Sample Records Management Policy
Deployment Timeline

November 2007

Major steps and timeline to
implement Information Lifecycle
Management at a mid-sized,
single-site organization

Phase IV

 Train record managers and employees

» Release new records management policy
» RFP to document management vendors

July 2007
Phase Il

» Document management system recommendations
» Draft new records management policy

* Develop training, themes and awareness campaign

Phase |l
» Risk assessment report from task force to senior management
» Formulate detailed project plan and capital budget

« Create Business Function Index & Retention Schedule*
Jan. 2007

Phase |

» Form cross-functional task force * A comprehensive inventory of record
» Assess existing document management & e-mail systems types for each individual business
YAy » Survey business functions to identify workflow and record types function across all departments
<1O|> » Begin e-mail and data backup tape inventory
DVQ
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