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We have talked about some legal and 
practical reasons why it is a good 

idea to have a records retention policy. Now 
that you have one, how do you implement 
it and what does it really mean for you on a 
day-to-day basis? These are good questions, 
and they require some thought. Some of this 
will depend on the nature of the documents 
you create and the type of projects you 
work. In addition, how the policy applies 
also will be determined by some particular 
aspects of your company, such as how 
many employees you have, how many of 
them have access to and use email, what 
kinds of records do they create, and who is 
responsible for generating certain categories 
of documents. Paying attention to how your 
business operates and your company’s 
use of documents will have an influence 
on the type of records retention policy 
you ultimately implement. Below are some 
practical considerations you will need to 
address:

• �What categories and types of 
documents must I keep?

• �Where do I physically keep the 
documents?

• �In what format do I keep them?
• �Do I need to designate a custodian of 

the records?
• �How much is this going to cost me?
• �How often do I back-up my computer 

systems?
• �How do I dispose of company 

computers when they are being retired?
• �Are all documents my employees 

generate considered official records of 
the company?

• �How do I inform my employees about 
the records retention policy?

• �What may I do to help my employees 
follow the policy’s requirements?

• �May I change the policy once it is 
established?

• �What do I do with duplicate copies of 
documents?

• �What agencies are likely to be asking 
to review the company’s books and 
records?

• �Does the state in which I am working 
on this project have a certain period of 
time documents must be kept?

While you may not be able to foresee 
all of the various circumstances that 
may occur after your records retention 
policy is established, spending the time 
necessary to think in advance about these 
considerations can help minimize the 
chance that problems may arise and help 
mitigate the negative effect of any problems 
that you do face. A key to the success of a 
records retention policy is honoring it 
once it is established. Varying from the 
existing policy can be just as damaging 
and costly in some instances as not having 
a policy at all. A well thought out policy is 
the best place to start.
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Bricks in the Wall is a quarterly publication 
series, each issue on a topic of interest to 
the construction industry. Listed below are 
previous issues and their topics.

• �Why Is It Prudent to Have a Records 
Retention Policy?

• �Where Did That Document Go?
• �Giving Proper Notice
• �Get a Change Order
• �Don’t Just Kick a Contractor Off the Project
• �Changes to Tennessee Lien Law Statute
• �Your Contractor Delayed Completion of 

the Project — What Next?
• �Is Your Liquidated Damages Clause Valid?
• �E-Verify Required for All Federal 

Contractors — Part of the Plan
• �Changes to Tennessee Lien Law Statute 

Effective July 1, 2008
• �It Pays to be Indemnified
• �Federal Government Contractors Must 

Use E-Verify Effective January 15, 2009
• �You Need to Understand the Fair Labor 

Standards Act; Part 1 – The Basics
• �You Need to Understand the Fair Labor 

Standards Act; Part 2 – What is “Work” 
Under the FLSA?

• �You Need to Understand the Fair Labor 
Standards Act; Part 3 – Are You a Joint 
Employer?

• �You Need to Understand the Fair Labor 
Standards Act; Part 4 – Enforcing the FLSA

• �You Need to Understand the Fair Labor 
Standards Act; Part 5 – Protect Yourself

• �Here Comes OSHA – Protect Yourself
• �Stimulus Act Projects Require Strict 

Adherence to the Rules

What are some practical, real world things to consider about your 
records retention policy?
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