
DOCUMENT SCANNING SERVICES 

START YOUR JOURNEY FROM PAPER TO PIXELS AND 
RELEASE THE INFORMATION IN YOUR DOCUMENTS 

BUSINESS DOCUMENTS • PLANS • MAPS • BOOKS 



TRANSFORMING PAPER TO PIXELS 

For many organisations the first step on the digital journey 

starts with the digitisation of documents and this is where 

SunRise's expertise can assist. Undertaking a document 

imaging project will bring the two worlds of digital and paper 

together in a way that can help make you more productive, 

more secure, increase accessibility, meet regulatory and 

compliance guidelines, reinforce disaster recovery 

procedures, save time, save money and save space. 

If digital data is new to you we’ll explain your pre and post 

scanning options. SunRise will work with you to develop the 

right solution.  

PEACE OF MIND 

At SunRise we are committed to providing a high quality and 

secure service. Our digital capture centre provides high levels 

of security and our team are highly skilled and vastly 

experienced.  

The advantages of scanning your documents into an electronic format are numerous, here are but a few: 
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Preparing For Disaster.  

You know how important 

backing up your computer 

is.  The same is true for your  

paper documents. Where 

would you be if a fire swept 

through your office?  Or a 

flood?  Just like backing up 

your computer – you never 

need it – until you REALLY 

need it.  

 

Document & File Sharing.  

Wouldn’t it be more 

productive if everyone had 

access to all of the paper files 

they needed – without having 

to pull them, copy them and 

then hope they replace them? 

Of course it would. That’s 

where document scanning 

and imaging can take you and 

your office.    

 

Save Time.  

How much time do you spend 

looking for documents? How 

much time do you spend filing 

documents?  How much time 

does your organisation spend 

filing & retrieving documents?  

Would you prefer to spend that 

time working on the important 

stuff? 

 

Remove The Clutter.  

Using office floor space to 

store business records is 

costly. Scanning your 

documents frees up office 

space so it can be used to 

generate more revenue for 

your company. Thousands of 

files can be stored on a single 

server rather than taking up 

space in bulky file cabinets.  

 

Save Money. 

An effective document 

management and scanning 

program will save you and 

your company lots of money.  

Your employees will be more 

productive. Your office will be 

more efficient.  

You’ll be better prepared in 

case of emergency or disaster.  



DIGITISING YOUR DOCUMENTS 

HIGH QUALITY AND ACCURACY GUARANTEED 

SunRise are ISO 9001:2008 accredited and we follow strict 

procedures when handling your information and are committed to 

the continual improvement of our services. We perform quality 

checks during the scanning process to ensure we meet the 

highest levels of accuracy and quality. 

THE PERFECT SOLUTION 

Every conversion project has unique elements and different 

requirements meaning the solution is always bespoke. 

Whatever you’re your requirement we can help, we can scan: 

 Business documents 

 Engineering plans 

 Maps 

 Books 

 Large format scanning 

 microfilm 

 Photographic slides 

 X-Rays 

We can digitise your microfilm in to various formats: 

 JPEG 

 PDF 

 Multi page TIFF 

 Searchable PDF  

 Text 

Sunrise can deliver images in the following methods: 

 CD or DVD 

 USB Flash Drive 

 Email 

 Secure FTP 

 Via an ECM system 

Preparation is an essential element to any document scanning project. The removal of staples, 

paper clips and bands is meticulously performed before scanning can proceed. On average 

preparation of documents can take up to two thirds of the time taken to complete a project. 
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DIGITISING YOUR INCOMING MAIL 

THE DIGITAL MAILROOM 

The digital mailroom automates the processes involved with 

incoming mail. Using document scanning technologies, SunRise 

can digitise incoming mail and automate the classification and 

distribution of that mail within your organisation.  

By digitising the incoming mail process, and indexing the 

documents, organisations will gain control of their mail processes 

internally. A digital mailroom designed as a central point for 

information allows an organisation to bring consistency and 

rationality to their mail processing and significant gains in 

productivity and customer service. 

How SunRise’s Digital Mailroom Works 

As a SunRise customer, your organisation would have a dedicated 

PO Box, managed by SunRise. All incoming documents are 

opened, sorted, categorised and then scanned.  

Using agreed business rules SunRise will correctly identify the type 

of mail received and then securely upload the digital information to 

a database, workflow, or back-end system. 

Our digital services are incredible value for money, due to very low 

start-up costs, and will enable your organisation to save substantial 

resources as well as reduce processing errors and improving 

efficiency. 

Making Informed Decisions Quickly 

One of the main benefits of converting all incoming paper mail into 

electronic images as soon as it arrives is the degree to which it 

shortens the decision cycle. SunRise’s digital mailroom service 

allows our customers to receive immediate notification of a 

document’s arrival at their organisation. Their employees can 

access images instantly, regardless of what office they are located 

in and where the documents were physically received. Armed with 

the correct and most up to date information the decision-making 

process becomes quicker and more accurate. 

For service orientated organisations the digital management of incoming mail improves the 

handling of documents and enhances the quality of the service offered to customers. It does 

this by allowing staff to instantly access customer files and answer questions immediately.  
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PROTECTING YOUR DOCUMENTS 

A SOLUTION YOU CAN TRUST 

At SunRise we take security seriously we take every precaution to 

ensure we protect your information in both physical and digital 

form. We constantly review our processes and security measures 

to guarantee customer peace of mind. 

All scanning work is completed at our Wallington site which 

affords: 

 24/7 on-site manned security 

 24 hour CCTV surveillance 

 Our scanning bureau is located within an internal secure 

facility, which provides a second layer of security 

 Our storage servers have no connection to the internet or 

external networks, ensuring ALL stored data is totally 

secure 

 All data is returned to you by hand on password 

encrypted DVD, external USB HDU, USB sticks, via 

secure FTP or directly in to your ECM or document 

management system  

CONFIDENTIALITY 

SunRise are committed to offering a fully confidential service. The 

security and confidentiality of our clients’ information is at the heart 

of everything we do. Whether it is intellectual property or sensitive 

client information protection of that information is paramount.  

 

We have implemented extensive measures to ensure that all our 

premises, staff, operations, and systems comply with all relevant 

standards. 
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The security and confidentiality of our clients’ 

information is at the heart of everything we do.  



RELEASE YOUR INFORMATION 

Set up in 2004, SunRise EMEA has grown and developed into a key 
partner for businesses looking to scan just about any type of 
document, books, maps, plans, film media, from 16mm & 35mm roll 
film, fiche, both COM, Jacket and Diazo and of course Aperture 
cards. With years of expertise, knowledge and know-how SunRise 
can provide scanning services for any size of scanning project, 
whether it be a single box of documents, to a full conversion of your 
organisations paper or film  libraries.  
 
 
For more information on our services and how SunRise Imaging can 
effectively manage the conversion of your information into digital 
assets, contact us by visiting: www.sunriseimaging.co.uk, call us on 
+44 (0) 20 8255 2011 or via email: info@sunriseimaging.co.uk  
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