
 

 

 

Records and Data Clean Up Day  

October 24, 2023 

 

If you are preparing to permanently delete or shred documents, ask yourself: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Important Definitions 

Are there any known legal holds, or are you a legal hold custodian?   

Is this redundant or unnecessary Business Value Information (BVI), or is it an official Record?  

YES 

Do not destroy any 

documents or data subject to 

a legal hold. Custodians are 

responsible for ensuring 

their documents are 

preserved and excluded 

from this minimization effort. 

If you are on a legal hold, you have 

received an email in the past from 

legal-hold-

notice@republicservices.com.  Please 

refer to those messages to review 

your legal holds.  

If you cannot locate your legal holds, please contact the Senior 

Paralegal in the Legal Department who supports you. 

Custodians are responsible for ensuring their documents are 

preserved and excluded from this minimization effort.  

Proceed to the next 

question.  

DON’T KNOW NO 

BVI OFFICIAL RECORD DON’T KNOW 

If yes, feel free to delete or 

shred. 

Except in the case of Records with a 

retention of <90 days, the sole copy 

of an official Record should not be 

destroyed unless first cleared by 

Republic’s Records and Information 

Management (RIM) team.  

Although unlikely, if you believe you 

have one of these Records, please 

ensure they are properly stored or 

contact 

Records@RepublicServices.com with 

any further questions. 

Often our official Records are stored 

in structured data spaces, such as 

Salesforce or Workday. Is what you 

have a redundant copy? If so, 

dispose of these documents.  
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Records are both electronic and physical documents generated or received by Republic that 

are governed by the Records Retention Schedule (RRS). These official Records have an 

associated legal or business retention period which is outlined in the Records Retention 

Schedule.  

The sole copy of an official Record should not be destroyed unless first cleared by Republic’s 

Records and Information Management (RIM) team.  

Business Value Information are materials or documents not considered a Record and will not 

have an associated retention requirement. This type of document serves a specific, temporary 

purpose and should be disposed of once it is no longer useful or needed for legal hold 

purposes. These are likely documents such as meeting notes, presentations, trade 

publications, or copies of official Records.   


