
Index

• A •
administrative record value category, 57
administrator, drive maintenance, 111–112
AIIM (Association for Information and 

Image Management), 17
alphabetical fi ling

company names, 77
proper names, 76
unit approach, 76

alphanumeric fi ling, 78–79
ANSI (American National Standards 

Institute), 76
appraisal forms, using, 45–47
appraisal methods

departmental, 40–41
functional, 40–41
functional appraisal, 44
interviews, 44
inventory, 43–44
litigation considerations, 42
questionnaires, 45, 47
regulatory requirements, 42
volume factor, 42

appraisal process
explained, 35
purging fi les, 36–39

appraisal results, processing, 48
appraisals

capturing information, 43
departmental, 45–47
documenting, 45–47
functional, 45–47

archived information
deleting, 139
length of retention, 137

archives versus backups, 132–133, 137
ARMA (Association for Information 

Management)
alphabetical fi ling, 76
described, 17

GARP (Generally Accepted Recordkeeping 
Principles), 265–266

promotional material, 240
website, 17

attachments. See e-mail attachments
audit, communicating, 236
audit department, getting support from, 

31–32
audit fi ndings, documenting, 236
audit plan, developing for policies, 233–234
audit points for policies

destruction, 235
e-mail, 235
inactive records, 234
information hold orders, 234–235
network drives, 235
policy acknowledgment, 234
record storage vendors, 235
retention schedule, 234
vital records, 234

awareness campaign, creating, 239–240

• B •
backed-up information, deleting, 139
backup plan, creating, 129–135
backup tapes

deleting content on, 139
producing for lawsuits, 134–135

backup types
differential, 130
full, 130–131
incremental, 130
mirror, 130

backups
applying retention to, 136–137
versus archives, 132–133, 137
BCP (business continuity planning), 135
cloud, 132
conducting, 131
determining data for, 135–136
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backups (continued)

disaster recovery, 137
ESI (electronically stored 

information), 135
external hard drive, 131
fl ash drive, 132
magnetic tape, 131, 134, 139
managing, 135–139
optical disc, 132
restore, 137

BCP (business continuity planning), 135
Big Bucket retention schedule

advantages, 55
departmental category, 66
disadvantages, 56
example, 55
explained, 54
form option, 68
functional category, 66

big data, trend toward, 261–262
BMP fi les, purging, 37–38
burden argument, invoking, 134
business information

as asset, 14
business value, 11
defi ned, 10
nonvalue, 11
records, 10–11

• C •
CCO (Chief Compliance Offi cer), role of, 30
CDIA+ (Certifi ed Document Imaging 

Architect), 18
certifi cate of destruction

including in destruction policy, 223
receiving from shred vendor, 220

certifi cations
CDIA+ (Certifi ed Document Imaging 

Architect), 18
CIP (Certifi ed Information Professional), 

18, 20
CIPP (Certifi ed Information Privacy 

Professional), 19
CISSP (Certifi ed Information Systems 

Security Professional), 19

CKM (Certifi ed Knowledge Manager), 19
CRM (Certifi ed Records Manager), 19, 60
ICP (Information Capture 

Professional), 19
PMP (Project Management 

Professional), 19
Certifi ed Records Manager (CRM), 

18–19, 60
chain of custody, 204–205
Chief Compliance Offi cer (CCO), role of, 30
CIP (Certifi ed Information Professional), 

18, 20
CIPP (Certifi ed Information Privacy 

Professional), 19
CISSP (Certifi ed Information Systems 

Security Professional), 19
CKM (Certifi ed Knowledge Manager), 19
classifi cation management, 110, 112
cloud, backing up to, 132
cloud computing

availability, 261
disaster recovery, 261
information ownership, 261
performance, 261
security, 261

collaboration
SharePoint, 265
trend toward, 264–265

compliance department, getting support 
from, 30

copies of records. See also records
electronic fi ling, 256
e-mail, 256
managing, 255–257
retention schedule, 256
software, 256
version control, 256–257

CRM (Certifi ed Records Manager), 
18–19, 60

• D •
data

big, 261–262
structured, 262–263

data archiving, 133
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283283 Index

data mapping, trend toward, 266–267
data retention schedules. See also 

retention schedules
applying retention, 138
appraising structured information, 139
creating, 137–139
unique values, 138

deduplication software, trend toward, 268
degaussing electronic information, 218–219
deleting. See also destruction methods; 

disposal of information
archived information, 139
backed-up information, 139
e-mail messages, 115

department management, retention-period 
approval, 62

departmental appraisal, 40–41
departmental imaging approach, 166–167
departmental records, assigning retention 

periods to, 61
Departmental retention schedule

audit, 51
benefi ts of, 51
downsides, 52
example, 51–52
form option, 67
inquiry response, 51
life cycle management, 51
line items, 52
litigation, 51
maintenance, 52
redundant entries, 52
retention periods, 51–52

destruction and deletion, scheduling, 254
destruction methods. See also deleting; 

disposal of information; shredding
as audit point for policies, 235
determining, 213–214
including in policy, 230

destruction policy
approvals, 222
certifi cate of destruction, 223
destruction log, 223
destruction method, 223
developing, 221–223
information hold orders, 222
purpose, 222

scope, 222
vendors, 223

differential backup, 130
digital fi ling systems. See also electronic 

fi les; fi ling systems
abbreviations, 95
acronyms, 95
assigning fi les to folders, 94
designing, 92–95
fl exibility, 93
folder management, 95
folder structure, 93–94
naming folders and fi les, 95–96
record location, 93
record types, 93
subfolders, 94

disaster recovery backup, 137
discovery. See also eDiscovery; Legal 

department
admissions of fact, 143
communication aspect, 142
defi ned, 141
deposition, 143
disclosure, 143
interrogatory, 143
planning for, 142
presentation plan, 142
preservation coordinator, 142
preserving information, 150
process of, 142
request for production, 143
steps involved in, 142–143
suspend retention schedule, 142
working with IT department, 142

disposal of information, 251. See also 
deleting; destruction methods

DM (document management) system, using 
with e-mail, 125–126

document capture software
bar codes, 162
batch class, 161
ICR (Intelligent Character Recognition), 162
OCR (Optical Character Recognition), 162
optical mark reader, 162
recognition, 161
using, 161
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document imaging. See also fi ling systems; 
imaging process

access to information, 155
benefi ts of, 155, 172
customer service enhancements, 155
disaster recovery, 155
document analysis, 170–171
effi ciencies, 175
eliminating fi ling, 174
expense reductions, 155
explained, 27
frequency, 154
gathering requirements, 170–171
hardware, 154
investing in, 169–170
investment, 172
location, 154
MFD (multifunctional device), 154
needs assessment, 170
paper to paperless, 153–154
price per image, 172–174
productivity increases, 155
ROI (return on investment), 172–175
software, 154
storage of records, managing, 175
storage reductions, 155
valuating benefi ts, 174–175
vital records protection, 155
volume of documents, 154

Document Management software
access, 184–185
annotations, 183
full-text searching, 184
keywords, 184
redactions, 183
software integration, 184
version control, 184
workfl ow, 184

document scanners
departmental, 176
desktop, 176
ease of use, 176
evaluating, 175–177
feeder trays, 177
maintenance, 177
mechanics, 176

production, 176
rated speed, 176
workgroup, 176

drives, assigning security to, 105. See also 
hard drives; network drives; shared 
drives

duplicate information, deduplication 
of, 268

• E •
ECM (enterprise content management) 

software, 181, 185–187
centralized approach, 186
deduplicating data, 187
enterprise search, 186–187
in-place approach, 186
IT support, 186
modules, 186
PDF fi les, 187
point-and-click confi guration, 186
scanned images, 187
spreadsheets, 187
using with e-mail, 125–126
Word documents, 187

eDiscovery. See also discovery
described, 141, 181
software, 185

effi ciencies
gaining, 27–28
improving, 26–27
Right principle, 26–27

electronic fi les. See also digital fi ling 
systems

Accessed date, 38
Created date, 38
Date Modifi ed column, 37–38
purging, 37–38

electronic folders, structuring, 252. See 
also folder structure

electronic information
degaussing, 218–219
deleting, 251
locating for legal hold, 147
record management, 98
storing, 98
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electronically stored information (ESI), 
135, 141, 266–267

e-mail archiving systems, 125
e-mail attachments, limiting, 249–251
e-mail messages

4D approach, 115
average size of, 117
categories, 114
compliance concerns, 117
daily receipt of, 114
deferring tasks, 115
delegating action, 115
deleting, 115
DM (document management) system, 

125–126
ECM (enterprise content management) 

system, 125–126
editing Subject line, 122–124
fi ling, 118–124
including as audit point for policies, 235
including as policy topic, 230
legal risks, 116
maintenance of, 117
MSG fi le extension, 120–122
naming, 122–124
number in inbox, 114
operational concerns, 116
PST (Personal Storage Table) folders, 

118–120
purging, 37–38
reviewing, 117
risks of, 116–117
scheduling time for, 115–116
searching for legal hold, 147
size with attachments, 117
as “smoking gun,” 147
taking action on, 115
usage policy, 116
value of, 114–115

e-mail quotas, managing, 117
enterprise content management (ECM) 

software. See ECM (enterprise content 
management) software

enterprise searching, trend toward, 267
ESI (electronically stored information), 

135, 141, 266–267
event-driven retention periods, 56

Excel documents, purging, 37–38
expenses, trimming, 24–26
external hard drive, backing up to, 131. See 

also hard drives

• F •
Federal Rules of Civil Procedure (FRCP) 

2006, 266–267
fi le cabinets

lateral, 81–83
vertical, 80–81

fi le folders. See also folders
hanging, 89
labeling, 90
side-tab, 87–88
side-tab color-coded, 78–79
top-tab, 86–87

fi le review
assigning fi les to folders, 108
emptying Recycle Bin, 109
hard drive usage, 107
implementing, 108–110
naming fi les, 107
planning for drives, 107–108
retention schedule, 107

fi les
naming, 252–253
purging, 24–26, 36–37

fi ling equipment
mobile shelving, 84–85
open-face shelving, 83–84
vertical fi le cabinets, 80–81

fi ling methods
alphabetical, 76–77
alphanumerical, 78–79
numerical, 77–78
records profi le, 91
selecting, 90–92

fi ling systems. See also digital fi ling 
systems; imaging documents

accounting for growth, 91
choosing, 254
developing, 27–28
digital, 92–96
evaluating, 92
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fi scal record value category, 57
fl ash drive, backing up to, 132
folder structure. See also electronic folders

creating, 102–103
naming conventions, 102

folders, assigning permissions to, 106–107. 
See also fi le folders

forms
for appraisals, 45–47
for retention schedules, 67

FRCP (Federal Rules of Civil Procedure) 
2006, 266–267

freeze, explained, 13
full backup, 130–131
Full Control permission, 105
functional appraisal

conducting, 44
explained, 40–41

Functional retention schedule
benefi ts of, 53–54
business processes, 53
culture change, 53
departmental category, 66
described, 53
example, 52
form option, 68
narrative format, 68
process description, 66
record group, 66
requirements, 53

• G •
GARP (Generally Accepted Recordkeeping 

Principles)
accountability, 265
availability, 266
compliance, 266
disposition, 266
integrity, 265
protection, 266
retention, 266
transparency, 266

graphics fi les, purging, 37–38

• H •
hanging folders, using, 89
hard drives. See also drives; external hard 

drive; network drives; shared drives
classifi cation management, 110
cleaning up, 101–103
cleaning up with software, 110
duplication, 100
folder structure, 100, 102–104
maintaining, 110–112
maintenance by administrator, 111–112
metadata, 100
naming, 100
planning fi le review, 107–108
purging, 37–38
reviewing fi les, 108–110
searching, 100
usage policy, 111
versioning, 100

historical record value category, 57
hyperlinks, using instead of attachments, 

249–250

• I •
ICP (Information Capture Professional) 

certifi cation, 19
ICRM (Institute of Certifi ed Records 

Managers), 18
imaging approach

centralized imaging, 168
departmental, 166–167
determining, 165–170
equipment, 166
in-house operation, 165–166
outsourcing, 168–169
remote imaging, 168
SLA (Service Level Agreement), 169
values for indexing, 171

imaging documents. See also fi ling 
systems; scanning documents

access to information, 155
benefi ts of, 155, 172
customer service enhancements, 155
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disaster recovery, 155
document analysis, 170–171
effi ciencies, 175
eliminating fi ling, 174
expense reductions, 155
explained, 27
frequency, 154
gathering requirements, 170–171
hardware, 154
investing in, 169–170
investment, 172
location, 154
MFD (multifunctional device), 154
needs assessment, 170
paper to paperless, 153–154
price per image, 172–174
productivity increases, 155
ROI (return on investment), 172–175
software, 154
storage of records, managing, 175
storage reductions, 155
valuating benefi ts, 174–175
vital records protection, 155
volume of documents, 154

imaging hardware, evaluating, 175–177
imaging needs assessment

conducting, 156–158
form formats, 157

imaging process
autopopulation, 162
back-end approach, 158
bar codes, 159–160
corners of documents, 160
cover sheet in prepping, 159
front-end approach, 158–159
highlighting, 160
indexing, 162–164
patch codes, 159
postprocessing approach, 158
prepping, 158–160
QC (quality control), 164–165
readability, 164–165
scanning documents, 161
separator sheet in prepping, 159
staples, 160
tape, 160

imaging software. See also software 
applications

back-page detection, 177
batch classes, 178
deskewing, 178
despeckling, 178
evaluating, 177–178
one-touch buttons, 178
page order, 178
recognition, 177

inactive records. See also records
access control procedures, 203–205
as audit point for policies, 234
boxes, 203
chain of custody, 204–205
cleanliness, 202
fi re detection, 202
fi re suppression, 202
heat detection, 202
moisture control, 203
pest control, 202
protecting, 202–203
shelving, 203
smoke detection, 202
storing onsite, 201–206
ventilation, 202

inactive storage. See also record storage
box identifi ers, 206
optimizing, 205–206
shelf labeling, 206

incremental backup, 130
indexing

optical marks, 163
process of, 27
using in imaging process, 162–164, 171

information. See business information
Information Capture Professional (ICP) 

certifi cation, 19
information destruction policy. See 

destruction methods
information governance, trend toward, 

259–260
information hold orders, 13. See also legal 

holds
as audit point for policies, 234–235
including in policy, 229
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information life cycle
Active phase, 12
Creation/Receipt phase, 12
Final Disposition phase, 12
Semi-Active phase, 12

Information Requirements 
Clearinghouse, 60

information retention schedule, 13
initiatives, creation of, 14
Institute of Certifi ed Records Managers 

(ICRM), 18
internal audit department, getting support 

from, 31–32
interview appraisal method, 44
inventory appraisal method, 43–44
IT department, getting support from, 30–31

• J •
JPEG fi les, purging, 37–38

• K •
keyword searches, performing for legal 

hold, 148–149

• L •
lateral fi le cabinets, considering, 81–83
legal and regulatory record value 

category, 57
Legal department. See also discovery

getting opinion on appraisal, 42
getting support from, 32–33
retention-period approval, 63

legal discovery, use of network drives 
for, 99

legal holds, 13. See also information hold 
orders

assigning metadata for searches, 150
category, 145
confi rmation of receipt and hold, 144
date, 143
destruction, 151
effectiveness of, 144

electronic information, 147
evaluation, 151
explained, 143
format, 145
issuing reminders, 151
keyword searches, 148–149
lifting, 151
locating information, 145–147
maintaining, 150
matter, 143
multiple, 151
new information, 145
organizing search party, 145–146
preservation instructions, 144
recipients, 143
recission notice, 151
relevant documentation, 143–144
repositories, 145
versus retention schedule, 144
reviewing status of information, 151
searching via software systems, 150
system update, 151

List Folder Contents permission, 106

• M •
magnetic tape

avoiding for archiving, 139
backing up to, 131, 134
burden argument, 134

management guidelines. See also Records 
and Information management

active periods, 253–254
destruction and deletion, 254
disposal of information, 251
electronic folders, 252
fi ling systems, 254
inactive periods, 253–254
“keep everything” syndrome, 255
limiting e-mail attachments, 249–251
managing copies, 255–257
naming fi les, 252–253
simplicity, 257–258
using hyperlinks, 249–250

manila folders. See fi le folders
MFD (multifunctional device), 154
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mirror backup, 130
mobile shelving

compacting, 84–85
considering, 84–85
lateral slide, 84–85

Modify permission, 105
MSG fi le extension

benefi ts of, 121
renaming fi les while saving, 124
using with e-mail, 120–122

• N •
NAID (National Association for Information 

Destruction), 218
NARA (National Archives and Records 

Administration), 54
network drives. See also hard drives; 

shared drives
as audit point for policies, 235
classifi cation management, 110
cleaning up, 101–103, 110
duplication, 100
folder structure, 100, 102–104
including in policy, 230
increasing capacity of, 98
maintaining, 110–112
managing, 98
metadata, 100
naming, 100
planning fi le review, 107–108
reviewing fi les, 108–110
searching, 99–100
usage policy, 111
use for legal discovery, 99
versioning, 100

nonvalue information, explained, 11
numerical fi ling

account number, 77
cross-referencing, 77
employee identifi cation number, 77
indirect access, 77
medical record number, 77
number types, 77
straight numeric method, 77–79
unique numbers, 77
vendor number, 77

• O •
open-face shelving, considering, 83–84
optical disc, backing up to, 132
optical marks, 163

• P •
paper records, locating for legal hold, 

146–147
paper to paperless, 153–154
PDF fi les, purging, 37–38
permission types

Full Control, 105
List Folder Contents, 106
Modify, 105
Read, 106
Read & Execute, 105
Write, 106

Personal Folders Backup add-in, 
downloading, 119

Personal Storage Table (PST) folders. See 
PST (Personal Storage Table) folders

PMP (Project Management 
Professional), 19

PNG fi les, purging, 37–38
policies

attaching soft copy, 231
auditing, 233–236
conciseness, 228
defi ning, 228
determining audit points, 234–235
distributing hard copy, 231
enforceability, 228
making available, 230–232
placing on intranet, 232
providing link to, 232
relevance, 228
simplicity, 228

policy topics
audits, 229
e-mail, 230
glossary, 229
hyperlinks, 229
information destruction, 230
information hold order, 229
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policy topics (continued)

network drives, 230
purpose, 229
record storage, 229
retention schedules, 229
scope, 229
social media, 263
vital records, 229

PowerPoint documents, purging, 37–38
productivity, increasing, 27–28
professional speaking, 22
Project Management Professional (PMP) 

certifi cation, 19
PST (Personal Storage Table) folders

benefi ts of, 118
creating and structuring, 118
displaying, 118
drawback, 118
subfolders, 119–120

PST fi les
backing up, 118
sharing, 118

public speaking, 22
purging fi les, 24–26, 36–39

• Q •
questionnaire appraisal method, 45, 47

• R •
Read & Execute permission, 105
Read permission, 106
record holds. See legal holds
record retention schedules. See retention 

schedules
record storage. See also inactive storage; 

storage of records
as audit point for policies, 235
including in policy, 229

record storage vendors
company information, 209
contracting with, 210–212
customer service, 210
destruction fee, 208
disaster preparedness, 210

facility, 209–210
fee structures, 207–209
handling fee, 208
liability in contract, 212
location, 209
off-site requirements checklist, 209–211
permanent withdrawal fee, 208
policies, 210
pricing in contract, 212
receiving and entry fee, 207
refi le fee, 208
retrieval fee, 208
Schedule A in contract, 212
security, 210
SLA (Service Level Agreement) 

addendum, 212
storage fee, 208
term of contract, 211
touring facilities, 209
transactional costs, 208–209
transportation fee, 208
value of deposit in contract, 212
vehicles, 210

record value categories
administrative, 57
fi scal, 57
historical, 57
legal and regulatory, 57

records. See also copies of records; 
inactive records

event-driven retention periods, 56
explained, 10–11
information retention schedule, 13
life of, 12
media neutral, 10
purging, 24–26
retention periods, 59
storing, 25
vital, 11

Records and Information management. See 
also management guidelines

AIIM (Association for Information and 
Image Management), 17

ARMA (Association for Information 
Management), 17

certifi cations, 18–20
computer storage, 98
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core business function, 23
CRM (Certifi ed Records Manager), 18
executive briefi ng, 20–21
ICRM (Institute of Certifi ed Records 

Managers), 18
importance of, 14
improving knowledge of, 16–17
marketing, 33–34
out of sight--out of mind, 98
professional speaking, 22
showing benefi ts, 23–24
trimming expenses, 24–26
writing skills, 20–22

Records and Information policy. See 
policies

records hold order, 13
Records Management software

audit controls, 183
box storage, 182
check-out/check-in, 182–183
classifi cation, 182
fi le management, 182
record holds, 183
retention management, 183
search/request, 182
security, 182

records manager, function of, 15–16
records profi le, creating, 91
Recycle Bin, emptying, 109
regulatory requirements, considering, 42
restore backup, 137
retention periods

assigning to departmental records, 61
assigning to nonrecord information, 

61–62
determining, 57
laws and regulations, 59–60
ranges, 61
record percentages, 61
record types paired with, 59
researching, 58–59

retention research software, 60
retention schedule categories

ACT start code, 64
Active period, 65
Citation area, 66
CMO start code, 64–65

fi le plans, 64
Inactive period, 65
media format, 65
PERM start code, 64
record series description, 64
record series name, 64
retention periods, 65
retention rules, 65
start codes, 64
trigger events, 65
Vital area, 66

retention schedules. See also data 
retention schedules

acquisitions, 70
attorneys, 60
as audit point for policies, 234
Big Bucket format, 54, 66
change request forms, 70–71
components, 67
conducting investigations, 56–62
consultants, 60
CPAs, 60
deciding on formats, 56
departmental changes, 71
Departmental format, 50–52
distributing electronically, 69
divestitures, 70
explained, 49
form formats, 67–68
formats, 50
Functional format, 52–54, 66
implementing, 68–69
importance of, 50
versus legal hold, 144
narrative formats, 68
providing direction, 69
record value categories, 57
reviewing annually, 70
templates, 70
updating, 70–71
using intranets, 69
web forms, 70

retention-period approvals
department management, 62
Legal department, 63
Tax department, 62
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reviewing fi les
assigning fi les to folders, 108
emptying Recycle Bin, 109
hard drive usage, 107
implementing, 108–110
naming fi les, 107
planning for drives, 107–108
retention schedule, 107

Right principle, applying, 26–27
risk management department, getting 

support from, 31
risks, exposure to, 28–29

• S •
sandbox, requesting from vendors, 191
scanners

departmental, 176
desktop, 176
ease of use, 176
evaluating, 175–177
feeder trays, 177
maintenance, 177
mechanics, 176
production, 176
rated speed, 176
workgroup, 176

scanning documents, 161. See also imaging 
documents

batch class, 161
capture software, 161
document profi ling, 161

scheduling. See retention schedules
security

assigning to drives and folders, 105–106
permission types, 105–106

senior management, getting support from, 
29–30

shared drives, administering, 104–107. 
See also drives; hard drives; network 
drives

SharePoint, pros and cons, 265
shred vendor

certifi cate of destruction, 220
cost requirements, 219–220
electronic media, 220

establishing requirements, 219–221
frequency requirement, 219
location requirement, 219
NAID (National Association for 

Information Destruction), 218
rendering information unrecoverable, 

218–219
security requirements, 220
selecting, 218–221
shred bins, 220–221

shredders
cross-cut, 216
diamond-cut, 216
prices, 216
strip-cut, 216
tear and crush, 216

shredding, outsourcing, 217. See also 
destruction methods

shredding in-house
costs, 215
equipment, 215
frequency, 216–217
information sensitivity, 215
process, 215

SLA (Service Level Agreement), 212
social media

access, 263
accuracy, 263
conduct, 263
confi dentiality, 263
transparency, 263
trend toward, 262–263

software, deduplication, 268
software applications. See also imaging 

software
assessing needs, 187–191
Document Management, 180–181, 183–185
ECM (enterprise content management), 

181, 185–187
eDiscovery, 181
evaluating vendors, 191–195
hosted, 181
operational requirements, 189–191
pain points, 189
premises-based, 181
process automation, 188
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Records Management, 180–183
reduction in copying, 188
reduction in faxing, 188
retention research, 60
ROI (return on investment), 188–189
search and retrieval, 188
subscription and hosted, 181
technical requirements, 189–191

software implementation, 195–198
adoption, 197
awareness, 198
big bang, 196
budget shortfalls, 196
budgeting, 197–198
customization, 197
evaluation and testing, 196–197
lagging adoption, 196
overcustomization, 196
pilot program, 197
planning, 197
strategizing, 196–197
training, 198

software requirements analysis
business-use cases, 190
committee, 190
conducting, 189–191
justifi cation, 190
NDA (nondisclosure agreement), 190
requirements gathering, 190
research, 190
RFI (request for information), 190
RFP (request for proposal), 190

software vendors
business-use cases, 192
comparing, 195
cost, 194
demos, 191
evaluating, 191–195
functionality, 193–195
maintenance, 194
professional services, 194–195
review and selection, 190–191
sandbox, 191
scalability, 194–195
support, 194

test plan, 193
vendor/reseller, 193–194

staff productivity, increasing, 27–28
storage of records. See also record storage

inactive records onsite, 201–206
managing, 25
price of, 25

structured data, trend toward, 263–264
subfolder structure

creating, 102–103
naming conventions, 102

Subject line, editing in e-mail, 122–124
support group

compliance department, 30
creating, 29–33
Internal Audit department, 31–32
IT department, 30–31
Legal department, 32–33
Risk Management department, 31
senior management, 29–30
Tax department, 32

• T •
Tax department

getting support from, 32
retention-period approval, 62

TCO (total cost of ownership), 25
TIFF fi les, purging, 37–38
Toastmasters, 22
training methods

awareness campaign, 239–240
face-time, 244
getting management support, 238
intranet-based, 245
perception of need, 238–239
promotional material, 240
webinars, 244

training plan
curriculum, 241
customizing, 242
developing, 241–243
refresher training, 242–243

training program, time required 
for, 243–244
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trends
big data, 261–262
cloud computing, 260–261
collaboration, 264–265
data mapping, 266–267
deduplication software, 268
enterprise searching, 267
GARP (Generally Accepted Recordkeeping 

Principles), 265–266
information governance, 259–260
social media, 262–263
structured data, 263–264

• U •
usage policy

attachments, 111
creating for drives, 111
deletion, 111
folders, 111
naming conventions, 111
retention, 111

• V •
version control, managing, 256–257
vertical fi le cabinets, considering, 80–81
vital records

as audit point for policies, 234
operational, 11
organizational, 11
protecting, 155

• W •
webinars, conducting, 244
websites

ARMA (Association for Information 
Management), 240

Information Requirements 
Clearinghouse, 60

NAID (National Association for 
Information Destruction), 218

Personal Folders Backup add-in, 119
retention research software, 60
Toastmasters, 22
Zasio retention research software, 60

Word documents, purging, 37–38
Write permission, 106
writing skills

accuracy, 21
audience, 21
call to action, 22
conveying benefi ts, 22
fi ve Ws and one H, 21
jargon and slang, 21
limiting choices, 22
planning, 21
proofreading, 21
subject matter, 21
volume, 21

• Z •
Zasio retention research software, 60
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