data. It adds simplicity to something 
complex and is integral to your 
Business Continuity Plan (BCP)  
and Disaster Recovery Plan (DRP).  
It enables automated backups and 
restores company data faster than 
any other system. A symmetric 
encryption algorithm protects  
data as it is passed to a secure  
OSG centre.

With a click, you can also  
request document collection,  
then have them digitized and 
added to your e-Archive.  
You can add archival services  
or confidential destruction.  
It helps your staff to manage, 
share and find documents  
faster and more accurately  
than ever before.

Easy management
i-Archive gives you significant 
flexibility in the way you manage 
your documents. Through an 
archive inventory, which lists the 
documents in every storage box, 
you can order scanned copies 
of dcouemnts or delivery of the 
original to your office. Every 
storage box is labeled with a  
barcode in the i-Archive system. 

Effective for everyone
Now you have an integrated 
system that helps everyone in 
your company. Connect your 
regional offices to e-Archive and 
your business will work faster and 
smarter too. e-Archive provides you 
with mobility. It releases you from the 
boundaries of your office so you 
are no longer tied to your desk. 
Just login from where you choose. 

Data security

Documents and data are encoded 
by encryption, and passed to 
special IT-Archive servers. Only 
you have the encryption key so 
you can be sure that your data is 
secure. IT-Archive is the safest way 
to restore the work of the whole 
company, even after serious 
incidents such as flood, fire, loss, 
theft of laptops or server damage.  

Document 
scanning
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Confidential 
   document 
      destruction
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magnetic 
tapes & data

Accounts 
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Accounts 
payable  
workflow



Accurate tracking of all items

When OSG collects documents 
from your office they are 
barcoded and then scanned at 
key points; your office, on the 
vehicle, into the archive, and 
finally onto the storage shelf.  
Items can be traced at any time.

Original document delivery 

If you need the original document 
returned, trained OSG staff pick 
them out and our couriers will 
deliver them to you within an 
agreed time-frame. It is all  
about giving you better access  
to your files. 

Protective storage boxes

OSG archive boxes are durable 
and built to last. They are made 
from double-layered corrugated 
board ensuring documents are 
fully protected. Every component 
in the OSG process is built to  
a high standards.

Storing documents with 
OSG helps declutter  

your office, keep  
information in good  

order and boosts 
 company security.  

Safe and secure 

Documents transferred to OSG 
are stored in protective files and 
storage boxes. All storage boxes 
are identical, which prevents 
visual identification. For record 
and registration purposes, a 
unique ‘anonymous’ barcode  
is assigned to every box.  
OSG’s archives and storage 
systems are organized to provide 
the highest level of protection for 
your documents. They satisfy 
all regulatory laws. 

Each archive is equipped with 
intruder alarm systems, CCTV and 
card entry systems. Temperature 
and humidity is managed and 
steam and dry chemical fire 
suppression systems are installed.

In the end, you enjoy the benefits 
of working in a paper-free office, 
and you get a security upgrade.

Scanning on demand

The most practical and simlpe way 
to retrieve a document is to order 
an electronic copy of it. OSG 
staff locate your document in the 
archive, make a scan and send 
it to your e-Archive. Encryption 
protocols keep it secure. 

Document storage

We create brilliant archives



OSG scans over 1 million 
documents every day. Incredibly, 
that adds up to over 1 billion  
items to date. We invest in 
the most advanced scanning 
technology, which allows us to 
accurately digitize documents  
of any type, size and format.

OSG operators are trained to 
handle bound documents, books, 
historical items, large scale plans 
and even extremely small receipts.

Commercial scanners

OSG document processing 
centers are equipped with high-
speed, commercial scanners and 
flexible flat bed scanners. 

An individual approach

The automated reading of  
hand-written Cyrillic and 
Armenian alphabets, often 
necessitates additional human 
checks. OSG staff are trained 
to perform this task and make 
manual data entries as required.

The data entry team uses  
OSG’s application indexes. 
For every new type and pattern 
of document, they apply unique 
document processing algorithms 
developed through learned 
expertise on specialist projects. 
When you choose OSG, you 
benefit from this unique skill set.

OSG digitalizes  
your documents  

and sends them to  
your e-Archive.  

The scanning  
process provides 

the opportunity to  
capture vital data.

dithering and stretching. 
Classification of documents 
and data is achieved through 
descriptors SURF, Bag-of-Words 
model, and Support Vector 
Machines (SVM). In the case 
of fuzzy string search, we use 
Damerau–Levenshtein distance, 
Trie method and Maas-Novak 
algorithm. 

Advanced processing

OSG also develops its own 
specialist technologies and tools 
so we can offer extras for our 
clients. In the end, we extract 
the data you need quickly and 
accurately. 

Powerful software

With the aid of document 
recognition technology, scans are 
indexed using a unique ID. OSG 
developers configure intelligent 
software to process your 
particular types of documents. 
Relevant data is extracted for 
automated and manual indexing.

Advanced processing

To process images we find 
ranging marks, bar-codes, 
and patterns using dynamic 
binarization algorithms, 
canny edge detection, Hough 
transformations, like morphologic,  

Scanning documents

OSG uses 
professional modern 

equipment



The responsibility for protecting 
data and documents sits firmly 
with the management of an 
organisation. A company 
director has civil, administrative 
and in some cases criminal 
responsibility for retention and 
procedures reating to company 
documentation, as set out in 
Federal laws №14 on “Limited 
liability companies”, №208 
on “Joint Stock Companies”, 
and №402 on “Accounting 
and reporting”. Failure to meet 
obligations for document storage, 
or violating current rules and 
terms of data storage can result 
in significant penalties from 
the Administrative Code of the 
Russian Federation. 

Regulatory compliance

All documents created by a 
company must be stored. The 
storage should take account of 
the specifics outlined in Federal 
law №125 which covers 
“Archive-keeping in the Russian 
Federation”. Documents relating 
to the main activity of a company 
must be archived and processed 
which includes; document 
value inspection, compilation 
of files, deactivation of files, 
retention periods, cataloging, 
and preparation of documents 
for state storage and destruction. 
Under the rules of the Archival 
Fund of the Russian Federation as 
approved by order № 526 of the 

Ministry of Culture of the Russian 
Federation in March 2015, 
the archival processing of 
documents must be carried  
out by staff every 2 years.

Protection of personal data
For compliance with Federal 
Law №152-FL dated July, 2006 
concerning “Personnel records” 
and the Federal Service for 
Technology and Export Control 
of the Russian Federation, it is 
obligatory to take robust measures 
to protect personal data.

Archive cataloging
Cataloging is carried out in 
order to help navigate through 
the archive and find relevant 
documentation. OSG archivists 
undertake cataloging in full 
compliance with the rules laid 
out by the Ministry of Culture 
of the Russian Federation by 
Order №526, on “Approval 
of the rules of organization of 
storage, acquisition, accounting 
and use of the Archival Fund of 
the Russian Federation and other 
archival documents in government 
agencies, local governments 
and organizations “. Company 
documents must be easy to locate. 
The cataloging process provides 
a register, which must confirm all 
obliatory documents are present. 

Document value inspection 
OSG archivists inspect documents 
and advise on the specific 

Company documents are a vital asset protected by law

Archival document processing 
requirements for each type. 
Documents are stored at OSG or 
transferred to the State Archive for 
a fixed retention period. When 
this period expires, documents 
should be destroyed securely. 

Selecting documents  
for destruction
In compliance with the 
Administrative and Tax Code, 
and Federal Law of the Russian 
Federation, organizations and 
their managers hold responsibility 
for the security of documents 
within the legal retention period. 
This is a requirement of Article 
13.25 of the Administrative 
Offenses Code of the Russian 
Federation and clauses 4.6-4.13 
of the Rules provided by the 
Ministry of Culture of the Russian 
Federation, which also covers 
document destruction. OSG 
professional archivists will advise 
you on the discharge procedure 
for destruction. 

Stay compliant with OSG 

OSG’s service helps you to meet 
your legal obligations and avoid 
penalties. We make sure you do 
not destroy the wrong documents.



OSG’s has special vaults  
designed to protect magnetic 
tapes, optical media and hard 
discs from direct solar beams, 
extreme temperatures and 
demagnetizing. 
 

Items are stored upright.  
For safe transfer, your media is 
placed carefully into protective 
anti-shock cases. OSG uniformed 
couriers collect directly from  
your office. 

Storage of magnetic  
and optical media 
Company data requires robust protection 

Companies must take 
proper measures to protect 

information. Failure to do may 
have disastrous financial and 

reputational consequences. 

Paper documents in an office hold 
all sorts of confidential information. 
Drafts, contracts, reports, financial 
statements, personnel pay details 

and sensitive client information. 

Without proper protection, they 
end up in the bin,and risk falling 
into the hands of dishonest staff 
and criminals.  

OSG provides containers to 
place in key departments and 
collect sensitive documents. These 
are later collected by OSG and 
destroyed 100%. 

It is more dependable than relying 
on staff to retain and later shred 
sensitive documents themselves. 

Stay compliant
OSG’s modern confidential 
destruction service allows you to 
comply with Federal Law №152 
regarding “Personnel records” 
which are the requirements of the 
Federal Service for Technology 
and Export Control of the Russian 
Federation. 

100% destruction 
OSG’s industrial shredders 
totally destroy all paper 

documents, books, reports, 
magnetic tapes, plastic cards, 
security passes, computers, 
phones, stamps and seals.  
After this process, nothing  
can be extracted. 

Save the planet

After destruction, recycling 
ensures that for every ton of 
paper, 17 trees, 30,000 litres 
of water and 3mw of energy are 
saved. That makes you greener.

Confidential destruction



OSG will transform the way your 
business operates. We give you 
efficiency, budget savings and 
better information security. We 
believe in long-term partnerships 
which build long-term success. 

Make your life easier
OSG packs and transfers your 
documents with our giant fleet 
of lorries. Documents are stored 
safely in a purpose-built centre. 
You relax and enjoy your paper-
free office. Work from the office 
or home, with one click access to 
any document you like. Life really 
can be that simple.

A proud history  - a bright future 

2013 - 2018 
Elbrus Capital buys shares in OSG. A new data  
centre manned by 1000 technicians opens in the  
North Caucasus. OSG focuses on development in 
Russia, Ukraine and the CIS. Archives in Poland and 
Bulgaria are sold, and OSG goes on to buy 2nd 
position in the market, Iron Mountain in Russia and 
Ukraine. OSG grows to manage10 billion documents 
for a client base of more than 4,000. The company 
wins the prestigious ‘Best in Russia’ award.

1968 -1997
Hugh Van Cutsem invests in Kestrel Archive 
(Texas, USA), which becomes market 
leader. His industry expertise and finance 
helps to launch OSG Records Management, 
a new brand created to target CIS and 
EMEA markets.

1998 - 2002
Operations commence in Russia and Poland.

OSG creates the first commercial archive in Russia in Taganka, and 
Linklaters becomes the first client. Soon after, OSG upgrades to 
Class ‘A’ storage in a key district of Moscow, next to DHL. To this 
day, the facility remains integral to operations. Successful regional 
expansion begins with the key city of St. Petersburg. 

OSG’s launch in Poland is equally successful. Warsaw is followed 
by the important cities of Poznan, Krakow and Wroclaw.

2003 - 2005 
OSG launches Ukraine’s first commercial archive in Kiev and later 
expands to Lvov, Odessa and Kharkov. 

OSG opens in Beijing,China. Centres in Shanghai, Guangzhou 
and Shenzhen follow. 

OSG launches in Turkey, Saudi Arabia, Kazakhstan and Bulgaria. 
Rapid growth in Russia and Poland. 

PRISM (Professional Records & Information Services Management) 
invites OSG to its European Management Committee.

2006 - 2012
Investment fund Aurora Russia Ltd (London Stock Exchange) invests in OSG.

Russia and Eastern Europe markets become the strategic focus, China, Saudi Arabia 
and Turkey are dispensed to local management. OSG opens branches in the 
capitals of Belarus and Armenia.

Services are rebranded to become i-Archive, e-Archive and IT-Archive. This coupled 
with an expanded network covering 25 key cities, strengthens OSG’s position as 
market leader in the region.

OSG introduces the benefits of outsourcing document management to 
Russian business and so builds demand for its services. New infrastructure 
includes a mega-archive which operates 24/7 to process more than  
1million documents per day. 

Innovation is developed to meet the specific needs of key sectors such as 
banking, retail and telecoms. Awards follow such as the ‘Golden Lion’  
for services to the banking industry.

1968 2018

Hugh Van Cutsem.

Prince Michael of Kent - a cousin of the Queen, and  
a direct descendant of Tsar Nicholas II visits OSG.

OSG’s International awards 

Upgrade your business  
by moving your archive  
to a brand that’s trusted 
by the most successful  
companies in the world.

Move your Archive  to OSG

i-Archive
е-Archive
IТ-Archive



www.osgrm.com  
+7 800 200 10 10  

OSG Records Management, 
8 March Street,14, Moscow, 
Russia,127083
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Learn how you can achieve operational efficiency, 
ask to see our presentation.




