
Effective Document Archival 
Policy Checklist

 F Define the types of documents that need to be archived: Identify the documents that 
require archiving based on their business, legal, or regulatory significance.

 F Determine the retention period: Determine the retention period for each type of document. 
This may vary based on industry regulations or internal policies.

 F Establish a document management system: Establish a system for document 
management that enables secure storage, retrieval, and tracking of documents.

 F Assign responsibility for document archival: Designate individuals or departments 
responsible for managing document archival, including the creation of policies, 
procedures, and systems.

 F Ensure compliance with legal and regulatory requirements: Ensure that the document 
archival policy is compliant with relevant legal and regulatory requirements, such as data 
privacy laws.

 F Implement security measures: Establish security measures to protect archived 
documents from unauthorized access, alteration, or destruction.

 F Regularly review and update the policy: Regularly review the document archival policy 
to ensure it remains relevant and effective. Update the policy to reflect changes in 
regulations, technology, or business practices.

 F Establish backup and disaster recovery procedures: Establish backup and disaster 
recovery procedures to ensure that documents are not lost due to system failures or 
natural disasters.

 F Train employees: Train employees on the document archival policy, procedures, and 
systems. Ensure that they understand the importance of document archival and their role 
in ensuring compliance.

 F Conduct periodic audits: Conduct periodic audits to ensure that the document archival 
policy is being followed and that the systems and procedures are effective. Make changes 
as needed based on the results of the audit.
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