Document Retention
Policy Setup

Step 1: Assess Needs

Review current document retention requirements by analyzing
industry standards, legal obligations, and best practices. Understand
what types of documents you need to retain and for how long.

Step 2: Create Policy

Develop a comprehensive document retention policy that clearly
defines the types of documents to be stored, the duration of storage,
the format, and location of storage, and the responsible parties for
managing these documents.

Step 3: Approval

Present the draft retention policy to key stakeholders, including
senior management and the legal department for review, input, and
approval.



Step 4: Implement Policy

Communicate the new policy to all employees through training
sessions and written communications. Ensure understanding and
compliance across the organization.

Step 5: Integrate Systems

Update or implement document management systems to automate
the retention and destruction of documents in line with the
established policy.

Step 6: Monitor Compliance

Regularly audit and monitor the adherence to the document retention
policy to ensure ongoing compliance. Adjust the policy as necessary
in response to business changes or legal updates.

Step 7: Review & Update

Periodically review the document retention policy to keep it current
with new laws, regulations, and technological advances. Revision may
be necessary to reflect changes in legal requirements or business
operations.

General Notes

Legal Consultation

Consult with legal professionals specializing in your industry to
ensure that your document retention policy complies with all relevant
laws and regulations.



Education

Educate employees on the importance of document retention for legal
compliance and business efficiency. Emphasize their role in adhering
to the policy.

Data Security

Ensure that the document management systems adhere to data
security standards to protect sensitive information from unauthorized

access or breaches.
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