· Policies and procedures

· Program structure

· Classification plan effectiveness

· Records security and protection

· Active program effectiveness

· Inactive program effectiveness

Monitoring and training

Your organization may have already established policies and procedures that address some of the questions in the Risk Profiler Self-Assessment . Collecting the documents listed below before starting the evaluation, will make it easier to complete.

· Records management strategic plans

· Established goals/objectives for the program

· List of documentation that supports your program (i.e., policies/procedures, retention schedules, classification plans, standards, metrics)

· Defined roles/responsibilities for all employees regarding the records management program.

Laws, regulations, etc., that have been followed in establishing records management programs
