CASE 3.- JMF COMPANY* 


The JMF Company was a medium-size concern producing irrigation equipment ranging from lawn watering devices to commercial agricultural applications. The company had experienced substantial growth for several years and records retention had become a problem.


The retention system, initiated at a time when the company was strictly a small family operation, consisted of stacks of cardboard boxes filled with old tax forms, invoices, receivables, payables, etc., marked "Old Records." As the company expanded it was obvious that some formal retention system was needed. The time required to find an old record sometimes took days, and frequently the record could not be found at all.


The office manager was assigned the task of developing a new retention system. He carefully analyzed the active, storage and legal life of each document being used by the company. With the help of other department heads and the company lawyer, a schedule governing record storage and eventual destruction was developed. Records then in storage were analyzed, with most being destroyed.


Records determined to be of vital to the company were to be stored in fireproof underground vaults off the company premises. Other records were to be stored in the basement filed by the title of the record and box number location. A file of destruction cards was established to signal when a record was to be destroyed. The box location number would be written on the box and on a 3 x 5 inch card. The card would show box location number, contents of the box, and originating department


The new system was approved by the Executive Board (the owner and president of the company) and initiated.


The program progressed smoothly for several years. During that time, the company became a target of civil rights groups and was accused of practicing discriminatory hiring procedures. The company found itself being sued, after many informal meetings with civil rights representatives over a 3-year period. For the last 2 of 3 years, the company had repeatedly presented evidence in the form of job application forms in an attempt to ward off litigation. The company's position was that all applicants refused for available jobs were unqualified on the basis of previous experience or education. The company lawyer personally retrieved all records needed from storage just prior to each meeting.


Upon the hearing of an actual lawsuit, the company's lawyer immediately requested that all job application forms for the previous 5-year period be recalled from storage. He discovered that the only applications in storage were for the preeceding 12 months. On inquiry, he determined the other needed records had been destroyed, on schedule, the week before. Application forms were stored by each 12-month period and destroyed after being in storage for 12 months.

QUESTIONS:

1. What failure(s) in the program allowed this embarrasing situation to occur?

2. How could the office manager have lessened the chance of design errors in the system?
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