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} Does your organization have an up - to - date records retention 
schedule?

1. Yes

2. No

3.Donõt know 

} Does your records retention schedule include:

1. All electronic records 

2. Some electronic records

3. None , but working on it

4.Donõt care, just came for lunch!



} Does your organization have comprehensive records retention schedules which 
include electronic records?
65% YES 35% NO

} Does your organization have records retention schedules for the three primary 
categories of electronic records?
A. Communications (email, instant messaging, blogs, collaboration tools)  
46% YES 54% NO
B. Document Objects (word processing, presentations, spreadsheets, etc.) 
65% YES 35% NO
C. Data Objects (application data, etc.)  
53% YES 47% NO

} Does your organization follow its retention schedules?
A. Always  
22%
B. Generally  
62%
C. Not Regularly 
16%



Records Retention is defined as that component of a RIM Program 
that provides policies & procedures specifying the length of time 
that records must be retained

} Defines the period of time records have operational, legal, fiscal, or 
historical importance

} Identifies mission - critical (vital) records and provides for their 
protection

} Often states when records can be transferred to inactive or offline 
storage

} Specifies the method of disposition ðaccession, transfer, 
destruction, permanent
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} Improved Operational Efficiency ðValuable records become more 
accessible when inactive records are transferred and useless records are 
destroyed

} Compliance with Legal Requirements ðIdentifies legal requirements for 
each category of records.  Demonstrates that records are maintained 
and destroyed in the òregular course of businessó

} Protection during Audit or Litigation ðEnsures that records are properly 
handled in anticipation of and during a government audit or litigation

} Reduced Space Requirements ðProvides for the transfer of inactive 
records to less expensive storage.  Provides for the destruction of 
useless records.

} Equipment & Supply Cost Savings ðActive filing equipment and supplies  
will decrease as you separate the òwheat from the chaffó



} Create Policies and Procedures

} Conduct a Records Inventory

} Analyze Inventory Data

} Create a Records Retention Schedule

} Electronic Records Retention

} Retention Audits 
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} Policies and procedures provide the foundation for your records 
retention program

ƁThey express a commitment from the organization to sound 
management practices

} Not having policies and procedures can be risky

ƁPrudential Insurance Sales Practices Litigation - $1 million fine!

} If you create policies and procedures, they must be followed

ƁKentucky Central Life Insurance Company vs. Jones ð(dispute over 
the accuracy of defendantõs medical records)

} Provide Clear Directives to Employees

ƁClarify responsibilities for each employee, and the ramifications 
for not following



} Records Inventory & Records Retention Schedules

ƁWho creates them

ƁWho and how are they approved

ƁWho updates and maintains them

} Destruction of Records

ƁReview of business records

ƁApproval requirements

ƁEvaluation for historical value

ƁSuspension of destruction for legal, audit

} Program audit and compliance

ƁWho is responsible for auditing the program 

ƁWho is responsible for compliance

ƁFrequency of audit



} Records Inventory is a critical component as it forms the foundation for 
the records retention program

} Purpose ðIdentifies all records & information assets (all formats) by 
records series

} Records Series ðA group of related records filed together as a unit, 
because they serve a common purpose

} Data gathered during the inventory is used for:

ƁRecords retention scheduling

ƁVital records identification

ƁDisaster recovery planning

ƁAssessing filing systems

} Who should perform the records inventory?

ƁRIM Staff Business Units RIM Consultants


