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Calculate quantity of documents for 

storage 

Obtain quote from CCG approved 

storage company 

Quote to be approved by budget holder 

and signed off 

Take into account 

provision of storage 

boxes and whether ELFT 

staff will prepare and 

pack (cost implication) 

Complete storage company form 

including names of staff who will have 

access to retrieve documents 

Agree date for collection of documents 

Storage company will send document 

giving reference to stored documents for 

future retrieval 
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New patient records received in Practice 

Note added to SystmOne stating that 

paper notes have been received 

Notes summarised and coded 

Notes are boxed and listed and list 

emailed to Dataspace for collection 



 

 

Retrieval of Lloyd George Records 
 

 

Clinician requires paper notes 

Request sent to Dataspace via website 

Dataspace scan patient’s notes onto 

patient’s records as an attachment (72-

hour turnaround) 


