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Long-lasting trust-based
partnership and new horizons

Founded in 1961, BULSTRAD develops all lines of the insurance and reinsurance business, such as
aviation and marine, in which it has a leading position on the Bulgarian market, as well as cargo and prop-
erty insurance, motor insurance, construction-and-erection risks, personal insurance, etc. Through them,
it services clients in industry, finance, transport, trade, construction, and tourism, and meets the consumer
needs of various organizations and individual clients.

In 2007, BULSTRAD became part of the Vienna Insurance Group — a conglomerate that has been
around for almost 200 years and employs more than 25,000 people in about 50 firms in 25 countries.

BULSTRAD Vienna Insurance Group has received the prestigious Insurer of the Year award in the Non-
Life Insurance category five times — in 2008, 2009, 2017, 2018, and 2019.

Background
BULSTRAD Vienna Insurance Group has been trusting us for more than 10 years now.

The group stores a considerable number of documents, which it generates in its offices across the
country. Its dynamic operations and processes, combined with the particularities of the business environ-
ment, have led the company to look for a reliable partner providing storage, archiving services and quick
fulfillment of the queries. In recent years, it has also been using our digitization services.



https://www.nacorp-bg.com/
https://www.bulstrad.bg/en/
https://www.nacorp-bg.com/en/archiving-any-type-of-a-document/
https://www.nacorp-bg.com/en/archiving-any-type-of-a-document/
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The Challenge

To help BULSTRAD Vienna Insurance Group to establish effective information manage-

ment processes, we had to:

Process a huge number of documents stored in offices, warehouses, and underground premises

Design a specific structure for the description and indexing of documents covering the company’s
many directorates and branches

Sort thousands of binders, folders, and bulk documents, and separate the documents with expired
limitation periods

Set aside the documents for restoration and subsequent storage
Make quick and effective inventory of the documents in the company’s offices
Meet tight deadlines in relation to the initial archiving of the documents

Perform daily searches for documents that have not been described yet, which we had to do along-
side the initial archiving of the documents

Offer high-quality service and flexibility to our Client, along with solutions promoting innovation in the
sector

Digitize key types of documents to ensure quick and convenient access to them through web based
secured software

Destroy a pool of documents with expired limitation periods each year in line with our Client’s in-
house rules and Bulgarian Law

Our Approach
1. Trz.ans!oorting a Iarg.e accur.nulated es full of documents from our Client's premises.
archive in a short period of time The building was about to be renovated so that
In less than a month, we sorted, made an in- the company could use it to meet its core busi-
ventory of, and transported more than 1,000 box- ness needs.
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2. Designing and choosing a
structure for the inventory

BULSTRAD Vienna Insurance Group has lots
of directorates and offices across Bulgaria. De-
signing an inventory structure appropriate to all
of them was a challenge. To do it, we:

e Learned about the company’s structure and
needs

e Suggested a system for the organization,
description, and indexing of the documents
that fulfilled our Client’s requirements

e Maintained intensive communication with
our Client, including through meetings

e Selected the most appropriate structure,
namely a tree-like distribution, whereby the
major unit sits on top, with the offices/agen-
cies in the country sitting underneath, and
the smallest element — the document — sit-
ting at the bottom

e Made an inventory of the documents with
compromised integrity which could not be
cleaned but had to be stored for some more
time. We documented the records so that
our Client would still have the information af-
ter the destruction of the documents
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3. Searching for paper documents

As a provider of insurance products, BUL-
STRAD Vienna Insurance Group works with pol-
icies, damages, and accounting archived docu-
ments on a daily basis. Having their documents
at our building, from the very beginning we per-
formed archiving services such as:

e Documentation searches and delivery from
the moment we collect the documents

e Organization of the information that allows
team members to know what documents
they have and where they can find them

e Eased access to information, which our Cli-
ent's employees can retrieve within minutes
or hours, depending on the selected retrieval
method

4. Freeing up space in offices and
other premises

We freed up dozens of premises throughout
the country, varying in type and purposes, which
had accumulated both valuable and unnecessary
information.

e Our Client's required making an inventory of
the documents in its premises so we went to
many different buildings and worked in dif-
ferent situations

e The freed-up space was used immediately
by our Client for organizing the documents
he works with during the current year in a
more accessible location
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5. Maintaining active communication
and building trust

e The huge pool of documents we had to pro-
cess called for close cooperation between
the two sides so we maintained active two-
way communication at every stage.

6. Establishing standard operating
procedures for working with the
archive

To make working with the archive easier for
Our Client's team members, we implemented
standard operating procedures for the organiza-
tion, usage and transfer of information. In particu-
lar:

e There is a step-by-step guide for working
with the different types of documents;

e |t took over a period of one year to consoli-
date all processes

e The guide was sharedwith all agencies in the
country as soon as our Client approved it

Today, the guide serves as a living document
that we continue to enrich and refine based on

our Client’s feedback.
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7. Indexing the processed
documents so that they are easy to
find
e Following the physical archiving of the doc-
umentation, we had a clear idea of the main
types of documents our Client had in store

e The indexing system we designed includes
more than 10 search parameters

e Bycombining several criteria, we can find the
precise location of a document in the archive
in seconds

8. Performing a range of archiving
activities

e Fulfilling requests in time while ensuring high
quality of service

e Making an inventory of documents

e Providing full gama services to meet specific
needs of our Client

@ www.nacorp-bg.com & +359 896 553 523

“National Archives Corp” Ltd. | Bulgaria - Sofia, 2129, Ravno Pole village, Industrial area | 1D: 175099086, VAT: BG175099086

™ info@nacorp-bg.com 4



https://www.nacorp-bg.com/
https://www.nacorp-bg.com/en/services/

NATIONAL
ARCHIVES

9. Digitizing and handing over the
information

In the middle of 2017, we expanded our col-
laboration by beginning to digitize the docu-
ments that BULSTRAD Vienna Insurance Group
used the most often and adding the paper carri-
ers to the archive. We do so by:

e Optimizing the scanning process accord-
ing to rules from the Client - they determine
which part of the documents are subject to
scanning and indexing

e Organizing the scanned documents in an in-
formation archive

e Delivering the processed documents via a
secure electronic channel on a daily basis

e Providing 24/7 online access

e Using a DocsOnLine module that allows for
the easy entry of the documents and data in
the documentation management software
used by our Client

Service used by the Client
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WHATCH DEMO

10. Data audit and control

To guarantee a precise and efficient response
in case of identified discrepancies:

e We Limited the human factor as much as
possible

e Ensured an additional verification process
that lets users check for correspondence be-
tween databases

BULSTRAD Vienna Insurance Group takes advantage of all our services, including:
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https://www.nacorp-bg.com/
https://www.nacorp-bg.com/en/digital-archive/
https://www.youtube.com/watch?v=YO2Cqu44v80
https://www.nacorp-bg.com/en/services/
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Results

In the decade that BULSTRAD Vienna Insur- e Free up office space whenever necessary

ance Group had trusted us with their information e Digitize the documents that our Client work

and documents, we have built a trust-based part- with the most often

nership defined by high-quality service, contin-
e Organize paper documentsinto a user-friend-

ly electronic archive

uous two-way communication and flexibility on

both sides. Together, we:

e Guarantee the delivery of the information
contained in the documents in a secure dig-
ital format that can be imported directly into
the software used by our Client

e Maintain an effective system for in-house ar-
chiving
e Provide quick and efficient access to infor-

mation
e Complement our collaboration with new ser-

e Store paper documents in a way that pro- vices

tects them from atmospheric conditions and
human interference

“By choosing “National Archives” to outsource the archiving and document
management processes we use modern technologies and a unified
electronic system containing an inventory of all our documents. This
helped us and helps us to easily find all needed information quickly

and easily. The long lasting partnership is based on mutual trust,
understanding and cooperation.”

A.Mihaylova
Director of the Economic Directorate,
BULSTRAD VIENNA INSURANCE GROUP
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