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Core Business Process: Record-Keeping and Archiving

Objective: To ensure the systematic storage, organization, and retrieval of records to meet
regulatory requirements, support decision-making, and maintain operational efficiency.

Step 1: Define Record-Keeping Policies

1. Identify Record Types:
o Categorize records (e.g., financial, legal, HR, operational).
2. Establish Retention Schedules:
o Determine how long each type of record should be kept based on legal and
operational needs.
3. Set Access Controls:
o Define who can view, modify, or delete specific records.
4. Ensure Compliance:
o Align policies with industry standards and regulatory requirements (e.g., GDPR,
HIPAA).

Step 2: Record Creation and Storage

1. Standardize Formats:
o Use consistent templates and formats for record creation.
2. Digitize Records:
o Convert paper documents to digital formats for easier storage and retrieval.
3. Implement Storage Solutions:
o Use secure physical storage for hard copies and cloud-based or on-premise
systems for digital records.
4. Tag and Index Records:
o Apply metadata, tags, or unique identifiers for efficient categorization and
searchability.

Step 3: Maintenance and Updates

1. Conduct Regular Audits:
o Review stored records periodically to ensure accuracy and completeness.
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2. Update Records:
o Modify records as needed to reflect current information while maintaining
version control.
3. Clean Up Redundant Data:
o ldentify and remove duplicate or outdated records to optimize storage.

Step 4: Access and Retrieval

1. Enable Quick Searches:
o Use search tools or indexed databases for fast retrieval of records.
2. Provide Secure Access:
o Grant access based on roles and implement authentication measures.
3. Track Access Logs:
o Maintain logs of who accessed records and when for accountability.
4. Fulfill Requests Efficiently:
o Respond to internal or external record requests promptly and accurately.

Step 5: Archiving

1. Identify Archival Records:
o Determine which records are no longer actively used but must be retained.
2. Use Long-Term Storage Solutions:
o Store archival records in secure, cost-effective systems designed for long-term
preservation.
3. Maintain Accessibility:
o Ensure archived records remain retrievable in case of future needs or audits.
4. Label Clearly:
o Apply clear labels or tags indicating archival status and retention period.

Step 6: Record Disposal

1. Follow Retention Policies:
o Dispose of records that have exceeded their retention periods.
2. Use Secure Methods:
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o Shred physical documents and permanently delete digital files.
3. Document Disposal:

o Maintain logs of disposed records for compliance and audit purposes.
4. Confirm Compliance:

o Verify that disposal processes meet legal and regulatory standards.

Step 7: Continuous Improvement

1. Review Policies Regularly:
o Update record-keeping and archiving policies to reflect changes in regulations
or organizational needs.
2. Leverage Technology:
o Implement advanced tools for automation, encryption, and Al-powered search
capabilities.
3. Train Employees:
o Provide training on record-keeping best practices and compliance
requirements.
4. Monitor Effectiveness:
o Track key metrics like retrieval times, storage costs, and audit outcomes to
identify improvement areas.

Conclusion: A robust record-keeping and archiving process ensures compliance, operational
efficiency, and effective information management. Continuous monitoring and improvements
enhance reliability and accessibility over time.



