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Subcommittee as well as the Consumer Privacy and Data Analytics 
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Historical Approaches to RRS



Historical Approaches

• Departmental retention schedules

• Functional retention schedules

• Big Buckets

• Excel spreadsheet exchanges

• Cloud-based RRS management



Why Is RRS the First Line of Defense?

⦿Legal Holds

⦿Privacy Compliance

⦿ROT Disposition
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Current Best Practices to RRS
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Inform People and Systems with Retention Rules
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Login Screen 



A Modern Retention Schedule



Orchestrates Information Governance Requirements

Over 340,000 requirements in more than 350 jurisdictions around the world
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A Modern Retention Schedule

Organized by key 
business function

Easy to reference Record 
Series codes

Trigger Events 
and Retention Periods 
that can 
be understood 
(and implemented!) 

Clear, meaningful names 
and descriptions



Add Examples: Where Magic Happens



Content Types, Examples and Regulations



Record Attribute Tags



Regulatory Update Notifications



End User Search Capabilities



Editable Fields and Ability to Add Regulations



Search Specific Requirements



Download Capabilities 
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Ways to Future Proof Your RRS



AI Effect on RIM Practices
⦿ Auto-classification within grasp

⦿ Relatively simple ROT clean-up

⦿ Impact of RRS and importance of 
record examples

⦿ Other attribute classification

● Part numbers

● Sensitive PI

● Security classification 



Updates of IG-Related Policies



Key Policies And Procedures

RIM Policy

Privacy Policy, including Terms & Conditions

Cyber-Security Policies
• Data Classification Policy

• Confidential Information Policy

• Incident Response Policy

Legal Hold Policy & Procedure

Records Management Procedures Manual



Revise All Existing Departmental Policies to Harmonize with RIM 
Policy and Broader Information Governance Documents, including:

Business continuity

Restricted confidential or 
sensitive materials shredding

Customer services 

Use of customer information 

Notification of a security breach 

Computer equipment secure 
data disposal 

Vital records

Electronic data retention backup 

Email retention and backup for 
Exchange/Outlook folders and systems backups 

File system management 

AI-enabled recordings + retention concerns

Proper disposal of company property and 
materials



Before You Start, Ask Yourself:
▪ Does my organization have a formal RIM team? If not, who owns or oversees it?

▪ How is my retention schedule managed today, and what has been the hardest part of keeping it current? 

▪ How do we manage global or multi-jurisdictional retention requirements today? 

▪ When someone asks why a specific retention rule exists, how easy is it to point to the underlying legal 

citation or rationale? 

▪ Who is expected to use the retention schedule in practice - just the records team or also Legal, Compliance, 

IT, and/or business users, and how do they typically access it today? 

▪ How are retention rules intended to be applied to systems like Microsoft 365, shared drives, or other 

repositories? 

▪ If my retention schedule were working exactly the way I would want, what would it make easier? 



Take Aways:

End-User Google-like search capabilities

Update RIM Policy

Modern practice is to lean into cloud-based platforms for RRS management

• Single point of truth
• No cumbersome Excel spreadsheets

Harmonize related policies

Questions to ask yourself about the state of your program
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Questions ?



Thank You!

John Isaza, Esq., FAI 

(949) 632-3860

John.Isaza@LexShift.com

LexShift.com
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