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ABOUT ZIONS BANCORPORATION

500 Banking Offices in Ten Western and
Southwestern States:

Arizona, California, Colorado, Idaho, Nevada, New
Mexico, Oregon, Utah, Texas, Washington

As of December 31, 2012

$50 billion in assets =2
10,500 employees

Subsidiaries include B e
8 Affiliate Bank Brands _"‘"
2 Securities Brokerages e

1 Investment Advisor Firm



WHAT | KNOW

There Is no easy way to do this, but you are definitely
better off if you can start from scratch.

It will never be perfect i encourage ongoing feedback
and develop a process for periodic updates and legal
review

Develop a simple taxonomy that will survive
organizational changes

Aone-sizefits-al | sol ut i-olfachdoes not
organization is unique and is constantly changing

Know your organization i Interviews with and feedback
from each business unit.

Due diligence = accountability and defensibility
No substitute for line-by-line legal review by an attorney

Do not create a retention schedule that only you can
understand i Simplicity is the key to adoption and
compliance



HISTORY APRIL 2004

No Corporate RM Policy for Institution with $30
pillion in assets.

Rapid growth through acquisition

Hard copy records stored in 55+ faclilities
ranging from self service mini-warehouses to
state of the art vendor facilities

Management decision to Utilize Jordan
Lawrence software and consulting services

Records Management Project kick-off

Scope includes corporate records management policy
& retention schedule development, physical records
storage clean-up & consolidation, corporate-wide
records inventory, electronic records management,
emaill archive implementation




HISTORY JULY 2004

Let 6s get started!
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HISTORY SNAPSHOAPRIL 2005

New Corporate Policy and Retention Schedule is
Implemented

Corporate Records Program Manager hired

Pr/oject 1 s ¢l os e diiiioltitine
Physical records inventory consolidation in progress

Retention schedule contains 3500 record types with
significant duplication and poor record descriptions

Email archive implemented, but
Development of ERM policy & procedure deferred
A |list of fdopportunitieso for

Electronic records inventory expected to add 3500

record types to the retention schedule L
Decision not to move forward with vendor
provided software and consulting services



HISTORY SNAPSHOTRPRIL 2005

The first Published Retention Schedule

LIONS BANCORFORATION - RETENTION 5CHEDULE

[ssied- 472505, Page 16 of 46

Division § Reetention
Functional Period Retention
Ares  |RECORD TYPE MAME DESCRIFTION [Months) Citatbon fReason
Creat - CRECHT FREGENTATION - COPY CRECIT PAEEENTATIGH AN RECATED MEWZE 24| BLEINESS HEED
Commercial
Credt - CREDTT PRESENTATION - COPY TCIOFIES OF CREDTT PRESENTATION AHD RELATED MEMOS 23| BEIRESS HEED
Commercial
Credt - CREDTT PRESENTATIONS - INAC TIVE THOFIES OF CREDIT PRESENTATION AHD RELATED MEMOS FOR TIALTIVE LOARS BLEINESS HEED
Commercial
CHW CREDTT REQUESTS CLIENT CREDIT VERTFICATIONS REQUESTED EY THIRD PARTIES TA|ELEINESS HEED
Tnsurance  |C50 REINSURBNCE STATEMERTS MONTHLY 5 TATEMENTS SHOWING THE CREDIT/DESIT AMDUNT CWED 10 ZI0NE LIFE ThS, 00, THUT =T s 8- 13
EROM C50 FOR CL&D PRODUCTS.
BRANCH CURRENCY TRAMSACTION REFCRTE CAZH DEPOEITS SITHORAWALS MADE OVER $ 10,001 BLEIRESS HEED
AHKING
Eranch CURRENCY,COIN DRDER FORME LIST OF CHANGE AND CLURRENCY THAT THE CUSTOMER WANTS 24|EuEInESS KEED
Hankd
Hranch TS TOMER, AGREEMENTS - EXPIRED TP OF MECELLANEDLS WRIT TEN AGREEMENTE EETAIEEN A BRARCH ARD A CUSTOMER #HICH TUTETs /8 103
Hankd ABE MO LOMGER 1N FORLCE
Branch CUSTOMER, CASH ALWRNCE FORMS [a FHED P TE T R e
Dpemitions | CUS TOMER CASH ADVANCE FORMS TOET OF THE GIGMED FORY RECJEETING GAGH ADWANGE T
Tnkemzemral_|CLS TOMER. CONTRALT L0 PAVMENT AGREEMENT, LETTER OF CRECAT REIMELRSEPENT AGREEMENT TUTETs /8- 1203 [
[F= TS TOMER, CONTRALTS - ACTIVE MEE FORMS; ARBITRATION AGREEMENT BHD CUSTOMER INFORMATION SHEET EXECUTED BY T BN S HEED
NAULT CLIEMTS FOR WALLT SERVICE
= CUSTOMER, CONTRALTS - DAL TIVE MEE FORMS; ARSITRATION AGREEMENT BHD CUSTOMER INFORMATION SHEET EXECUTED BY TUTsTs 8 10

SRULT CLIEMTS FOR YALRT SERVICE

CUSTOMER DATABAEE

CUETOMER FROFILES AMD FRODUCT INFD

BUSINESS HEED

CUSTOMER FILE - ACTIVE OUSTOMER FINAMCLALE, CORRESPOMDERCE, ACCOUMT INFORMATION, TRANSACTION HIETORY, EAEIRESS HEED
CASH MANSGEMENT FILES, ADODUMT ARALYELS OUSTOMER STATEMENTE

CUSTOMER FILE - ACTIVE SERVICE AND MAINTERAMCE ACHEEMENTS WITH CUSTOMERS, CORRESFORDEMNCE :%E’EPEES HEED

CLSTOMER. FILE - ACTIVE APPLICATIONS, WORESHEETS, CLSTOMER FINARCIALS BUEIRESS REED

CUSTOMER FILE - CLOSED AFPLICATIONS, UPDATES, CORRESPOMOENCE & FINAMCLAL RELATED DOCUMBNTS THUT 5T s Mm-12-23

CUSTOMER FILE - INACTINE OUSTOMER FINAMCLALE, CORRESPOMDERCE, ACCOUNT INFORMATION, TRANSACTION HIETORY, BRCE OOML 5 #DS
CASH MANSGEMENT FILES, ADODUMT ARALYELS OUSTOMER STATEMENTE

CLSTOMER: FILE - INACTIWE CLDSED SERVICE AND MAINTERAMCE AGREEMEMTS WITH CUSTOMERS, CORRESFONDEMCE BHCA COML 5 H0E

CUSTOMER FILE - LEGAL DOCUMENTS

POWER OF ATTORKEY, MARRIAGE CERT, DEATH CERT, TRLET, ETC.

THUT 5T s T8-12-23

CUSTOMER FILES - ACTIVE

FILES CONTAIN CLETOMER IMFORMATION SHEET, ARMORED CAR DEFDEIT AGREEMENT,
AREITRATION AGREEMEMT, MISC. RESEARCH, ETC., CLIENTS RAMES, ADDRESSES, ADCOUNT

MIEBOERT ADKRODEN CADSIEDS FMUESMGE MENED SACOATONS ©TE SOEECChmEsnERT S8R

'ﬂmmﬁ HEED |



HISTORY SNAPSHOTRPRIL 2006

Acquired Amegy Bank i System conversion in progress
Amegy 2 years into RM Program implementation
Working with IRCH on new Schedule
Using TBA Schedule (approx. 1300 record types)

Physical records storage consolidation still in progress!

Updated Corporate Retention Schedule T reduced to
750 record types, primarily by eliminating duplicate titles

Iron Mountain account consolidation completed

IM Connect implementation in progress
Rolling out to 500+ users/300+ departments i
Users required to classify records before sending off-site

Working with IT to develop a system inventory to include
iInformation regarding records created / stored

Kicking off effort to combine / improve Zions |
Bancorporation and Amegy retention schedules using
IRCH Retention Manager software.



HISTORY SNAPSHOTR006

Second Published Retention Schedule - Getting Better!

ZIONS BANCORPORATION - RETENTION SCHEDULE

Uodsted: 11/10/2006, Page 9 of 24

RECORD RETENTLON
FUNCTIOMAL AREA RECORD TYPE NAME DESCRIPTION PERIOD CITATION
TYPE CODE (MONTHS)
PRIVATE SERNVICES PRIO04 CUSTOMER DUTABASE (CUSTOMER PROFILES AND PROCUCT INFD 2599 BUSINESS NEED:
[FRIVATE SERWICES PRIODE CUSTOMER FILE EXECUTIVE BANKING, PRIVATE SERVICES - APPLICATIONS, UPDWTES, CORRESPOMNDENCE & FINAMNCIAL RELATED 7 UT 5T & 78-12-23
DOCUMENTS. QORRESPOMDENT BANKING - CUSTOMER INFORMATION SHEET, ARMORED CAR DEPOSIT AGREEMENT, MASD rule 1784-c
ARETTRATION AGREEMEMT, RESEARCH, ADDRESSES, ACCOUNT NUMBERS, CHANGE ORDER PASSWORDS,
(CORRESPOMDENT BANK ACCOUNT. INVESTMENTE - NEW ACCOUNT FORM, SOCCOUNT UPDATES, AND RECORDS OR REP
HUMBER CHANGES, ETC
PRIVATE SERVICES PRIOLS CLSTOMER FILE - ACTIVE EXECUTIVE BANKIMNG, PRIVATE SERVICES - APPLICATIONS, UPDWTES, CORRESPONDENCE & FINAMNCIAL RELATED 9999 BUSINESS NEED
DOCUMENTS. OORRESPOMDENT BANKING - CUSTOMER INFORMATION SHEET, ARMORED CAR DEPOSIT AGREEMENT,
ARETTRATION AGREEMEMT, RESEARCH, ADDRESSES, ACCOUNT NUMBERS, CHANGE ORDER PASSWORDS,
(COORAESPOMDENT BANK ACCOUNT. INVESTMENTE - NEW ACCOUNT FORM, SOCCUNT UPDIATES, AND RECORDE OR REP
NUMBER CHANGES, ETC.
|CASH MGMT CASDD3 CLUSTOMER FILE - COMMERCTAL (CUSTOMER FINANCIALS, MEMOS, CORRESPONDENCE, ACCOUNT INFORMATION, TRANSACTION HISTORY, CASH a4 Ch COML 5 4406
MANASEMENT FILES, S&CCOUNT ANALYSIS CUSTOMER STATEMENTS, CLOSED SERVICE AMND MAINTEMANCE AGREEMENTS
'WITH CUSTOMERS, CORRESPOMDENCE. CUSTOMER FINANCIAL STATEMENTS, CORRESPONDENCE, LOWN DOCS, AGENCY
REPOATS, CHARGE-DFFS
LEGAL LEGEZ1 CLUSTOMER FILE - LEGAL DOCS POWER OF ATTORNEY, MARRTAGE CERT, DEATH CERT, TRUST, ETC. ] UT 5T & 78-12-23
MARKETING & MARDOE CUSTOMER LISTS NAMEADDRESS OF CUSTOMERS TO CONTACT 24 12 (FR 230
[COMMUNITY RELATIONS
'ﬁMﬂMZE.' [FiHoz= CUSTOMER STATEMENTS MCOOUNT NAMEE, ADDRESS AND NUMIBER AND RECORD OF ALL DEPOSITE, WITHDRAWALS AND INTEREST EARNED FOR a4 Ch COML & 4406
ICCOUNTING THE MONTHIQUARTER.
[CPERATIONG OFE049 CYCLE COUNT EXCEFTION REPORT | REVIEW EXCEFTION STATEMENT FOR FURTHER RESEARCH-OPTIMA 3 24 BUSIMESE NEED
WEALTH MANAGEMENT  [WEADDS DAILY PROCESSING DOCUMENTS DOCUMENTS CREATED BY EITHER ADMIN OR OPERIATIONS TO FACILITATE DAILY FUNCTIONS [ ALIDTT CONSIDERATION
WEM TH MANAGEMENT  [WEADDS DAILY RECAR RECAF OF DALY TRUSTRITE ACTOVITY. FASED TO OPS. 36 17 CFR 240.17a-4
ICPERATIONS OFS050 DAILY WORK FILE (CUSTOMER CORRESPOMNDENCE, COPTES OF OUTGOING DOCUMENTATION, COPIES OF PROCESSED DISTRIBUTIONS,” 7 MASD rule 17a3(a)(1) & 17a-4
DILY WERIFICATION SHEETS, DONTROLLED DISBURSEMENT, ACH, TRI-PARTY AGREEMENT PAYMENT BACKLUR, BILLING
DOCUMENTATION, DORP SWEEP BACKLUP, CASHIERING DY FILES, DAILY ANNUTTY TRANSACTION, DENETWORK
REQUESTS, DTC & DWC PROCESSED, FED FUMD WIRES PROCESSED, JOURNALS PROCESSED, REGISTER & SHIPS
PROCESSED, SECURITY RECEIFTS, STOCK RECEIVED FILE, TRADING PACKETS, WRITE-OFFS, OOFIES OF PROCESSED
DISTRIEUTIONS
[NVESTMENTS [HAO10 DALY WORK- SUPPORT RECORDS | DATLY NOTES ON TRADESTNCGUIRIES 36 17 CFR 240.17a-4
[CPERATIONS CP5051 CUATA WAREHOUSE QUERIES SAVE QUTPUT FROM DWTA WAREHDUSE TN EXCEL OR ACCESS FOR VARIDUS PROJECTS 24 BUSIMESS NEED
FIMAMICE] FINDZD DEET AGREEMENTE DEET AGREEMENTS AND NOTES, DEET COMPLLANCE LETTERS, SUBDRIINATED MOTES DOCUMENTATION, FGLE LETTER 120 TH COMSIDERATION
ICCOUNTING \OF CRECIT, WOTES RECEIVAELE
LEGAL LEGENZE DEFERRED COMPENSATION ENROLLMENT FORMS AND WORK PAPERS REGARDING DEFERRED PAYMENT INSTRUCTIONS FOR BOARD: COMPENSATION 5] LAC 646-3-10-1
& SECTION 16 EMPLOYEES.
|FTHARCES | GEER DEFERRED: COMPENSATION FILES  |ENROLLMENT FORME AND WORK PAPERS REGARDING DEFERRED PAYMENT INSTRIUCTIONS, =] LA 646-3-10-1
ICCOUNTING
JOPERATIONS OPS052 DEPOSIT CORRECTION REPORTS PROCF ERROR TOTALS FOR DEPOSIT CORRECTIONS, LOG IDENTIFYING CORRECTIONS MADE THROUGHOUT THE 24 12 CFR 229
DOVVHETRGT DOVWRES FAMS RETHT




HISTORY SNAPSHOT 2008

Reviewed / consolidated over 2000 record titles and
descriptions

Reduced number of record types to 350 in 23 general
functional categories

Re-wrote all descriptions, included notes and examples
for each to facilitate accurate classification of records

|dentified retention start events for each record type
Mapped 2000+ old record types to new schedule

Loaded schedule to off-site storage management
software and map existing record type codes to new
codes

Began inventory review to assign record codes to all
Inactive hardcopy records in storage

Decision to end relationship with IRCH



HISTORY SNAPSHOT 2008
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HISTORY SNAPSHOT 2008
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