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RECORD PROBLEMS = COMPLIANCE PROBLEMS
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RECORD PROBLEMS = COMPLIANCE PROBLEMS
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RECORD PROBLEMS = COMPLIANCE PROBLEMS
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RECORD PROBLEMS = COMPLIANCE PROBLEMS

|  Affect risk assessments and investigations

|  Affect the organizations ability to respond
promptly

| Affect the ability to self-report, correct

|  Affect resulting enforcement action:
strategy/cost

EXISTING RIM PROGRAM

| If you haven’t already done so partner with the RIM team

|  Get familiar with the requirements — you’ll get buy in
quicker if you speak their language

|  Work together to identify synergies between their
program and yours

| The more attention the RIM program gets and the better
it is enforced — the more prepared you'll be




Slide 7

A2 maybe illustrate that records mgmt provides a foundation for
being able to properly carry out compliance functions. Without
that foundation, it's like a "leaning tower" or "house of cards"
Author, 8/24/2018



| Policy Management

| Training

| Multiple Risk Areas |

| Risk Assessment and Mitigation

| Allegations and Investigations

So MANY HATsS AND ONLY ONE HEAD

RIM Policy and Retention Schedule

RIM subject matter expert on IT projects
Litigation Hold Management

Oversee Record Coordinator Network
Manage offsite storage accounts

Oversee shred program ©




MERGING PROGRAMS
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MERGING PROGRAMS

| You need to understand it before

| You don’t need to be an expert ‘
overnight ﬁi:

| RIM doesn’t just focus on business
records — the focus is on all of the
organization’s information 2" o
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you can do it @ !331 (@T I

| RIM requires on the job learning T ) i

)

Paper or digital doesn’t matter

You are already doing it — your
program is being documented /
recorded

The goal of any RIM program is to
ensure you have what you need
when you need and that you get
rid of it when it’s no longer
needed

YOU CAN-DO THIS
e e




THE MERGING OF RIM AND COMPLIANCE

BUILD A SUPPORT NETWORK

| Partner with IT, Legal, Information Security and Privacy —
their goals are your goals

OLCY ‘N”G‘Mr,o
™

GDPR requires local data protection officers — use your record VALUE

coordinator network - dual roles ensure that the Privacy Office
reate, Use
shares responsibility for managing the network B R

Hold, Retain Store,
Discover Asrchive Secure

Dual messaging, i.e.
“The best way to protect your data is to delete”

“Ensure GDPR compliance by following the Company’s PR v - contE Efficiency

Retention Schedules”

| In person compliance workshops and training are a great
place to build support for your RIM program

Information Governance Reference Model / ©2012 /v. 3.0 / edrm.net
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THE MERGING OF RIM AND COMPLIANCE

CROSS POLLINATE

Incorporate clauses related to recordkeeping in all of your policies referencing the RIM Policy and
Retention Schedules and providing direction on where to get more help, i.e., intranet, etc.

Update your Training

| RIM: In addition to litigation hold, discuss the impact of recordkeeping on a bribery investigation or antitrust
action — bring compliance into your RIM training

| ABAC: Talk about how over and under retention impacts the accuracy and completeness of your records and
prevents violations of SEC regulations

| Competition: When discussing what to do in the event of a Dawn Raid talk about in how proper RIM practices
make it easier to ensure the regulators get only what they are asking for and no more

Incorporate RIM into your Risk Assessment —we do a combined Global Privacy and Data Protection
section which discusses RIM requirements in some detail
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THE MERGING OF RIM AND COMPLIANCE

CROSSs POLLINATE

Never miss an opportunity to talk about the RIM Program

GOLDEN RULES FOR HANDLING PERSONAL DATA

Use only the ABG networks Dispose of personal Incidents happen! Tell us
or approved remote access data with care - /X? when things are lost, stolen
portals to access your emails record how and when @ or shared by mistake. Using

the reporting procedure
means we can help you take
the right action.

and documents

Lock away your papers when Lock your laptop / Don't share your passwords

you are aware from your tablet whenever you
desk leave it

Do not keep personal data Be aware when Don't work with personal
sharing personal data data on your own devices or

) @

-~
%

/

longer than you need it -

follow the ABG Record & - ask what, why and store data USBs, external

Information Management how hard drives, etc. unless these

Policy have been approved by or
provided by the Company
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THE MERGING OF RIM AND COMPLIANCE

CROSS POLLINATE

Never miss the chance to take advantage of a legal crisis
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THE MERGING OF RIM AND COMPLIANCE
MAKE IT EASY

| Inaddition to developing training for all employees as well as one specifically
directed at Record Coordinators to build their subject matter expertise, there is a
dedicated section of the Business Ethics & Compliance website for RIM:

| Automated decision tree to determine what is a “business record”

| Training module on sending and retrieving records to and from offsite storage which
demonstrates how to pack boxes, label and arrange shipment

| Record Coordinator directory by location/department so that employees can get their
inquiries addressed by the local SME
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Commitment

Integrity

Record Management Policy Hi

EMPLOVEE'S RESPONSIBILITIES

» Treat all Business Recorcs properly n accordance with the Avis Budget Record e e
Management Policy . The phyakalform, e oo
areto ensure that Business Records can be found when needed forman b rrelevant.
iness Records for storags tion and disposition P

records subject 1o Legal Hold in an orderly and acoessible manne B Graup
open

HOW TO IDENTIFY BUSINESS RECORDS What s & Legal Maki?

Hyou answer “yes” to any of these questions, you may have a business record. Alegal Foldrefennto the

> Was it created In the course of business? e.g., comespondence, ogreements Campany's proceduse for
ion? e.g., comespondence et ot s e

mpany’s activities or actions? e.g., calendars, mecting minutes, o
pany’s activit tions? e.g. calendars, meeting minutes, seleladmpminly
k.

& by StatUte oF reBUIANION? €.g., tox returns, pubic filings
> Doesit suppart financial obligations o legal claims? e.g., contracts, itigatian case files Latisad i nadrds
> Does it communicate the Company’s requirements? e.g, poiicies, procedures, stondards e o infommaton e 10 b
preserved,for what e rame
it g o 1 s
e,

WHY DO WE HAVE DISPOSITION EVENTS?

Dispasition refers to the final stage of "active” recors e e
cocuments and information we hold and dete! Records, and o the afieced nfommorion may be.
Inactive Business Recorcs are moved into Gesroyed, alered, concealed o

scarsed unkess and unnd Legal
el you ctherwse.

Records Retention Schedule.

WHEN 15 & BUSINESS RECORD INACTIVE?

Once 3 buness ecord ks nolonger
Business Records where employees G not nee regular access ut the company must keep themto | wsefulfor perfaring curent
Ul legal o7 bUsiness requirements are consicered Inact ve.

Exampies of Inactive Business Recoros might Include: Tong 3 It eeded o meet e
*  Closed or completed business such as expired, or terminated contracts
> Separated empioyee fles or inanCial recores of previous years
> Completed project documents

> ¥ The kength o e the recormunt
bekept 1 mest those

ELECTRONIC DOCUMENTS & EMAL reauirments b refemred 1o a5 s
period
The ements that apply 10 l Business Records apply 10 eledron documents and ema e pap ey
Retention Schedole which s e
> Every month or sa review your electronic documents; identry Business Records; and most commanyecord
. . x o spectty how long thesereccrds
Gispose of anytnIng eise yOu 1o longer neeo. Move Inactive Business Records 10.3 iferent in dpibes
canbe deroys

aganst the Retention
pired. Confirm that the

avis budget 2
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: THE TIME IS NOW

ﬂ TO ORGANIZE YOUR PAPER AND ELECTRONIC FILES!

Reduce your paper files
on-site and archive

Get rid of inactive business records
unnecessary

office records
Review electronic records and emails.

Delete unnecessary emails and
archive inactive business records

Commitment

avis budget group

- / Integrity

Responsitifty  Questions? Contact Corporate.Records@avisbudget.com

Ever feel like you're buried under a ton of paper and email. That there is just 100 much COMINg 3t you . .. 50 much 5o
that begin 1o feel like your drowning in 3 sea of paper. The Record & Information Management Team here at Avis
Budget Group wants 1o help. If you haven't alreacy done 50, we recommend that you visit ABG U and check ovt the
ining available by links: Complisnce: Record and Infarmation o
Eecords Dis position for Emplovees.

One of the greatest time savers you'll ever learn is to make sure you handle each document the first time you touch it
Of caurse, not all of us are in 2 position to take action on every document, piece of mail or email that comes our way but
Yo can reduee the amaurt of time and energy you spend managing them

ACT OoN IT

Does this sound familiar? Vun come into your office ard have 15 new e-mails. On your cesk are three folcers and two

0. You letter and read . but realize it s going to take more
time than you though. You puum aside and start another task. You handle that task and your phone rings. You
answer the phone and et pulled in a new cirection for 10-15 minutes. You pkk up one folder, bUt just as you do that an
email comes in. You 5t0p to read the email which takes more time than you have right now, but it must be dealt with
right away.

Ouracvice? Don't open that email, letter or fike until you are reacy to deal with it. Use the “Touch it Once Rule”.
Prioritize thase items that require action. If you an't co them now, either refer them to someane else or place them in
» your “To Do” or “Action” pile until you have time 0 acdress them, Think about icentfying “hance by cates” so you
don't miss an important deadline.

Hyou wart torefer an actionto someane else but want toensure it doesr't get overookes, trck the more important
ﬂ items to fol You an 6o this by éropping 3 the person's name to which you

referred the ftem.

FiLe It

Once the item has been acted upon, itis time to file or toss it. Can you identify 3 specific use for this document or
information? Is it a duplicate or convenience copy? Are there legal consicerstions? Is there a hold in place? If the answer
10 all of these cuestions is “na”, ask yourself ane final question: What is the worst possible thing that could happen if |
cicn’t have this information? If you can live with your answer, then toss it

However, if the item is a business record or a temporarily useful item that you would feel more comfortable halding
onto, fileit. Be sure to mark thase items with a date to be discarded—three months, sixmonths, or a year.

At minimum, you should set asice time ance a week to do vuurﬁllng The larger the pile grows, the les you are going to
want ta tackle it. There will also be a g hat you need when you need it

» =

( e —————— ]




THE MERGING OF RIM AND COMPLIANCE

DON’T TRY TO DO IT ALL YOURSELF

| Each member of our Compliance team has completed a basic records management course

Records Management University provided by Feith Systems & Software, Inc.

https://www.feith.com/records-management-university-webinar-course/

National Archives provides a Certificate Course in Records Management

https://www.archives.gov/records-mgmt/training

ARMA International is the world's leading information management membership organization - Membership is $175
and gives you access to free and paid training, resources and much, much more — www.arma.org

Local ARMA chapters hold regularly educational sessions and you do not need to be a member to attend. Find the
chapter in your area and see what they are offering - https://www.arma.org/page/LocalChapters

Establish a group mailbox so that inquiries can be addressed on a timely basis at corporate.records@avisbudget.com
by any member of the team
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RIM AND THE COMPLIANCE PROFESSIONA

TAKEAWAYS

| Consider records retention as critical to your compliance program

| Build a Support Network

| Cross Pollinate
| Make It Easy

| Don’t Try to Do It All Yourself
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Got
Questions
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4 THANK YOU

10 Jacki Cheslow
+1 973 496 5157
jacki.cheslow@avisbudget.com
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