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Services for data management, 
modern archiving and document 
destruction
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Business Permit
PT DIX Jaya Kreasi
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Record Management Services (RMS)

• Archive boxes provision
• Documents arrangement
• Input all data into the DIXMI application
• Placing archive boxes on the shelf
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Provision of archive box for 
document storage.

Archive box can accommodate 
up to 10 kg

Archive Box

Archive box is ventilated with 
holes and a lebeled.
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L x W x H
38 x 22 x 29 cm

*) Min 1.000 box
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Documents 
Arrangement
• Boxing the documents as 

archive;
• Capturing archive box;
• Labeling achieve box;
• Input data documents into the

DIXMI application;
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The archive rack can 
accommodate 40 archive boxes 
with a max weight of 500 kg

Archive Shelf
Provision of archive shelves for 
storage all archive boxes.
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Placing the archive box on 
the archive shelf and Input 
archive shelf into the DIXMI 
application such as:

• Archive Storage
• Name and Shelf Level
• Numbered Archive Box
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Electronic Document Services (EDS)

Scanning services from paper 
documents to digital 
documents, and uploaded to 
the DIXMI application.
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Documents that have passed the storage period will 
be destroyed.

Document Destruction Services (DDS) 
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Request for 
document destruction

Minutes of document 
destruction

Document Destruction Process

Invoice

Document
destruction process
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RMS EDS DDS
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4 Services DIXMI
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GTD

Guidelines & Training Document (GTD)

Consulting services and 
training for document / 
archive management 
guidelines.

Syllabus Guidelines & Training Document
1. Document functions and classifications
2. Document manager
3. Administrative management process cycle
4. Document grouping
5. Document storage
6. Maintenance of documents
7. Document shrinkage
8. Document retention schedule
9. Transfer media
10. Presentation of documents for internal / 

external audits
11. Prevention & management documents 

from disasters
12. Sanctions for misuse of documents
13. Supervision of document management
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Document / Archive Equipment

Provider Odner / File Folder
88F ( 3” Folio 2ring )
88A ( 3” A4 2ring )
89F ( 2” Folio 2ring )
89A ( 2” A4 2ring )

Suspention File
Pendaflex @25pcs/packClear Holder 

A4 = 20, 40, 60, 100
F4 = 20, 40, 60

Plastic File
A4 & F4

96 Multi
Magazine Holder87 / Voucher File

( 3” 1/2A4 2ring )


