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SAMPLE TELCO
RECORD RETENTION AND DESTRUCTION POLICY

Purpose:

To describe SAMPLE TELCO’S perspective to ensure that necessary records and documents are
adequately protected and maintained and to ensure that records that are no longer needed or
those of no value are discarded at the proper time. This policy is also for the purpose of aiding
employees of SAMPLE TELCO in understanding their obligations in retaining and destroying
documents.

Policy:

It is the policy of SAMPLE TELCO that documents are retained and destroyed consistently
ing to the policy set forth in the record retention and destruction policy of SAMPLE
TELCO.

Afttached as Appendix A is a Record Retention Schedule that is approved as the initial
maintenance, retention, and disposal schedule for company records.

SAMPLE TELCO's Human Resources Department (OR OTHER DISIGNATED
DEPARTMEMNT) is the administrator of this policy and the implementation of processes and
procedures to ensure that the Record Retention Schedule is followed. The administrator is also
authorized to make modifications to the Record Retention Schedule from time to time to ensure
that it is in compliance with local, state, and federal laws and annually review the record
retention and disposal program and monitor compliance with this policy.

Documents will be retained for the designated time stated according to Appendix A. Once the
document has reached its termed retention date the document will be destroyed by a secure,
protective, and safe method, which may include but not limited to shredding of the document.

In the event that SAMPLE TELCO is served with any subpoena or request for documents or any
employee becomes aware of an investigation or audit concerning or the commencement of any
litigation against or concemning SAMPLE TELCO, such employee shall inform the
Administrator and any further disposal of SAMPLE TELCO documents shall be suspended until
further notification is received from the Admini . The Administrator shall take appropriate
steps to promptly inform all staff of any suspension in the further disposal of documents,

This policy applies to all records generated in the course of SAMPLE TELCO’s operation,
including both original documents and reproductions.
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The End

(or just the beginning?)
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