SOP: Archival, Document Storage, and Retention
Guidelines

This SOP provides comprehensive archival, document storage, and retention guidelines to ensure the proper
management, preservation, and accessibility of organizational records. It outlines procedures for systematic document
classification, secure storage methods, retention periods in compliance with legal and regulatory requirements, and eventual
disposal or archival of records. The objective is to maintain data integrity, confidentiality, and efficiency in information retrieval
while supporting organizational compliance and operational continuity.

1. Purpose

To establish standard procedures for the classification, storage, retention, and disposition of organizational documents,
ensuring regulatory compliance, security, and operational efficiency.

2. Scope

This SOP applies to all employees, departments, and third-party vendors responsible for creating, handling, or managing
organizational documents in both physical and electronic formats.

3. Responsibilities

Records Manager: Oversee the implementation of this SOP and maintain awareness of compliance requirements.
Department Heads: Ensure departmental adherence to guidelines.

Employees: Follow the defined procedures for document handling, storage, and retention.

IT Department: Support electronic document management and implement secure access controls.

4. Document Classification

Documents must be classified into one of the following categories for appropriate handling:

Classification Examples Sensitivity
Confidential HR files, contracts, financial records High
Internal Use Policies, meeting minutes Medium
Public Press releases, brochures Low

5. Storage Guidelines

1. Physical Documents:
o Store in secure, access-controlled, and environment-controlled facilities.
o Labelfiles clearly with classification and retention dates.
o Restrict access to authorized personnel only.

2. Electronic Documents:
o Store on secure servers with regular backups and access controls.
o Implement encryption for sensitive files.
o Use document management systems for version control and audit trails.

6. Retention Periods

Document Type Retention Period ReferencelJustification

Financial Records 7 years Legal/Tax Requirements



Employee Records 7 years after termination Legal/HR Policy

Contracts 7 years after expiry Legal/Business Practice
Operational Documents 3 years Internal Policy
Permanent Records (e.g. Articles of Incorporation) Permanently Critical Organizational Value

Refer to applicable local, state, and federal laws for regulatory compliance on retention periods.

7. Disposal and Archiving Procedures
1. Disposal:
o Securely shred or permanently delete documents past their retention period.

o Maintain a destruction log documenting date, document type, and method of disposal.
o Ensure data removal from backups where applicable.

2. Archiving:
o Transfer records of historical or legal significance to long-term archival storage.
o Review archived documents annually for continued relevance or eligibility for destruction.

8. Security & Confidentiality

e Alldocuments must be protected against unauthorized access, loss, or damage.
¢ Regular audits and reviews should be conducted to ensure compliance with this SOP.
e Employees are obligated to report suspected breaches or non-compliance immediately.

9. Training

All personnel with document management responsibilities must undergo initial and periodic refresher training on document
handling, storage, retention, and disposal procedures.

10. Review and Update

e This SOP is to be reviewed annually and updated as needed to reflect changes in legal requirements, organizational
policy, or best practices.

11. References

e [Listany relevant laws, regulations, standards, or internal policies]

12. Appendix

e Sample Document Destruction Log
e Document Classification Quick Reference Guide
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