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FOREWORD

[This foreword is not part of American National Standard ANSI/ARMA 8-2005.]

Three informative appendices accompany this standard.
Appendix A includes two sample records management
policy statements — one policy statement for the entire RIM
program and one policy statement specifically addressing
electronic records stored on various media as well as
electronic mail. These policy statements may be helpful to
organizations that do not currently have a RIM policy or to
organizations that are revising their current policy.
Appendix B contains three sample inventory forms that
provide examples of the types of information that should be
collected during a records inventory. Appendix C contains
four examples of records retention schedules that illustrate
the variety of formats and the types of information that
provide organizations detailed information about the
length of time their records should be retained.

This material has been developed under the published
procedures of ARMA International, which are designed
to assure the appointment of technically competent
committees having balanced representation. Although
the procedures ensure the highest degree of care, neither
ARMA and its members nor those participating in its
activities accepts any liability resulting from compliance or
noncompliance with the provisions given herein, for any
restrictions imposed on materials or processes, or for the
completeness of the text. ARMA has no power or authority
to police or enforce compliance with the contents of this
document. Any certification of product stating compliance
with requirements of this document is made at the peril
of the certifier.

Comments on the content of this publication should
be sent to: ARMA International, Director of Professional
Resources, 13725 W. 109th Street; Suite 101, Lenexa, KS 66215.
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» 1. Introduction

A record, regardless of its format or the media on which
it is recorded, supports decisions, justifies budgets and
expenses, communicates ideas, confirms sales and purchases,
documents rights, provides accountability, and otherwise
provides information. This information may be required by
executives, staff members, legal/regulatory authorities,
stockholders, students, the public, and others on all aspects
of an organization such as its policies, procedures, products,
stocks, and financial matters.

The goal of an information retention and disposition
program is to ensure that a record is identified, appraised,
and maintained for an appropriate period of time in such a
way that it is accessible and retrievable. It is disposed of —
either destroyed or transferred for permanent preservation —
at the end of the total retention period. The existence of, and
compliance with, an information retention and disposition
program is important to meet that goal and to avoid
premature disposition and/or unauthorized disposal or
retention of information.

1.1 Scope

This standard covers general principles in structuring an
information retention and disposition program, including
authority and responsibility, identifying and classifying
records for retention purposes, and principles for determining
retention periods for all records. The principles enumerated
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apply to records on all media and in all formats, including
but not limited to paper, microform, magnetic tape, personal
computer hard disks, diskettes, and CDs. Organizations
must apply these principles in compliance with the legal and
policy requirements of the institutional context within
which they operate.

1.2 Purpose

This standard provides guidance for establishing and
operating an information retention and disposition program
as a component of a complete records and information
management (RIM) program. When implemented, the
information retention and disposition program will define
periods of time for which records are to be maintained,
appropriate methods for disposition of records, and measures
to be taken when disposition must be suspended. Such a
program will help ensure compliance with operational,
legal/regulatory, fiscal, archival, and other requirements.

1.3 Equivalency

Nothing in this standard is intended to preclude the
application of new methods, technologies, or techniques for
the protection of information.

» 2. Normative References

The following standards contain provisions that, through
reference in the text, constitute provisions of this standard.
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