CASE NO 4.- ? COMPANY* 


A Corporation was having difficulty locating records when needed, so the firm's President called a meeting to discuss the problem. 
During the meeting it was discovered that the firm had no official records retention program. It was decided, therefore, that a System Analyst would be hired to set up a  permanent company records retention program.


The Analyst hired was given the authority of a project manager. The Analyst decided to begin by taking a records inventory of all active records being maintained by the company. The Analyst, who had performed similar work before, decided to take this inventory by means of a questionnaire. After the records inventory questionnaires were returned and tabulated, the Analyst proceeded to set up a records retention schedule. To set up the schedule the Analyst researched all the requirements imposed by government, other regulatory agencies, customers, and the company itself. Upon completion of this research, the Analyst assigned the appropriate retention time to each type of record.


The Analyst then visited each Department Manager, introduced himself, and proceeded to determine whether the Manager concurred with the records retention schedule proposed for their departments. He told those who disagreeded  that he would consider making the necessary changes after further research. After talking to all the Department Managers, the Analyst went to the Contracts Department to see if they had any other retention requirements. After compiling all the necessary retention information, the final records retention schedule was typed and sent to the President for final approval.


While gathering information for the records retention schedule, the Analyst noticed that the Purchasing Department filed purchase orders by customer name. Having read the company's active life filing systems, he realized  that filing purchase orders by customer name was against company's active life filing policy. The Analyst, therefore, arranged a meeting with the Purchasing Department. 


When the Analyst finished the new filing system in Purchasing he proceeded to set up an inactive storage filing system. He decided to file by record title because it was both the most economic sytem and the easiest to maintain. The Analyst even set up a destruction file which would handle destruction cards for 50 years. As part of the inactive storage system, the Analyst decided the company should have two copies of its vital records, one on the premises for potential referral, with the original kept elsewhere. He noted that records stored off the company grounds should be kept in a place free of fire, flood, or theft.


When the Analyst finished setting up the rest of the records retention system, including new forms required, he gave the final presentation to the President and Department Managers. To accompany the new system the Analyst prepared a book describing the system and all the procedures necessary for running it.

Questions:

1. Did the Analyst start the records inventory in the correct manner? Explain fully.

2. What did the Analyst fail to do while setting up a records retention schedule?

3. Should the Analyst have gotten involved in setting up a new filing system in the Purchasing Department ? Explain why or why not.
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