ADDENDUM B

Sample:  Generic Document Retention Policy

RECORD RETENTION POLICY/CLOSING FILES
File Closing
When work on a matter is complete, the individual in charge of the matter must send a closing letter to the client that contains a clear statement of the Company’s file retention and destruction policy.  The client should be given the opportunity to request an alternative period.  Lack of contrary instruction within an established time period shall indicate the client’s acceptance of the Company’s policy.

Any original client documents should be returned to client with a letter retained in the file that documents the return of such documents.  Before sending the file to storage, the individual in charge of the matter shall ensure that the file is organized and that extraneous or duplicate documents are discarded, before sending the file to storage.  This is of critical importance because storage is paid for based on volume.  When we send unnecessary materials to storage, the Company suffers financially.

Immediately upon sending the final bill to the client, the individual in charge of the matter shall notify the Company’s Chief Administrative Officer to close the file.  The CAO shall ensure that the file is marked “closed” on the Company’s conflicts of interest data bank, that the file is appropriately catalogued for storage and is diarized for destruction before sending the file to storage.

File Retention
Unless either the individual in charge of the matter or the client designates otherwise, files will be routinely retained in storage for seven (7) years following the date on which the client is advised that the Company is closing the file.  This policy shall be communicated to clients in the engagement letter and confirmed in the closing letter.  The retention period will be clearly marked on all containers holding the file materials.

The Company recognizes that some files may require a longer retention period due to the subject matter of the file, relevant statutes and regulations, involvement of minors, or other issues.  The individual in charge of the matter may employ a longer retention period for a given file only after written approval of the CAO.

Files being held in remote storage will be routinely destroyed by administrative action on a periodic basis after the expiration of the relevant retention period.  When a file is identified for destruction, the individual in charge of the matter shall be notified and be given an opportunity to raise any objection.

No file materials of any kind are to be destroyed if the subject matter therein constitutes a circumstance that may give rise to litigation, is involved in litigation, is under subpoena, or a request for production from any court or agency.  When the individual responsible for the matter receives information of such circumstances, he or she must cause the file, if still in existence, to be removed from storage and preserved until all court or agency requirements are satisfied.  Any questions about the retention of such file materials should be directed to the Company’s Claims Counsel.

Retention of Timesheets and Proformas
Retention of timesheets and billing statement proformas carries with it expense, redundancy issues and storage problems.  Because of the potential for errors in time entry (misinterpretation of handwritten entry, wrong file number, etc.) we consider only the bill as approved and sent by the individual responsible for the matter as our official record, rather than the drafts leading up to it.  Additionally, many timekeepers are now keeping time electronically and do not use timesheets as they have in the past.  Therefore, effective now, new timesheets should be destroyed on a schedule that is not less frequent than semi-annual.  In other words, time slips for the period 1/1/02-6/30/02 should be destroyed in 1/03; time slips for the period 7/1/02-12/31/02 should be destroyed in 7/03.  Drafts are not needed after electronic input has occurred and the bill has been sent out, and should be destroyed after the bill is mailed.  

Retention of Electronic Data
Electronic transmissions should be printed and stored in the files as you would any other document such as correspondence, along with any attachments, drafts, duplicates, and “strings” should be deleted periodically from all electronic storage but no less than every 30 days.

