SOP: Obsolete Document Retention and Disposal
Guidelines

This SOP details the obsolete document retention and disposal guidelines, outlining the procedures for identifying,
retaining, and securely disposing of outdated documents. It emphasizes compliance with regulatory requirements, proper
documentation, and safeguarding sensitive information to maintain organizational efficiency and data privacy. The
objective is to ensure systematic management of obsolete records while minimizing storage clutter and mitigating
potential risks associated with improper document handling.

1. Purpose

To establish procedures for the retention and secure disposal of obsolete documents in compliance with applicable legal,
regulatory, and organizational requirements.

2. Scope

This SOP applies to all physical and electronic documents determined to be obsolete, including but not limited to
corporate, administrative, financial, personnel, and operational records.

3. Responsibilities

Document Owners: Identify and classify obsolete documents.

Records Management Team: Oversee retention schedules, archiving, and disposal processes.
IT Department: Ensure secure deletion of electronic records.

Employees: Comply with procedures and report obsolete records for review.

4. Definitions

Term Definition

Obsolete Document Any record no longer needed for business, regulatory, or legal purposes.
Retention Period The amount of time a document must be kept before it can be disposed of.
Disposed Securely destroyed so that information cannot be reconstructed.

5. Procedure

1. Identification of Obsolete Documents
o Conduct regular reviews of both physical and electronic records.
o Consult organizational retention schedule and legal requirements.

2. Retention of Obsolete Documents
o Retain records for the specified retention period noted in the retention schedule.
o Ifonlegal hold, extend retention as required.

w

. Preparation for Disposal
o Compile list of records due for disposal and submit for approval.
o Ensure sensitive information is protected until final destruction.
o Complete Document Disposal Authorization Form (see Appendix A).

N

. Disposal Methods
o Physical Records: Shred, incinerate, or use certified document destruction vendors.
o Electronic Records: Use secure deletion tools; ensure that data is irrecoverable.

5. Documentation & Audit Trail

o Maintain detailed records of disposed documents, including dates and methods of disposal.
o Retain disposal logs for audit purposes as required.

6. Compliance & Security



e Ensure all actions are compliant with data privacy regulations and internal policies.
¢ Report data breaches or improper document handling immediately to management.

7. Review and Updates

¢ Review this SOP annually or upon significant regulatory or operational changes.
e Approve and communicate revisions to all relevant staff.

Appendix A: Document Disposal Authorization Form (Sample)
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