
[image: Graphical user interface, diagram

Description automatically generated]

[image: Diagram

Description automatically generated with medium confidence]

[image: Graphical user interface, text

Description automatically generated]

[image: Graphical user interface, application

Description automatically generated]

[image: Graphical user interface, application

Description automatically generated]

[image: Diagram

Description automatically generated]
[image: Graphical user interface, application

Description automatically generated]

[image: Diagram, timeline

Description automatically generated with medium confidence]
[image: Graphical user interface, application

Description automatically generated]

[image: Diagram

Description automatically generated]
























































image7.png
Examples of good documents to retain include:

@ A. Changes orders

@ B. Correspondence from ¢

? @ C. Expense reports for er
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You should train your staff to avoid “reply all"
whenever possible.
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Recommended best practice for project close out
includes:

A. Review of any contractua
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Some attorneys want all documents
kept and some want none kept.
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A“document” can be:

@ A. Paper

7 @ B. Electroni
H @ C. Digital Ph
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A document retention policy can help defend
against claims and avoid monetary and/or legal
sanctions.
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All executed contracts and all documentation
showing significant changes in the design, the
budget or the schedule should be in your

| document retention policy.
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When consistently applied, a document retention procedure
can:

@ A. Minimize busin

B. Establish one so.
questions or clair

?
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@ E. All of the above
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The definition of “reasonably accessible” documents is:

@ A. Documents must |

B. Documents may n
) @ destroyed such that
only be restored a
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It's not necessary to confirm that every member of your staff
reads the document retention policy - you just need to have





