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A Enterprise Retention Schedule
AHow Retention Schedules are Organized
AHow Legal Research is Organized
A Enterprise Information Lifecycle Model
A Enterprise Retrieval Taxonomy
APurpose of a Retrieval Taxonomy
AHow Retrieval Taxonomies are Organized

A Recommendations for Bridging the Gap Between
Retention and Retrieval
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HOW RETENTION SCHEDULES ARE ORGANIZED

A Purpose of a retention schedulericord retention
A Applicable to all record media, formats

A Compliant with legal requirements for record
retention across all countries and jurisdictions

ACompatible with how laws and regulations are
organized

ASimpler the better
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BIG BUCKET APPROACH
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disposition are managed
ASame or similar business processes

ASame or similar legal and regulatory requirements
AMaintained for the same amount of time
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AEasier for users & automatic categorization tools
Almproves ability to consistently retain records
AlLowers total cost of ownership
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HOW RETENTION SCHEDULES ARE ORGANIZED

A Best practice for structuring retention schedules is
based on ISO 15489 standard

A1st level is derived from functions and activities, no
from business unit namessiness Function)

A2nd level is based on the activities constituting the
function; retention periods are assigned &
destruction is managed at this lev@e¢ord Series)

A3rd level is comprised of record types generated a:
a result of activities or transactions within each
record seriesRecord Type)
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RETENTION SCHEDULE STRUCTURE

Record
Series (Big R.l? coerd
Buckets) yp

Business
Function

Employee
Agreements

LEGO1: LEGO1

Contracts
Vendor

Contracts
LEGO1

Bankruptcy
Files LEG02

LEGO2:
Litigation Mediation
Records

LEGO02
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HOW LEGAL RESEARCH IS ORGANIZED

A Failure to comply with laws and regulations puts
organizations at risk of fines, sanctions, and other
penalties, including embarrassing media

A Private Sector At least 15,000 legal citations for
record retention at US federal and state levels

A State Government Must comply with federal and
state rules

e
Gimmal
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HOW LEGAL RESEARCH IS ORGANIZED

A Legal citations are categorized into legal groups

ABrings together legal retention requirements
applicable to same types of records, regardless
of jurisdiction or source

ADistinguishes between legal requirements and
legal considerations

A Mapping legal groups to Record Series produces
the retention schedule
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ENTERPRISE RETENTION

Legal Group Index With Legal Research

Code Subjects / Description Legal Legal Total
CONo00 Requirements ~ Considerations
LRBR Code Citation Period  Industry / Subjects
CONO00D Contracts ACT+i ACT+6  ACT+6
General

Includes documentation for general written contracts,
including government contracts. Excludes actual
workproducts, deliverable products, or accounting.

Legal period reflects reasonable peried for litigation
needs. Most legitimate law suits with be initiated with 6
years of the end of confracts. No requirement fo meet
longer statute of limitations periods

Legal Requirements

Donald S. Skupsky, JD, CRM, FAI, MI1
Information Requirements Clearinghouse
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RETENTION SCHEDULE STRUCTURE

Business Record Record
Function Series Type

Employee
LEGO1: Agreements
Contracts LEGO1
(Contract
termination + 6 Vendor
years) Contracts
LEGO1

Bankruptcy

—ECiz Files LEG02
Litigation
(As long as
active + 10 Mediation
years) Records
LEG02
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ENTERPRISE RETENTION
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series/buckets

ATakes longer to negotiate to bigger buckets in a
retention schedule

ANeed robust governance and supportive leadership
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TERMINOLOGY

ALL CONTENT HAS TO BE MANAGED

A compliance with regulatory mandates
A Retention requirements
A Information privacy and security
requirements
A Risk mitigation
A Protect intellectual property
rights
A Ensure business continuity and
disaster recovery

A Production of records in civil litigation and FOIA/Open Records
Act requests
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ENTERPRISE INFORMATION LIFECYCLE (ILC)

A All content is managed from creation to final
disposition, usually destruction

A Tagging with metadata attributes at the beginning of
the ILC is an important step to enterprise retention
and retrieval

A Result:
APredictable information transitions and processes
A standards, governance, and compliance
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ENTERPRISE INFORMATION LIFECYCLE (ILC)

Definitions

Information | A succession of conditions througlich content

Lifecycle is processed from creation or receipt to fisal
disposition, usually destruction

Lifecycle A point in the life of the content during which

State similar processes and activities are being carrie
out

Business Conditions applied to the content that are

Rule(s) determined by business unigsmddepartments
which must be true in order for content to exist
within a certain state
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INFORMATION LIFECYCLE PROCESS DIAGRAM

Start
Q— create —> Temp — classify —> Draft — mark final — Final/Record

\ dispose /

dispose
dispose
/
O End

How these states relate to one another might be different depending on the
business unit, type of content and/or associated business rules, but informati
always exists in one of these states.
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BUSINESS RULES

Business Rules

Lifecycle State
Security Location Version Metadata Retention Disposition Hold Exceptions|

Temporary

ABusiness rules should be applicable at the
enterprise level

AAs part of the detailed design and implementat

InReview effort, business rule relationships are identified
which may be the resutif technical limitations o
pure business requirements

AThe ILC model only specifies metadata attribut
that are common across all environments (glob

Dispose attributes)

Draft

Final

Record
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ENTERPRISE INFORMATION LIFECYCLE

Retention Hold
AL

~\

Work In

Jlemporary. Progress Final/Record

Retention Retention Retention
90 Days ) L 12 Months (_ Retention Schedule

Location(s) ) Location(s) )

.
7

s (

Location(s) )

Network Shares ) | SharePoint ) | Documentum

( Metadata I ( Metadata I ( Metadata )

Name Name Name
\_ J \__ Content Type J \_ Content Type J
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ENTERPRISE INFORMATION LIFECYCLE (ILC)

A Standardizes retention across enterprise, all formats
and media

A Enables consistent management and storage of
content

A Minimizes abandoned and orphaned content
A Provides common security
A still need to address enterprise search / retrieval
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ENTERPRISE RETENTION

ENTERPRISE RETRIEVAL

A Purpose of a Retrieval Taxonomy
ASupports Enterprise Search
ASupports Enterprise Policies
ASupports Information Workers
ASupports the Enterprise Retention Schedule
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ENTERPRISE RETRIEVAL

A How Retrieval Taxonomies are Organized

AGlobal attributes are common to all content in the
enterprise

AlLocal attributes are specific to a content type
within a business process

ARecord types from the retention schedule
AsSpecific content types within a record type
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ENTERPRISE RETRIEVAL

Business SR?COV%. Record Ig30nt€!n't/
Function Scnes (Big "0 ocument
Buckets) Type

Employee Employee
Contracts Agreements Agreements
(Contract
ter?;‘ea;'g;' . Master Servic

Contracts Agreements
Legal (LEG)

long as active
+ 10 years)

Bankruptcy Non Disclosur
LEGO02: Files Agreements
Litigation(As

Medlatlon Statements of
Records Work
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THE GAP BETWEEN RETENTION & RETRIEVAL

A Enterprise retention schedule primarily concerned with
appropriate categorization of records foetention and
ensuring their timely disposition.

A Enterprise taxonomy primarily concerned wifthding
andretrieving content, both records and other types of
content.
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RECOMMENDATIONS FOR BRIDGING THE GAP

A Recognize importance of perspective
(retention/retrieval)

A Understand information worker requirements through
research and testing

A Organize and categorize content so it can be leverage:
in recordkeeping environments such as SharePoint,

Documentum, OmniRIM, etc.
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RECOMMENDATIONS FOR BRIDGING THE GAP

A Guiding Principles

1.
2.

3.

Identify business rules for enterprise content (ILC)

Identify the global metadata attributes applicable to all
content, leveraging RIM standards where applicable

Organize the retention schedule by business function and
record series

Identify the record types in the enterprise

These record types often correspond to content/document
types in a content management system

Define specific content/document types, with relevant local
metadata attributes, by business process
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CONTACT INFORMATION

Jonathan Brandenburg
Jonathan.brandenburg@gimmal.com

2142131066

Susan Cisco
susan.cisco@gimmal.com

5125657021
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