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Is your organization considering the M365 Compliance Center for your records management solution?  If 
you already own the M365 E3, E5, or Office 365 E5 license this may be the solution to consider in 
implementing information governance and records management in your Microsoft environment. Don’t 
plunge into it without understanding what is involved. Learn key things to know in developing a strategy 
and plan for implementing M365 to manage the life cycle of records – the capabilities, benefits, 
preparation, critical considerations, and steps to set-up your retention policies and apply them.  

Cindy Zuvich, CRM, CIP (Shea-Zuvich Associates, RIM-as-a-Service) has worked as a consultant and 
independent contractor in information governance and records management for 25 years.  She has 
developed and managed numerous programs and a variety of projects in diverse industries from small, 
mid-size, to Fortune 500 companies.   Her expertise range from assessments, gap analyses, strategies, 
roadmaps, and writing program playbooks.  She is experienced in developing policies and processes, 
records retention schedules, lifecycle management, change management, risk and other aspects of 
program development and management.

Planning for Records Management in M365
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To understand how to plan for records management in M365

Learn…..

(I) The Planning Journey

⦿ The ecosystem and lifecycle management in M365.

⦿ The capabilities and benefits of using the Compliance Center.

⦿ The importance of having a strategy for executive buy-in.

⦿ How to prepare your records management program for M365 readiness.

⦿ The key decision points and action items before you implement. 

(II) The Compliance Center Set-Up

⦿ Translating your records retention schedule into rules for retention and disposition.

Learning Objectives
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Can the M365 Compliance Center be the silver bullet…

for your records management solution?
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Knowing the digital assets in your M365 environment…

⦿ Office Applications – Word, Excel, PPT, One Note, Publisher, Access

⦿ Email and Calendar – Outlook, Exchange, Bookings

⦿ Collaboration, Meetings, and Voice – Teams

⦿ Files and Content – One Drive, Stream, Sway, Lists, Form, Visio

⦿ Social and Intranet – SharePoint, Yammer, Viva Connections

⦿ Work Management – Planner, Power Apps, Power Automate, Power Virtual Agents, To Do

⦿ Advanced Analytics – Power BI Pro, Viva Insights

⦿ Third Party Applications and other data brought into the ecosystem

1. Digital Assets in M365 Ecosystem

Your M365 Ecosystem
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Understanding the records lifecycle management in M365…

⦿ Capturing 

⦿ Using

⦿ Storing

⦿ Searching

⦿ Protecting

⦿ Dispositioning

2. Lifecycle Management in M365

M365

Capture

Use

Store 

Search

Protect

Disposition

• Read
• Modify
• Collaborate  
• Versioning

• Organize
• Retain 
• Access

• Analyze 
• Categorize  
• Label 
For e-discovery / business use

• Classify sensitive information 
• Prevent breaches and data loss 
• Manage legal holds

• Archive 
• Dispose 

• Create 
• Receive
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Knowing the key capabilities to meet your requirements…

Records Management

⦿ Manage Records Retention Schedule (RRS) with the File Plan.

⦿ Configure individual record category attributes with Retention Labels.

⦿ Manage retention and disposition “In-place” or in a central repository. 

⦿ Apply event-based retention.

⦿ Use Retention Labels to declare and lock-down records.

⦿ Set-up auto-classification and categorization.

⦿ Create work-flow for dispositioning.

3. M365 Compliance Center Capabilities

Other Capabilities

⦿ E-Discovery / legal hold.

⦿ Sensitivity labels for data classification.

⦿ Data loss prevention.

⦿ Analytics and reporting.

⦿ Content search across repositories.

⦿ Other security features.
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Identifying the primary benefits for your organization…

⦿ Records management in the native platform.

⦿ Systematic compliance – not arbitrary.

⦿ Mitigate risk with consistent application of retention / disposition (no over / under retention).

⦿ Control information sprawl by managing the lifecycle of records.

⦿ Save time with automation.

⦿ Save cost of cloud storage by disposing records and information in a timely manner.

⦿ Minimize overhead and capital expenditure with a subscription model.

⦿ Leverage existing resources.

4. M365 Compliance Center Benefits
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Present a high-level information governance strategy to management.

Focus on the three main issues that will motivate them to act …..  

⦿ Compliance – with laws, regulations, and business requirements. 

⦿ Risk – litigation, reputational damage, data privacy and security breaches.  

⦿ Savings – impact on bottom line.   

And….

⦿ Other issues specific to your industry or organization.

5. Business Case for Executive Buy-in

Tangible return on investment
Improved margins

Brand preservation or enhancement
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The systematic process of auditing and reviewing your current state and identifying gaps to move towards a future desired state.

⦿ Identify organization goals.

⦿ Assess your current situation.

⦿ Define your records management goals and requirements.

⦿ Determine the gaps in your records management program and any necessary tools for implementation.

⦿ Show how using the M365 Compliance Center will fill the gaps to best solve your records management needs.

⦿ Speak to what matters most to your organization.

⦿ Develop a strategic plan to incorporate the use of the Compliance Center into the bigger M365 landscape.

6. Needs Assessment 

Current 
State Gaps

Future 
State
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Preparing your RIM program for M365 readiness….

Remediation of shortfalls in the program:

⦿ Align your information governance and records management strategy with the company and business goals.

⦿ Build an authoritative IG organizational structure.

⦿ Have enforceable policies – RIM, IT, social media, data privacy, security, email, and related policies.

⦿ Update the records retention schedule so it is compliant and usable.

⦿ Design an organization-wide information architecture to enhance findability, classification, and categorization.

⦿ Develop processes and procedures for program consistency.

⦿ Create workflow for records lifecycle management so its actionable.

⦿ Develop a plan for legacy records to have a clean path forward.

7. Preparation 
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Making decisions…

⦿ Choose the appropriate licensing level (M365 E3 or E5 or Office E5).

⦿ Clarify the utility of each application and content to be retained within the M365 ecosystem.

⦿ Identify the types of content to be managed.

⦿ Evaluate the best approach to “manage in place” and/or manage centrally.

⦿ Determine  the most efficient method to clean-up legacy records and R.O.T. (Redundant, Obsolete, or        

Trivial). i.e. Lift and shift, pre- or post-migration.

8. Key Decision Points and Critical Action Items
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Taking Critical Action Steps…

⦿ Update relevant policies (RIM; IT – technology use, social media, and email, security; data privacy).

⦿ Develop a new or simplify existing records retention schedule:

✓ Use big buckets and consolidate the number of categories or titles.

✓ Minimize the number of retention periods.

✓ Unify retention periods across jurisdictions where possible.

✓ Avoid event-based retention where possible.

⦿ Review the legal requirements.

Key Decision Points and Critical Action Items

Compliant and Usable
Records Retention Schedule
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Setting Up the Rules in the Compliance Center 

from your Records Retention Schedule

Let’s take a look…..
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Steps to translating your Records Retention Schedule to rules in M365

⦿ Build a File Plan from your records retention schedule.

⦿ Set up Retention Labels manually or upload them from a spreadsheet.

⦿ Create Retention Label Policies to form Functional / Group Schedules.

⦿ Publish the Labels and Policies.

⦿ Apply the Retention Labels and Policies.

⦿ Create Retention Policies (Fixed Retention Periods) for use in locations such as Exchange (Outlook), Team sites, One-

Drive and  SharePoint sites.

Setting up Retention Rules in the Compliance Center

Confused?
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10. Understanding the Records Management Framework in M365

Records 
Retention 
Schedule

File PlanRecord 
Listing

Records 
Management

M365 
Terminology=

Record 
Category

Retention 
Label

Record 
Name 

Functional / 
Department 
Schedule

Retention 
Label Policy

Record 
Group

Retention 
Period

Retention 
Policy

Specific 
Retention 

Period

An identifiable unit of records with a 
specified retention period based on the 
regulatory, legal, business, or historical 
requirements of the group.

A collection of Record Categories applicable 
for a role, functional group or department.

A time period for which the record must be 
retained from the specified trigger date or 
event.

The official listing of company records to 
be managed and retained.

Definition How to apply it

Framework for applying retention to 
records.

Specific retention applied to libraries, 
folders, document or sites.

A selected group of Retention Labels 
granted to users by permission.

A specific retention period applied to a 
body of content such as a site, location, 
system, or server. 

Translating RIM to M365 
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M365 Compliance Center 

1. Build the File Plan

2. Create the Policies
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Step 1:  Building a File Plan with Retention Labels
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Building a File Plan with Retention Labels

• Name
• Description for users
• Description for admins

• Name
• File Plan Descriptors
• Retention Settings
• Finish
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Building a File Plan with Retention Labels

• Name
• File Plan Descriptors
• Retention Settings
• Finish

• Reference ID
• Business function / department
• Category / Sub-category 
• Authority type
• Provision / citation
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Building a File Plan with Retention Labels

• Name
• File Plan Descriptors
• Retention Settings
• Finish

• Retain items for a specific period
- During the retention period
- At the end of the retention period

• Retain item for ever
• Only delete items after they reach a certain age
• Don’t retain or delete or items

Mark item as a record



METRO                CHAPTER MARCH 8-9, 2022

Building a File Plan with Retention Labels

• Name
• File Plan Descriptors
• Retention Settings 

- Disposition Reviewers

• Finish

• Disposition Stages
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Building a File Plan with Retention Labels

• Name
• File Plan Descriptors
• Retention Settings
• Finish

• Review and Finish
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Building a File Plan with Retention Labels

• Name
• File Plan Descriptors
• Retention Settings
• Finish
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Building a File Plan with Retention Labels

Inactive
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Step 2:  Publishing a Retention Label
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Publishing a Retention Label

• Choose Labels to publish
• Scope
• Name your policy
• Finish
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Publishing a Retention Label

• Choose Labels to publish
• Scope
• Name your policy
• Finish
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Publishing a Retention Label

• Choose Labels to publish
• Scope

- Publish to user groups

• Name your policy
• Finish
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Publishing a Retention Label

• Choose Labels to publish
• Scope
• Name your policy
• Finish
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Publishing a Retention Label

• Choose Labels to publish
• Scope
• Name your policy
• Finish
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Publishing a Retention Label

• Choose Labels to publish
• Scope
• Name your policy
• Finish
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Publishing a Retention Label

Active
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➔ Create custom schedules (Retention Label Policies)

for departments, functions, or roles that are aligned to the businesses by selecting Retention Labels from the      

list in your File Plan.

Examples of Retention Labels

- Invoices

- General Ledger Reconciliations

- Litigation Case Files

- Contracts

- Departmental Budgets

- Project files

- Management Reports

- Employee Files

- Payroll

- Financial Analysis

- Financial Reporting

Accounting 
Policy

Invoices –
payables or 
receivables

General Ledger 
Reconciliations

Management 
Reports

Project Files

Litigation 

Policy

Litigation

Contracts

Departmental 
Budgets

Project Files

Common 
Files

Contracts

Departmental 
Budgets

Management 
Reports

Project Files

Finance Policy

Financial 
Analysis

Financial 
Reporting

Management 
Reports

Project Files

Retention Label Policies
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Applying retention and disposition wherever the record resides without redirecting it to another location.  

This is implemented by applying individual Retention Labels or Retention Label Policies or Retention Policies 

to the following:

Document Level Document Library LevelFolder Level Individuals or Role based

Applying the Rules
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Critical Takeaways

 Audit and review your current state.

 Develop a strategy.

 Review policies.

 Refresh your records retention schedule. 

 Develop processes / procedures.

 Translate your records retention schedule to M365. 

 Provide awareness and training.

Planning is key. 



METRO                CHAPTER MARCH 8-9, 2022

Contact Information

Cindy Shea-Zuvich, CRM, CIP.

Shea-Zuvich Associates, RIM-as-a-Service TM

Cs-Zuvich@outlook.com

(203)-836-6222

Questions & Answers

Copyright 2022 C. Shea-Zuvich
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