
We can offer a 5% quality check all 
the way up to 100%.

 
There are two types of quality checks 
that we do:

 
For image quality, we compare the
original document against the scanned
image.

 
For data capture, we check that the
digital image matches the data
captured information.

Original documents are either confidentially and
compliantly destroyed or returned to the customer.

Mail is redirected to our Digital Mailroom production facility.

STEP 8: STORAGE

STEP 7: DELIVERY

STEP 5: DATA CAPTURE

STEP 6: QUALITY ASSURANCE

STEP 4: DIGITIZATION

STEP 1: RECEIPT

STEP 3: PREPARATION

STEP 2: MAIL SORTATION
AND OPENING

Mail is digitally delivered directly 
into our customer’s system or 
shared through Docufree’s
DocumentCloud, our hosted
document management 
workflow solution.

Our data capture systems can automatically classify
document types and capture data from within 
the document.

 
We do a second data entry to validate what the system
has read. This improves overall accuracy rates.

 
For some scanning work that we process, 
data capture is 100% manual.

Our state-of-the-art, high-volume document scanners each process
up to 10,000 pages an hour. 

 
We scan everything duplex, either black and white or color, dependent
on our client’s preference. OCR-ing, form technology and keyword
capture is functioning during this process.

 
We can process documents larger than A3, bound documentation and
cherished items including checks.

Mailroom operators open the
sacks and check the quality.

 
We acknowledge receipt in our
internal tracking system – giving
you full visibility of your inbound 
business correspondence.

Each operator will only process one
customer’s work at any one time
to ensure segregation of mail.

 
Any cherished items are identified and 
out sorted into a separate work stream.

We zap the barcodes to move the 
items into the next process stage and
monitor the progress of each batch 
through the system to ensure it is in
line to hit SLAs.

A mailroom is essential for any business that needs to handle its inbound correspondence. In an age when companies must find
new ways to stay cost-competitive and responsive, digital mailrooms and modern automation tools can improve outdated systems
and transform manual, inefficient business processes into streamlined workflows. Digital mailrooms are not new — they have been
in play for decades — but the intense focus on 'digital transformation' in recent years has placed the mailroom at the center of many
operational, compliance and customer-centric discussions. Especially in light of ever-evolving workforce dynamics and the need to
access secure information anywhere, anytime, digital mailrooms can drive significant value in obvious — and unexpected — ways. 

Docufree is a leading provider of automated, digital mailrooms in
the US. We work with private and public sector organizations to
help them use technology to transform manual tasks into
streamlined workflows. Could a digital mailroom be valuable
within your business? 
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