Project Management Pack is included in the Proposal Kit Professional Bundle
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Project Management Pack is an extensive library of material used to help manage
your projects from start to finish. Project Management Pack also includes the
Records Management Toolkit for developing a detailed records management
program.

Project Management Pack is part of the Proposal Kit Professional Bundle.
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Records Management Policy

The company policies pertaining to << insert the policies in question >> are outlined below.
<< Qutline your company policies as they apply to your Records Management program. >>

Department:

Author:

Date:

Category:

Topic: RECORDS MANAGEMENT POLICIES

The Records Retention Policy and Program Procedures and the Records Retention Schedule
outlined in the file plan together comprise the Records Retention Program for <<Company>>.
This Policy and Procedure applies to all records and information, both paper and electronic.

The Objectives of the Program:

+ Objective #1 << List reasons and benefits for the records program such as “Follow good
business practices for record keeping” or “Destroy records when they have fulfilled all
legal, regulatory, contractual, and usage requirements to reduce storage and equipment
COSts.” >>

¢ Objective #2

¢ Objective #3
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This sample has been truncated to only show a portion of
the content. The complete editable version of this
document is included in Proposal Kit Professional at:
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