Record Retention Initiative 

Strategy Document

Objective
The Record Retention Initiative (RRI) will insure Corporate’s critical data is retained in accordance with government regulations and corporate Policy, which will allow corporate applications to better manage historical electronic data.   

Scope
Identify all corporate critical electronic data and implement a strategy to manage crucial data more effectively.  Scope includes all mainframe application data throughout corporate that is required by law to be retained for historical purposes.  Create a documented and reviewable process to accomplish this task.

The action plan will be worked in the following phases:

Phase I Project Structure: 
a. Create a project team.

b. Develop a specific record retention standard and communicate this process to all business application groups.

c. Establish a Production Operations task force to assist the applications to identify critical data and make the data set name changes.

d. Establish a strategy document.

e. Develop a high-level project plan with deliverable dates.

Phase II Develop Working Model:
a. Define requirements for a working model to be used in the conversion process for all applications.  Work in conjunction with initial application groups to identify critical data and make data set name changes.  Outline and document model for future application groups when converted.  Determine funding requirements.

b. Identify data owners up to director level.  Owners are responsible for insuring the proper retention of their data.  Applications sharing the same data must decide ownership for the purpose of meeting legal requirements.

c. Create a WEB link from standards Corporate (Service Operation’s ITO standards management product) to Corporate’s Record Retention Schedule.  The Records Retention Schedule assists applications by identifying the required retention of corporate data.

d. Production Operations will determine the appropriate utilities to ensure the data set naming convention supports the Records Retention Schedule for critical data.  Identification of the data to be retained, per the Records Retention Schedule, will be the responsibility of each application group

Phase III:

a. Members of the Record Retention Initiative Team will contact all production applications.  The RRI Team will introduce the new standards; schedule the group for modification and assistance in making the changes when needed.

b. An aggressive schedule will be developed and presented to management.

c. Promote Record Retention Initiative to give project high visibility. 

Budget / Finance
New budgetary considerations include resources to handle the additional requirements to perform application data analysis and related code modifications.  Currently, workloads are heavy for Production Operations and the Application Groups. To support aggressive schedule additional resources may be required due to resource constraints.  In addition, the Application Groups will need assistance to analyze their data for compliance with the Records Retention Schedule.  Project resource requirements will be reviewed and validated during Phase II of this project. 

Due to the possible increase in data being retained, an impact may be seen in the tape, floor space, and vault space areas.  The potential exists for additional resources required in these areas.  
Assumptions
· The initial effort addresses mainframe systems targeting all critical data.

· Records Management conducts spot audits to verify compliance.

· This is not a replacement to disaster recovery data.  

· Corporate’s Retention Schedule currently encompasses the US and Canada.  Joint ventures are not the responsibility of Corporate to produce legal data. In acquisitions Corporate must provide legal data.

· Point of contact for funding: 
· ?

· ?

Business Context
<This section summarizes some of the business issues around the project, including profiles of major customer categories, assumptions that went into the project concept, and the management priorities for the project.>

Stakeholder Profiles

<Stakeholders are individuals, groups, or organizations that are actively involved in a project, are affected by its outcome, or can influence its outcome. The stakeholder profiles identify the customers for this product and other stakeholders, and states their major interests in the product. Characterize business-level customers, target market segments, and different user classes, to reduce the likelihood of unexpected requirements surfacing later that cannot be accommodated because of schedule or scope constraints. For each stakeholder category, the profile includes the major value or benefits they will receive from the product, their likely attitudes toward the product, major features and characteristics of interest, and any known constraints that must be accommodated. Examples of stakeholder value include:

· Improved productivity

· Reduced rework

· Cost savings

· Streamlined business processes

· Automation of previously manual tasks

· Ability to perform entirely new tasks or functions

· Conformance to current standards or regulations

· Improved usability or reduced frustration level compared to current applications

Example :>

	Stakeholder
	Major Value
	Attitudes
	Major Interests
	Constraints

	executives
	increased revenue
	see product as avenue to 25% increase in market share
	richer feature set than competitors; time to market
	maximum budget = $1.4M

	editors
	fewer errors in work
	highly receptive, but expect high usability
	automatic error correction; ease of use; high reliability
	must run on low-end workstations

	legal aides
	quick access to data
	resistant unless product is keystroke-compatible with current system
	ability to handle much larger database than current system; easy to learn
	no budget for retraining


Project Priorities

<Describe the priorities among the project’s requirements, schedule, and budget. The table below may be helpful in identifying the parameters around the project’s key drivers (top priority objectives), constraints to work within, and dimensions that can be balanced against each other to achieve the drivers within the known constraints.

Status Reporting
Status reporting will be done in the following matter:

Level I: 


Program Lead will hold a weekly meeting to discuss issues, concerns, and progress. Meeting minutes will be distributed via e-mail to team members and point of contact list (being developed).  Each attendee will review these meeting minutes with appropriate personnel within their areas of responsibilities.

Level II:

Executive reporting for the Records Retention Initiative (RRI) will be rolled up to the Corporate Sponsor and Executive Project team monthly.            
Potential Impacts
· If resource assistance is not provided a possible impact to new development may occur due to lack of personnel resources until record retention analysis and modification is complete.        

Corporate Sponsorship
Complete and consistent record retention compliance requires a process to insure full adherence.  Corporate Sponsorship has been identified as David Case - Vice President and Controller.  It is imperative to have Records Retention data requirements endorsed at the VP and Director level.

Summary 
Maintaining record retention compliance with government regulations is a vital business process.  A documented procedure on legal record retention will give clear guidance to all data creators.

Contacts:
Corporate Sponsor:  

Executive Project Team:  

Project Owner/Manager:

Project Lead:

Project Core Team:

