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Catalyst Retention Schedule Offer
US $10,000

Planning a SharePoint EDRMS? It all starts with your retention schedule. Start with the one thing every 

successful deployment depends on—a software-ready retention schedule. Traditional retention schedules in 

Word, Excel, or PDF simply cannot drive Microsoft Purview or any modern SharePoint-based records 

management solution. The exclusive Catalyst Retention Schedule Offer transforms your existing retention 

schedule—or creates one from scratch—into a structured, machine-readable asset designed specifically for 

automated records management. Working alongside our experienced records management specialists, you'll 

receive an organization-specific, legally defensible retention schedule that becomes the foundation for 

Microsoft Purview and virtually any SharePoint-based EDRMS. It's the fastest, lowest-risk way to modernize 

your records management program, eliminate years of preparation, and ensure you're ready for a successful, 

compliant EDRMS deployment when the time is right.

Get Your Retention Schedule Software-Ready for Future EDRMS

www.rimtechconsulting.com

www.catalystigtools.com

Retention Schedule Localizatio 

Add up to 50 new unique categories

Ready for any SharePoint Records Managament Software

1-Year Subscription to Catalyst IG Tools

Access to 2,000+ retention schedule categories

What you get:

Final-form Software-ready retention schedule
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Service Deliverable Details

Retention Schedule, 

Localization

No changes to existing Catalyst 

categories or retention rules.

Records Retention Schedule (RRS), PDF 

Format. Standard Catalyst Municipal 

categories. Software-Ready. Includes:

1. Retention Rules

2. Content Rules for each category

3. Case Naming Conventions

4. Retention Rule and RRS Content Rule 

Names

5. Unique category codes, machine-

generated

6. Functions, Business Unit (BU) 

Grouping, Business Units

7. 800+ Common categories

8. 1,100+ Municipal categories

Localize Catalyst Master Municipal Records Retention Schedule (RRS) to 

client requirements:

Client:

1.Identify BUs (Business Units) and RRS categories (Business activities) 

not needed

2. Identify Name Changes for Functions, BU Groupings, and Business Unit 

(BUs)

RIMtech:

1. Remove un-needed BUs and categories

2. Rename Functions, BU Groupings, and BUs 

3. Update/Re-Generate new:

 3.1 Unique File Codes for all categories

 3.2 Retention Rule Names

 3.3 RRS Content Rule Names

Retention Schedule, Top-Up

(Additions Only)

No changes to existing Catalyst 

categories or retention rules.

New additional categories added to 

retention schedule.

Maximum 50 Categories

Add new categories (business activities) to existing Catalyst RRS:

Client + RIMtech:

1. Define and document NEW activities/categories not in Catalyst Master

 1.1. Interview BUs (Remote)

 1.2 Record Title, Description, Case, Retention treatment for each category

 1.3 Review with client and finalize

RIMtech: 

1. Merge New categories with existing Catalyst RRS

2. Merge new retention treatments:

 2.1 Add New Retention Rules 

 2.2 Add new RRS Content Rules

3. Update/Re-generate new:

 3.1 Unique File Codes for all categories

 3.2 Retention Rule Names

 3.3 RRS Content Rule Names

4. Generate Final-state RRS to signature-ready form

Includes

Updates, RRS Data

New RRS Data

Updates, RRS Structure

Artifact Name

RRS

1

2

3

4

5

Records Retention Schedule. Final form, signature-ready. PDF format. 

Artifacts

Catalyst Annual Subscription
Details

Details

All updates to existing Records Retention Schedule (RRS) categories (titles, description, content rules, retention rules, 

legal citations, etc.) in the 12 months since subscription start date.

All new RRS categories added by RIMtech in the 12 months since subscription start date.

All changes/improvements to the structure of the source RRS spreadsheet and generated PDF final-form RRS. Any 

Business Unit interviews for new categories to be conducted remotely via Teams or Zoom. Client must make 

appropriate Subject Matter Experts (SMEs) available for interview. Client to schedule interviews.

Any new categories beyond 50 are not included. Any such additions will require professional services at RIMtech's 

standard per-diem rates, estimates to be provided.

RRS Content Rules are in vendor-neutral language, NOT specific to any named records software.

 Catalyst RRS Supporting Services

Any changes to existing Catalyst retention schedule categories are not included. Any such changes will require 

professional services at RIMtech's standard per-diem rates, estimates to be provided.

Final-form retention schedule delivered in PDF form, signature ready.

Terms and Conditions



Term Definition

Case Category

A business activity in the retention category based upon a person, event, or thing. The activity is repeated per case, and 

each case has a unique end date. Examples:

Projects  (each project = a case)

Employee Records (each employee = a case)

Contracts (each contract = a case)

1. All RRS Categories are either case, or non-case.

2. Records of each case are maintained separately from all other records in that category.

Category

A business activity within the Records Retention Schedule (RRS). Also known as a records series, activity, "bucket".  

Each category within Catalyst has three "modes" of deployment:

Local. This activity only exists within a single BU. A single SharePoint library.

Common. This activity is conducted by >1 BU. Each BU has their own identical copy of the SharePoint Library.

Shared. This activity is conducted by >1 BU, all participating BUs share a single SharePoint Library.

Column  A metadata field in SharePoint

Column List Values

The allowable values for a SharePoint column used within a RRS content Rule. For example, a column "Document 

Types, IT Projects" may have the following values:

Planning and Logistics

Financial

Design-Related

Testing and Acceptance

Other

RRS Content rules may specify the following:

If "Document Type, IT Projects " = Financial, retention = Project End Date + 7 Years then delete

If "Document Type, IT Projects " = Design-Related, retention = 15 Years then delete

...

Content Rule

A rule that specifies which retention rule to apply to specified content in SharePoint. The rule must exist in two places:

1. The Retention Schedule. Plain English, vendor-neutral format. Example; "If Final Report = Yes, retention = 55 years 

then delete"

2.  The Records Software. In Proprietary vendor-specific language/syntax. 

Note:

1. Typically multiple (average 3) content rules per RRS Category

2. Not all vendor products can properly and fully interpret some RRS Content Rules, nor certain combinations of multiple 

content rules.

Example 1  (Microsoft Purview)

If LibraryName:Audit AND RefinableString 29:Yes then apply Retention label "Retain 25 Years then Review"

Example 2  (AvePoint Opus)

If LibraryName = Audits AND ColumnName "Final Report" Equals Yes , Apply term "Keep 25 Years Then Delete"

Metadata

A field of data permanently associated with a document. Typically descriptive data used to assist in future retrieval. 

Metadata in SharePoint is called a "Column". A category for "Fleet Vehicle Maintenance" for example might have fields 

such as Vehicle Number, Work Order Number, Make/Model, Work Performed, Date In, Date Out, etc.

Recordkeeping Software
Software to manage SharePoint content as records. Examples include Collabware, RecordPoint, Gimmal, AvePoint 

Opus, Microsoft Purview

Retention Rule

A unique retention rule consists of a unique combination of trigger, retention period, and disposition action. Can be 

applied to SharePoint content via content rules. Consists of three parts:

1. Trigger. A date that triggers the start of the retention period

2. Retention Period. How long to retention the record in immutable form.

3. Disposition Action. What to do with the records after the retention period has expired (e.g. delete, transfer, etc.)

Examples:

1. Retain 5 years then delete

2. Retain 20 years then delete.

3. Retain 5 years following Project End Date then transfer to Archives

RRS
Records Retention Schedule. A list of business activities, with appropriate retention treatments for the records generated 

by that activity.

Definitions



Term Definition

RRS Content Rule

A business rule in the records retention schedule (RRS) that specifies which retention rule to apply to specified content in 

SharePoint. Example;

1. If Library = Audits and SharePoint column Final Report  = Yes , apply retention rule "Keep 25 Years then delete".

2. If Library = Audits and SharePoint column Final Report NOT = Yes , apply retention rule "Audit End Date + 3 Years 

then delete".

1. The rule is vendor-neutral. May or may not be usable by some record software products.

2. A given category in the RRS may have multiple content rules. Typical = 3 rules per category.

SharePoint Deployment 

Map (SDM)

A comprehensive map of SharePoint IA as deployed, in PDF form. Includes details of all libraries, statistics of column 

and library usage, column characteristics and usage, etc.

SharePoint IA

SharePoint Information Architecture (IA). Consists of the following for each RRS category:

1. SharePoint Library

2. Content Type

3. Appropriate metadata for each category. Average 14 columns per category/library

4. Default library View

5. Library Index Tool

6. Case categories metadata divided into case vs document columns. Average columns entered by users = 2.1 columns 

per library


