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}Presenters
ƁSusan Cisco

ƁLori Ashley

}History of our collaboration

}Our continuous learning



}Compliance with stringent regulatory 
mandates
ƁRetention, access, and storage

ƁInformation privacy and security

}Risk mitigation
ƁProtect intellectual property rights

ƁEnsure business continuity

ƁTimely production of records for litigation

ƁLower cost of audits



}Routine as well as major software upgrades
ƁMicrosoft Office SharePoint Server (MOSS) ðorganizations will  

inherit enterprise content and records management functionality 
at no cost

}Search capabilities and user expectations 
for access are on the rise

}ESI ðlocation, accessibility, and content 

}Apply and release legal holds

}Auto - categorization



}Enterprise RM concerned with:
ƁInformation as evidence within the context of business activities and 

transactions

ƁIntegrity, authenticity, usability, and preservation

}There are other ô rulesõ which control the 
lifecycle of information objects and systems
ƁAccess and security

ƁStorage and preservation



}Time - based/chronological
}Event- based/conditional
Ɓ30 - 50% of retention periods in most schedules

}Triggers
ƁDate of creation
ƁDate closed
ƁDate terminated

}Information lifecycles/states
}Legal, regulatory, operational, and historical 

value
}Changing value over time (vital, active to 

inactive)

START DELETED?



}Requires unified strategy
ƁClassification scheme: common taxonomy to organize, describe, 

and link business records 

ƁMetadata for standardized indexing 

ƁRetention and disposition rules: single set of retention policies for 
all physical and electronic records, including email



}Departmental Model
ƁMany common and some unique series

ƁDuplication between departments can lead to thousands of records 
series/categories

}Functional/Process Model
ƁBroader classification, fewer record series/categories

ƁRepresents core business function or process regardless of 
ownership

ƁEndorsed by ISO 15489 Standard



}How many different record series does your 
current retention schedule have? 

26% 100 ï250
31% Under 100

27% 250 ï1,000

10% 1,000 ï3,000

3% 3,000 ï5,000

3% Over 5,000



}Record òbucketsó
ƁSame or similar business processes

ƁSame or similar legal and regulatory requirements

ƁMaintained for the same amount of time

}Fewer/bigger òbucketsó 
ƁSimplifies retention choices for users and system administrators

ƁMay improve ability to accurately and consistently retain records

ƁAddresses risks related to keeping records too long or not long 
enough



}US National Archives and Records Administration 
(NARA) was early promoter
ƁAdvanced òbigger bucketó approach to improve efficiency of 

records appraisal processes

ƁGranular retention schedules required too much effort in 
inventorying and scheduling routine records

ƁRecord series related to the same or similar business process and 
supported by the same or similar legal and business requirements 
may be aggregated into bigger buckets



}Given the growing capabilities to search vast 
volumes of electronic records, do you believe the 
òbig bucket approachó is the best way to meet the 
challenge of classifying large daily volumes of 
electronic records? 

16% Strongly Agree

48% Agree

31% Disagree

6% Strongly Disagree



}Per Don Skupskyõs Records Retention Procedures , a 
functional retention schedule for even a large 
organization will contain less than 100 record series 
ðmany will contain between 50 and 70 record series

}Cargill, Inc. with 150,000 employees in 60+ 
countries ðreduced retention schedule to 120 record 
series (Ashley and Cisco, p9)

}Cohasset/ARMA/AIIM Survey 2007 ð26% have 100 -
250 record series or 31% have fewer than100 record 
series



}Information Lifecycle Management (ILM) 
Systems:
ƁOptimize data storage and access by storing it on the most cost -

effective media

ƁUse huge buckets, e.g., one bucket each for 1 year, 3 years, 5 years, 
10 years, 25 years, and indefinite

ƁDo not effectively address event - driven / conditional retention 
periods

ƁNot granular enough to adequately address federal and state 
retention requirements



}When streamlining an existing retention 
schedule 
ƁUpdate legal and business requirements

ƁConsolidate record series into bigger buckets

¶Involve user community

¶Consider record volumes, especially with physical records

ƁProvide crosswalks to legacy records classification

¶Remember that destruction should proceed under the schedule 
and laws existing at the time records are destroyed



}Current Schedule (6 record series)
1. Cost Accounting AC10* 6 years

2. General Accounting AC10 6 years

3. Intercompany Accounting AC10 6 years

4. Production Accounting AC10 6 years

5. Retail Accounting AC10 6 years

6. Revenue Accounting AC10 6 years

}New Schedule (1 record retention bucket)
1. General Accounting AC10 6 years

Includes cost, intercompany, production, retail, and revenue     
accounting

* AC10 is a legal group containing laws & regulations related to the same or similar 
business process to which the longest retention period is assigned  (òSkupsky  approachó)



Albert Einstein



}ERP

}Home grown

}Document management

}Records management

}Web content management

} Image management

}Message archiving

}File shares and collaborative spaces

}Ad hoc and personal collections

}The ôunappraisedõ



}Definition :  noun ~ A technique to apply disposition 
instructions to different types of information or 
categories of records.

}The techniqueõs flexibility is derived from the ability 
to assign retention periods to groups of records 
other than series.   

}The concept is described in the NARAõs Strategic
Directions: Flexible Scheduling  (January 2004).



}Definition: noun~ The application of appraisal 
criteria to related groups of information, usually 
based on function, to establish a uniform retention 
period.

}The big bucket approach deemphasizes the 
importance of series.  

}The concept of big buckets is part of the NARAõs 
Strategic Directions: Flexible Scheduling (January 
2004).



}Any level of aggregation 

}Encourages aggregation for disposable (temporary) 
program (mission - related) records at as high a 
level of aggregation as possible

}Cuts across organizational units

}Flexibility in defining record groupings

}Same minimal length of retention applied



}More focus than ever on our retention schedules

}Readability and usability

}Flexible yet stable

}Function - based approach

}Records management discipline and controls

}Requires governance and accountability



}Legal/Compliance

} Information Technology

}Records Management

}Lines of Business

}Partners

}Suppliers

}Customers, members, citizens, etc.

}Employees



}Availability of reasonable requirements

}Project timelines

}Technical interdependencies

}Data migration and conversion

}Storage and retrieval

}Documented business cycles and event triggers



}Anticipates periodic software upgrades

}Simplifies retention options and communications

}Supports conversion and migration planning

}Proactive requirements and capabilities 
collaboration

}Compliance to retention policy

}Repositories within systems

}Streamlined user experience



}Clearly stated policy

}Consistent application of policy

}Ability to apply retention holds, regardless of 
repository or format

}Competent witnesses to explain how, what and 
where of electronically stored information and 
supporting business processes

} Incorporate risk management assessment into 
recordkeeping practices



}Proactive dialogue among stakeholders

}Documents and integrates risk benefits analysis

}Simplifies retention options

}Media neutrality

}Chance to reinforce accountabilities for creating 
and protecting complete and accurate records

}Establish routine retention review and audit cycles



}Clear mission

}Governance and accountability structures

}Small, focused and committed workforce 

}RMA wired to the desktop

}Project - based work

}RM and IT staff that work ôin tandemõ

}Primary buckets
ƁPolicy, Publications and Special Collections ðpermanent retention

ƁMission  ð5 year retention

ƁAdministrative ð7 year retention

}33 subBuckets



}Classification built into the user interface

}Users filing into folders are performing 
recordkeeping tasks and complying with retention 
policy

}Metadata is both automatically AND manually 
captured 

}Access and security profiles



1. Policy

2. Patent business area

3. Trademark business area

4. Dissemination (publications)

5. Administration

}United States Patent and Trade Office (USPTO)



} Official Gazette of the USPTO: Patents

} Official Gazette of the USPTO: 
Trademarks

} Indexes of Patents Issued

} PTDL Program Newsletter and 
Publications

} Trademark Adversary Proceedings Index 
(historical reference)

} Patent and Trademark Assignments ð
Microfilm, Index

} Roster of Attorneys/Agents Registered 
to Practice Before the USPTO

} Copies of materials for sale

Current Series Title Bucket & subBucket

}BUCKET =  
Dissemination

}subBucket = Official 
USPTO Publications 
and Indices

Permanent

Retention





}Streamlined retention schedule maintenance enhances 
sustainability and compliance

}Retention rules are easier to understand and apply for 
users and system administrators alike

}Mitigates risk by addressing it proactively

} Improves consistent application of retention policy


