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Agenda

e Program content

o Status of project

e Plans for




2005 Project Goal

Develop a Document Management
Program for the Efficient and
Systematic Control of the Creation,
Receipt, Maintenance and Disposition
of Corporate Records.




Program Content
(Both Physical and Electronic

Records)
o Clear written document retention policy




Program Content continued

o Policy will be effectively communicated and compliance
will be monitored
— Periodic audits:

— Regular employee training:

o Administrative procedures in place
— Procedure to properly classify records:

— For normal storing, retrieving and destruction:

llows for stopping routine destruction if necessary:



Current Status




Schedule for




Schedule Continued




Questions & Answers




