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Commercial Enterprise

5
Related Companies Management

The function of establishing related companies which are wholly or partly-owned by the institution.

Note: Activities 5.1–5.5 set out the framework for the overall management of all related companies. Activities 5.6–5.10 set out a framework for the management of any individual related company.

Related companies are those over which an institution has control or exercises a substantial degree of influence. They include: companies formed to provide commercial services; companies formed to exploit the commercial potential of research and intellectual property assets; companies formed to conduct joint ventures.
Once established, related companies are independent legal entities. The management of the records generated by individual related companies is therefore outside the scope of this Study.

5.1
Related Companies Strategy Development 
The activities involved in developing and establishing the institution’s strategy for the formation and management of related companies.

Activities include: handling customer complaints; conducting customer surveys.

	Description
	
	Retention Period
	
	Notes

	Records documenting the development of the institution's related companies strategy.
	
	Superseded + 10 years
	
	Review for archival value

Consult Records Manager before disposal



5.2 Related Companies Management Planning 

	Description
	
	Retention Period
	
	Notes

	Records documenting the formulation of plans for the implementation of the institution's related companies strategy.
	
	Superseded + 10 years
	
	Review for archival value

Consult Records Manager before disposal


5.3
Related Companies Management Performance Management 
The activities involved in managing the institution’s performance against the plans for implementing its related companies strategy.

Activities include: developing performance indicators and measurement mechanisms; measuring, monitoring and analysing performance; conducting formal reviews of performance and responding to the results, including preparing and implementing action plans to address under-performance or other issues raised. 

	Description
	
	Retention Period
	
	Notes

	Records containing data on, and analyses of, performance against the plans for the implementation of the institution's related companies strategy.
	
	Current academic year + 1 year
	
	

	Records containing reports of performance against the plans for the implementation of the institution's related companies strategy.
	
	Current academic year + 10 years
	
	Review for archival value

Consult Records Manager before disposal

	Records documenting the conduct and results of audits and reviews of the overall management of related companies, and responses to the results.
	
	Current academic year + 10 years
	
	Review for archival value

Consult Records Manager before disposal



5.4 Related Companies Management Policy Development 

	Description
	
	Retention Period
	
	Notes

	Records documenting the development and establishment of the institution's overall policies on the formation and management of related companies.
	
	Superseded + 10 years
	
	Review for archival value

Consult Records Manager before disposal


5.5 Related Companies Management Procedures Development 

	Description
	
	Retention Period
	
	Notes

	Records documenting the development of the institution's overall procedures for the formation and management of related companies.
	
	Superseded + 10 years
	
	


5.6 Related Company Proposal Development 

The activities involved in developing and evaluating a proposal to form a related company.

Activities include: drawing up a preliminary business plan for the proposed company; analysing alternative ways of meeting the institution’s objectives. 

	Description
	
	Retention Period
	
	Notes

	Records documenting the development and evaluation of a proposal to form a related company: where a decision is made to proceed.
	
	Life of company + 10 years
	
	Review for archival value

Consult Records Manager before disposal

	Records documenting the development and evaluation of proposals for the formation of a related company: where a decision is made not to proceed.
	
	Last action on proposal + 5 years
	
	Review for archival value

Consult Records Manager before disposal


5.7
Related Company Formation
The activities involved in forming a related company by incorporating a new company or by acquiring an existing company.

Activities include: determining the constitution of the company; determining the control framework of the company and formalising the relationship between the institution and the company through a Memorandum of Understanding; appointing a Nominated Officer to act as the link between the institution and the company; where appropriate, drawing up a Shareholders Agreement; validating and approving the company’s business plan; ensuring the establishment of an appropriate governance structure and rules for the company; ensuring the establishment of appropriate management structures and operating procedures for the company; ratifying the appointment of directors of the company.

	Description
	
	Retention Period
	
	Notes

	Records documenting the formation of a related company.
	
	Life of company + 10 years
	
	Review for archival value

Consult Records Manager before disposal


5.8 Related Company Management 

	Description
	
	Retention Period
	
	Notes

	Records documenting action by the institution to ensure that a related company is conducting business in line with established agreements and company law.
	
	Current year + 5 years
	
	Review for archival value

Consult Records Manager before disposal


5.9 Related Company Review 

The activities involved in reviewing the performance of a related company.

Activities include: conducting regular reviews of performance against plans, including budgets; ensuring that internal and external audits are carried out and the results reported to the institution; ensuring that proper financial records are being kept by the company, and that proper accounts are prepared; ensuring that the company has proper procedures in place to comply with legislation and regulations relevant to its activities and operations. 

	Description
	
	Retention Period
	
	Notes

	Records documenting the conduct and results of regular reviews of a related company's performance against plans, including budgets.
	
	Current year + 5 years
	
	

	Records containing reports of the results of internal and external audits of a related company.
	
	Current year + 5 years
	
	

	Records documenting action taken by the institution to ensure that a related company has proper operating procedures in place, and that they are being implemented.
	
	Current year + 5 years
	
	

	Annual Report & Accounts of related company
	
	Life of company + 10 years
	
	Review for archival value

Consult Records Manager before disposal



5.10 Related Company Disposal 

	Description
	
	Retention Period
	
	Notes

	Records documenting the disposal of a related company (or the institution's interest in it) by winding-up or sale.
	
	Disposal + 10 years
	
	Review for archival

Consult Records Manager before disposal 


