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@ PURPOSE

The purpose of this report is to provide the analysis and assessment of Decker, Hubbard
and Brown’s Records Management Program for the creation of content and documenting
the processes of the business activities. Documenting and conducting analysis of the
Records Management Program will provide Decker, Hubbard and Brown with the
assessment of the current state of the organization’s Information Management Policies
and should be taken into consideration before moving forward with any modifications or
development and design of a Records Management Program.

The report identifies the dependencies between workflow processes and the business
actions that generate records and the associated information (metadata) that needs to
be created or captured as part of the Records Program to better understand where the
organization is with respect to records management.

Q 2

www.DHandB.com


https://www.proposalkit.com/

Q EXECUTIVE SUMMARY

Decker, Hubbard and Brown is in the process of reviewing the enterprise records
management challenges associated with being a financial services company in the
technology vertical. It is the goal of the organization to improve knowledge sharing and
better equip staff to perform their jobs and to be as efficient, effective and consistent as
possible.

The Objective...

In order to improve staff access to information and increase knowledge share, the
Records Management Program must be able to provide the compliance, ease of access,
efficiency and continuity of all of Decker, Hubbard and Brown’s records. In order to fulfill
these goals and objectives of Decker, Hubbard and Brown, the program should address
the following needs:

Organize content that has been accumulating into a centralized location with a
standardized process and procedures.

Develop a roadmap for long term goals and objectives of the company’s
enterprise Records Management Program.

Identify and categorize the vital documents and records generated within the
organization.

Comply with regulatory requirements and prioritize the importance of records.
Provide a complete review and audit of existing processes that generate records.
Identify stakeholders for the Records Management Program.

Deliver technology requirements for the Records Management Program.

Identify resources for the program.
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The Opportunity...

The Records Management Program is an important component for Decker, Hubbard and
Brown to continue to be a leader in the financial services industry. The Records
Management Program will be able to satisfy Decker, Hubbard and Brown’s needs to be
competitive in the financial services market and build a foundation for the records
management controls and processes to govern the vast amount of information created,
received, and used in the conduct of Decker, Hubbard and Brown’s activities.

Goal #1: Design an enterprise Records Management Program to demonstrate the
company’s understanding of the nature of its records and compliance with
legislation, policies, principles, processes and procedures for managing the
organization’s knowledge.

Goal #2: Develop a long term plan for the care and security of the company’s
records and to provide fast access to content. Allow personnel to make intelligent
and well informed decisions from the most relevant and up-to-date data.

Goal #3: Identify the company’s processes and the technologies for best
practices of records life cycle management.
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@ RECORDS MANAGEMENT

The company’s primary focus of records is for the functional areas within the
organization that generate high volumes of content and meet the goals of the Records
Management Program. A current inventory of Decker, Hubbard and Brown’s documents
and records is recommended to define the as-is state and identify departments or
business units that have gaps in standards and procedures for Records Management. As
part of the formal program assessment, a review of all content in context of the Records
Management Program will help Decker, Hubbard and Brown develop policies and
procedures for the new program. The policies and procedures should be authorized and
adopted though change management and delivered to the organization with training.

The goal of the Records Management Program is to develop policies that clearly identify
the sources of content, categories of records, and the appropriate retention period.

Content Source Description Location

File Cabinets The HR group's 2rd floor room HR
documentation of an 202
individual's

employment,
assessing and
directing employee
progress toward
performance goals,
investigating and
responding to
employee misconduct,
grievances and
disciplinary matters.

ECM Document libraries Server D, EF Projects, Marketing,
Sales, Software.
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Policy and Procedure List

The following is a list of Decker, Hubbard and Brown’s current policies dealing with
information and records management related matters:

Latest Description Purpose of the Policy Source
Version

Date

Business 6/20XX Policy for use of Identify the responsibility ~ Business
Computer organization’s for safeguarding the data

Equipment computer on local machines and

Policy equipment servers

File Naming 7/20XX Version control Ensure documents are Business
and Versioning reduces the risks correct, current, and
Procedure of using the wrong  support productivity

documents and though using standards

enhances the and templates

ability to secure
records and
provide better
information
auditing

Logo Use and 8/20XX Company Standardize on document Business
Guidelines branding creation

Policy and documents and

Procedure templates
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Gaps in Records Management Policy and Procedure

For the purposes of the Records Management Program, Decker, Hubbard and Brown will
perform a records inventory and catalog all content to create a file plan and retention
schedule for the development and maintenance of the Records Management Program.
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@ ORGANIZATIONAL STRUCTURE

The following outlines Decker, Hubbard and Brown’s organizational structure with the
purpose and details of each unit. The purpose or function of each unit in the structure of
Decker, Hubbard and Brown will aid in the creation of the File Plan to categorize records,
define ownership and locations of content, and aid in defining taxonomy.

Organizational Chart

Chief Executive Officer

Director of Sales

Chief Technology Officer Chief Financial Officer

Human Resources

Professional Services Sales Accounting

Marketing

The following is a list of departments and functions within Decker, Hubbard and Brown.

Name and Acronym of  Function of Business Unit  Description Specific details
Business Unit about business unit

content

Human Resource The function of Documents created Employee Files

Management managing the workforce  for personnel Regulations
management, Recruiting
regulations,
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@ REGULATIONS

The following outlines Decker, Hubbard and Brown’s regulatory or legal compliance
requirements for managing the documents and records created in the daily activities of
running the business.

The regulatory environment for Decker, Hubbard and Brown consists of the internal
audits and IRS regulations for records management.

Regulatory Environment Elements
Decker, Hubbard and Brown's internal audit operations, including reports
IRS-required documents for recordkeeping
Material safety data sheets (MSDS)
Sarbanes- Oxley (SOX)
JCAHO (Joint Commission on Accreditation of Healthcare Organizations)
HIPAA (Health Insurance Portability and Accountability Act)

ISO (International Organization for Standardization) regulations

Internal Audits: Decker, Hubbard and Brown uses a third-party auditing firm to provide
evidence of sound financial reporting and ensure the company is in compliance with
laws and regulations.

IRS-Required: Decker, Hubbard and Brown is required to keep business documents
supporting federal tax regulations and provide a summary of business transactions. The
Records Management Program will include the creation and disposition of the company’s
financial records (for example: accounting journals, supporting documents, expenses,
travel, transportation, entertainment, and taxes).

Material Safety Data Sheet (MSDS): Decker, Hubbard and Brown must catalog and
maintain MSDS documents. The Occupational Safety and Health Administration (OHSA)
requires that MSDS documents be available to employees in the workplace and to local
fire departments and local and state emergency planning officials in the event of an
emergency. Part of Decker, Hubbard and Brown’s Records Management Program is to
provide online access and management MSDS sheets.
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The rest of this sample is included in the retail Proposal Packs and Proposal Kit

Professional bundle. Purchase any Proposal Pack in the design theme of your

choice and you will have everything you need.

How do | customize or create my own version of this sample?

Using the included Proposal Pack Wizard is the best way to make customized

versions of the samples. Using the Wizard and any Proposal Pack you can

recreate any of the samples in the visual design theme you purchased as well as

branding it with your own logo and design.

After purchasing, downloading, and installing your Proposal Pack and

Wizard software add a new project in the Wizard.

Click the Pick Documents button then click the View Samples tab.

Select the title of this (or any other) sample and click the Import Content

from Selected Sample button.

Customize the chapter list as needed to suit your situation. You can add
additional chapters from the library of 2000+ topics, reorder chapters,

remove chapters.

When you save your project, the Wizard will build you a custom version of
this sample in the visual design theme Proposal Pack you purchased
applying all your customizations (logos, font types, color schemes, contact

information, etc.).

Open and edit the Word document to complete your work.



This sample is included in the Proposal Kit Professional and Proposal Pack

products.

This sample has been truncated to only show the first few pages. The complete
version of this sample including an editable Word version is included with all

Proposal Kit Professional and Proposal Pack products found at:

ProposalKit.com/htm/proposal-software-products.htm
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