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PURPOSE
 To identify, prepare, and take into OEC custody, the customer-returnable records based

on request.

 To prepare for safe storage, refile these records in respective parent boxes and update
the database. 

SCOPE
This process will be closely monitored and followed at all the warehouses across India.  Branch
Manager / Logistic Manager will be responsible for regular refilling of documents and to follow
the process.

REFERENCE
 Refile Pickup JC.
 Refile uploading format in topgun.
 Refile uploading format in system once the refile is done.

RESPONSIBILITY
The branch manager is the owner of the refiling process at OEC Records Center. He must ensure
that 100% refiling is done within the TAT for all the retrieval requests. Also, he is responsible for
the update of records in the system and safety of records.

PROCEDURE / DESCRIPTION OF ACTIVITIES

The following steps are included in refile process:

 Customer sends email asking for the retrieved records to be picked up.

 The CPC checks with LPC and obtains the date of visit to the client

 The CPC person creates the Refile ticket and informs the customer about the
pickup date and shares the refile ticket details

 The pickup person visits the site and reads the refile files through a  barcode
reader and shares the data with the client and also with the Logistics team

 Logistics team then arranges for the pickup of files from clients place.

 The logistics  team handsover  the refile  files to the Inward-department in the
warehouse.

 In-department creates a temporary refile box which has a box barcode.

 All the refile files are then read one by one in the system and system prompts for
the actual warehouse where these files are to be stored. Accordingly the in-ward
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person reads the temporary refile box and puts back the file in that box. Once all
the files are read this way and finally  clicks on upload,  system generates the
Refile Job card no.

 The in-ward person handsover the temporary boxes to respective warehouses
for refilling.

 Refile supervisor then reads the files and creates IRJ and loads the data in the top
gun.

 The files along with top gun are given to the refilling assistant to do the refilling.

 The data loaded on the topgun is sorted by location, box and then file and based
on this the refilling assistant goes to the location where the parent box is located,
reads the parent box and then reads the file and puts that file in the parent box.
If the contents in the top gun and the contents read doesn’t match, then the top
gun gives a beep to denote the mis-match.  It is a clear wrong refilling done, and
the re-filing assistant has to get that wrong refilled file and put that in the correct
parent box by following again the refilling process (read box and then the file). 

 Once  the  refilling  activity  is  complete,  the  top  gun refilled  data  needs  to  be
uploaded in the system.

 If there are any errors while uploading, the same needs to be resolved by the
refilling supervisor.

 On successful completion of refilling activity, the RT needs to be closed.
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Responsibility

Email request received from 
client.

Check whether 
authorised person has

 sent the request.

Inform the Requestor 
that the request will 
need to be sent by 
Authorized Person.

Prepare Job Card and Email JC number to 
client with cc to Local Pickup Coordinator 

and Logistics Coordinator

Acknowledge the CPC (centerliased Customer 
Service) mail and send schedule date to client 

for gunning / reading files at client place.

Start

X2

CPC

CPC

Pickup Team

Pickup Team

External Refile 
Process

No

Yes

Acknowledge the client for receipt of 
request.

Read refile in offline module or captured the refile 
file in Refile ticket

CPC
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Responsibility

Information is sent to the logistic team to arrange 
the pickup.

Picks up the packed & sealed refile files from client’s 
place as per the agreed schedule

Once the pickup is done handover the files to Inward 
-department with refile data .

Logistic team

External Refile 
Process

X2

X3

LPC

Read refile in offline module or captured the refile 
file in Refile ticket

At the end of the reading share data with client with 
refile JC (RT) take signature of client on refile ticket,  

Seal the boxes and stick the ‘OEC Property’ 
stickers on each box

Informs the Local Pickup Coordinator and Email 
the details of packed boxes (No. of boxes / Gunny 

bags and files)

Logistic team

Pickup Team

Pickup Team

Pickup Team

Pickup Team
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Responsibility

Read all the file in system to create RJ (Refile 
Jobcard) along with temporary box for these files .

Segregate the temporary boxes as per respective 
warehouses and handover to refile supervisor .

IN 
Deptartment

IN 
Deptartment

Pickup entry /
Registration Not done 

file

Yes

No

Take it to warehouse 
in charge and get the 

pickup entry / 
Registration done .

Match the refile and send acknowledge mail to client 
for receipt of files at OEC. 

X3

Extract the IRJ from system and handover the files to 
refile supervisor to upload in Topgun .

Create IRJ (Internal Refile Jobcard) in system 
through scanning for received files . Refile Supervisor

Check, if any Mismatch 
found

Yes

No

Refile Supervisor

Contact to IN 
department with 

file barcode details

X4

IN 
Deptartment

IN 
Deptartment

Refile Supervisor

External Refile 
Process
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Responsibility

Sort the files as per rack and location wise and refile 
it in the box shown as per Topgun.

Once the files are refile, handover the topgun to the 
supervisor for uploading the data. (Refile Uploading 

Format)

Check / vlookup the topgun data with IRJ and upload 
the same in system

Box not found in 
parent location 

Yes

No

Refile Asst will handover 
those files to Refile 

Supervisor, he will read 
those files in excel & 

handover to the 
warehouse in-charge 

Refile Asst

Refile Asst

 Warehouse in-charge will 
acknowledge the mail and  
find / Search those boxes 

and refile those file 
(through topgun)

Topgun should hand 
over to refile Supervisor 
for uploading the refile in 

system

If any mismatch while 
uploading the data?

Yes

No

Check again and 
upload the excel

Random physical checks to be done for the refile files 
in the parent box.  

Refile Asst

Refile Supervisor

Refile Supervisor

Refile Supervisor

Mention the date and refile count in DPR along with 
random check report to warehouse in-charge on daily 

basis.

X4

END

Refile Supervisor

External Refile 
Process
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Responsibility

Handover scanning and Copy file to In department, 
also Mail all the file barcode to the refile format 

Reply on the dispatch mail of received files

Read the files create RJ & Temporary (RF) boxes for 
those files in system

 

Once the RJ & RF boxes created handover files and 
also share the system generated RF excel details to 

Refile Supervisor

Extract the IRJ created excel form system upload the 
excel in Topgun and hand over the files to refile asst

For received file from in department create IRJ 
(Internal Refile Jobcard) through scanninng all file in 

system

Dispatch Team

In Department

File not found or for any 
mismatch

Yes

No

Contact to 
Dispatch 

Department

In Department

In Department

In Department

Refile Supervisor

In Excel file is mention but 
physically file not found 

Yes

No

Refile SupervisorContact to IN 
department with 

file barcode details

Refile Supervisor

Start

X1

X2

Internal Refile process
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Responsibility

Sort the files Rack & Location wise read the file and 
parent box than physically refile those files

Once the files are refile get back the topgun to refile 
suspervisor for uploading the data 

Download the topgun in system, check / Vlookup the 
topgun data with IRJ and upload the same in system

Box not found in parent 
location 

Yes

No

Refile Asst will 
handover those files 
to Refile Supervisor, 

he will read those 
files in excel & 
Handover to 
warehouse in 

charge 

Refile Asst

Refile Asst

 Warehouse in charge 
will acknowledge the 

mail and  find / Search 
those boxes and get 

refile those file 
(through topgun)

Topgun should hand 
over to refile 

Supervisor for 
uploading the refile in 

system

Any Mismatch / Error given by 
system after uploading refile 

topgun data 

Yes

No

Clear it and again 
upload the excel

Check the refile done file physically in parent box 
(Randomly) and get confirm that the refile is done 

properly.

Refile Asst

Refile Supervisor

Refile Supervisor

Refile Supervisor

Mention the day refile details / count in reports / DPR 
and also send the randomly check refile report to 

warehouse in charge on daily basis

X2

End

Internal Refile process

Refile Supervisor
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ENCLOSURES
NA

FORMATS / EXHIBITS

Format For upload data in TOP-GUN for refile,
FILE_BARCODE BOX_BARCODE LOCATION

For upload refile done files in system format.
FILEBARCODE BOXBARCODE LOCATION TOPGUNNO TOPGUNDATE TOPGUNTIME REMARK
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