
DATA RETENTION POLICY IMPLEMENTATION TEMPLATE
Once your data retention policy is complete, use this plan to roll it out.  Add or delete items to fit your organization’s needs.

ACTION RESPONSIBLE TARGET DATE STATUS

Create schedule for notification and launch of policy

Notify employees of policy and launch date 

Notify employees of exception plan in case of legal actions 
or audits

Notify employees of plan for feedback

Policy launch date

Requests for feedback (recurring)

Notification to employees to examine records and delete or 
archive according to policy.

Revisit plan to update (recurring)

http://bit.ly/2Lveh7q


DISCLAIMER 
 
Any articles, templates, or information provided by Smartsheet on the website are for 
reference only. While we strive to keep the information up to date and correct, we 
make no representations or warranties of any kind, express or implied, about the 
completeness, accuracy, reliability, suitability, or availability with respect to the website 
or the information, articles, templates, or related graphics contained on the website. 
Any reliance you place on such information is therefore strictly at your own risk. 
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