
SCANNING, DIGITAL MAILROOM
AND SECURE SHREDDING SERVICES
For organisations looking to digitise documents,
improve data access, reduce storage costs and
ensure secure, compliant information management



01.
Manual filing systems make retrieving documents time-
consuming and inefficient 

Paper-heavy processes and slow information access

02.
Physical storage, whether on-site or off-site, creates
ongoing expense and complexity 

Rising storage and archiving costs

03.
Paper-based processes limit automation, slow approvals,
and reduce productivity 

Data security and compliance risks

04.
Microfilm, VHS and paper archives are difficult to access
and at risk of deterioration 

Pressure to digitise and modernise operations

05.
Organisations are expected to adopt secure, digital-first
processes aligned to compliance standards 

Sustainability and procurement expectations

Scanning and Shredding Services provide a complete solution for
converting physical documents into secure, searchable digital files
while ensuring confidential records are safely stored or destroyed.

Many organisations still rely on paper-based processes, creating
inefficiencies, security risks and high storage costs.

A structured, end-to-end approach to document digitisation and
destruction improves accessibility, strengthens compliance, and
enables more efficient, data-driven operations.

What are Scanning and
Shredding Services and
why do they matter?



At Pinnacle, we deliver a fully integrated solution that connects document
scanning, digital storage, automation and secure destruction into one
streamlined service.

This approach transforms paper-based information into a secure,
accessible and scalable digital asset.

A smarter approach to
document management

Our approach focuses on

Documents are handled, processed and stored through
GDPR-aligned, controlled workflows with full audit trails.

Security and compliance at every stage

Digitised records are searchable, organised and instantly
accessible across your organisation.

Improved access and operational efficiency

Digital documents can be integrated into workflows, AI
processing and document management systems.

A foundation for automation and digital
transformation

Key Benefits

Digitised documents can be searched and retrieved
instantly, improving decision-making and productivity.

Improve access to critical information

Eliminate filing systems and reduce reliance on off-site
storage.

Reduce costs and physical storage requirements

Secure handling, controlled access and certified
destruction reduce risk and support regulatory
compliance.

Strengthen data security and compliance

Integrate documents into systems and processes to
improve efficiency and reduce manual work.

Enable digital workflows and automation



FREQUENTLY ASKED QUESTIONS 

Document scanning is the process of converting physical
paper documents into digital files that can be securely
stored, searched and accessed electronically.

What is document scanning?

A digital mailroom service receives physical mail, scans
it, and distributes it electronically, enabling faster and
more efficient communication.

What is a digital mailroom?

OCR (Optical Character Recognition) allows scanned
documents to be searchable by keywords, making it
easier to find and use information quickly.

What is OCR scanning and why is it important?

Yes, digitised documents can be integrated into AI-driven
workflows and document management systems to
improve efficiency and accuracy.

Can services support automation and AI workflows?

Documents can either be securely stored, returned, or
confidentially shredded depending on your requirements.

What happens to documents after scanning?



WHO ARE WE
Pinnacle are provides integrated workplace services,
combining document digitisation, print, fulfilment, and
workplace solutions into a single connected offering.

We help organisations simplify operations, improve access to
information and reduce risk by transforming paper-based
processes into secure, digital workflows.

Request a Scanning and Document Management Review

Speak to our team to explore how to digitise your documents,
reduce storage costs and improve operational efficiency
through a secure, compliant solution.

Start your digital transformation with confidence.

01.
Assess current document
volumes, storage, compliance
requirements and operational
challenges to identify
opportunities for improvement.

Discover

02.
Create a tailored digitisation,
storage and destruction strategy
aligned to business needs.

Deisgn

03.
Execute scanning, storage and
shredding services with full
visibility, while continuously
improving efficiency and
outcomes.

Deliver

Contact Details

www.pinnaclecos.co.uk
info@pinnacle-group.co.uk
02920 365 222
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