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TRIM is the recordkeeping system that the ASC has implemented to enable the efficient management of the ASC’s business records for evidence based reporting. TRIM is designed to the international standards of Records Management – ISO 15489. It helps us:
· Manage the complete information lifecycle of our corporate records;
· Prove the authenticity of information and version control, access control and audit trails;
· Support long-term information access in appropriate formats; and
· Provide compliant recordkeeping functionality to all staff at their desktop.

A few of the benefits of using TRIM to manage electronic documents include:

· A secure, central storage location. Documents in TRIM cannot be deleted accidently and will not be lost due to a local server or hard drive crash
· Immediate access. TRIM allows staff to capture sufficient information about a document to enable quick retrieval, and provides a variety of tools to help search, retrieve and view the documents once saved.

· Document-level security and privacy measures. TRIM’s security functionality allows staff to restrict access to individual electronic documents according to their need for confidentiality.
· Less printing and photocopying. Once a document has been stored in TRIM, multiple copies can be retrieved simultaneously.  There is less need to photocopy documents or circulate paper copies.  All staff that require access to these documents can view, print, save or forward them from either TRIM or Outlook.
· Efficient email management. Incoming and outgoing email can be saved to TRIM instead of being retained on the mail server or a network drive.  Once a message is saved in TRIM, the original message can be deleted from the Inbox and no additional copies need to be retained.

· Maintaining integrity and authenticity of a document. Once a document has been finalised, it can be locked so that no further alterations or amendments can be made.
· Minimising duplication. Sometimes there is a requirement to attach copies of a document to a number of relevant files. TRIM’s ‘linking functionality enables a document to be stored once, but appear on many files. 
Does the information relate to your work?
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