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Duplicate File & Data Rot Policy Template for
Professional Firms (Google Workspace)

The "Data Rot"” Context: Why duplicates and stale data
silently degrade operations

In professional firms, Drive disorder rarely fails loudly. It fails quietly—through data
rot: the gradual accumulation of duplicate, stale, and legacy artifacts that erode
search reliability, inflate storage, and slow delivery.

Definition: Data rot

Data rot is the progressive loss of operational value in a document environment
caused by:

e Duplication: multiple near-identical files (often created by
downloads/uploads, email attachments, “copy of” workflows, or parallel
teams).

e Staleness: content that is no longer actively used but remains in
high-visibility locations (active project folders, shared resources), polluting
search results.

e Legacy residue: prior-year or prior-system artifacts retained without clear
retention logic, ownership, or access boundaries.

Why it matters (operational ROI)
Data rot is a productivity tax with compounding effects:

e Searchability degradation: staff spend more time filtering results and
validating which version is authoritative.

e Version ambiguity: “final” becomes a label, not a state; review and
approval loops slow down.

e Storage inefficiency: redundant copies inflate storage costs and
complicate migrations.

e Risk surface expansion: stale/legacy content often has outdated
permissions, external shares, or orphaned ownership.

e Audit burden: eDiscovery, client requests, and internal investigations
become broader and more expensive.

The goal of this policy template is to establish a classification system, retention
expectations, and a repeatable cleanup mechanism—with automation as the
default enforcement loop.
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Technical Framework: 3-category data classification +
retention mapping

This framework classifies data by operational relevance and governs it with
retention and access posture.

Category 1— Active

Definition: Content required for current delivery, current-year operations, or
ongoing engagements.

Location: 01_Active-Projects (Shared Drives)

Change rate: high

Access: least-privilege, role-based groups

Expectation: minimal duplicates; clear working vs final separation

Category 2 — Stale

Definition: Content not used in day-to-day operations but potentially needed for
reference, renewal, or near-term compliance.

e Location: staging archive or “inactive” area (not in active project paths)
e Change rate: low

e Access: read-only by default

e Expectation: eligible for archival or deletion after review

Category 3 — Legacy

Definition: Prior-year or historical content retained primarily for compliance, audit,
or legal hold.

Location: 03_Archived-Assets (Shared Drives)

Change rate: minimal

Access: restricted; read-only

Expectation: retention-aligned, not discoverability-optimized

Retention mapping table (example defaults)

Retention must reflect your jurisdiction, engagement terms, and regulatory
obligations. Use the table below as a starting point.
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Operational | Default Default retention 2 Disposition
Category | . . . access :
intent location period action
posture
. Current Active 180.days after Contr.|butor Reclassify to
Active deliver Proiects project close + reviewer Stale/Legac
y ) (then reclassify) | roles gacy
Near-term Inactive/ Archive or
Stale : 1year Read-only | delete after
reference Staging .
owner review
Leqac Compliance/ | Archived 7 vears Read-only, | Retain; delete
gacy audit Assets y restricted only per policy

Data quality controls: duplicates, versions, and
authoritative state

Common duplicate patterns to target
e "Copy of ..." proliferations
e Download/upload duplicates (same content, different file IDs)
e Email attachment re-uploads into multiple client folders
e Parallel “Final” deliverables across multiple paths

Canonical version rule

For any deliverable class (returns, filings, final reports):
e Exactly one canonical file lives in 04_Final (or equivalent).
e Working drafts live in 02_Working and are not treated as authoritative.
e |f multiple “finals” exist, the file is non-compliant until resolved.

The How-To: Lifecycle configuration + manual cleanup
workflow

Google Workspace provides governance controls, but lifecycle enforcement often
requires a combination of settings, process, and periodic review.
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Part A — Configure baseline controls in Google Workspace
1. Standardize Shared Drive structure

o Enforce a 3-tier hierarchy: Active Projects / Shared Resources /
Archived Assets.

o Ensure archived areas are read-only by default.

2. Set sharing posture to reduce duplicate creation vectors
Restrict external sharing by OU.
Prohibit public links for client confidential areas.

Encourage link-sharing over attachment-sharing in internal
workflows.

3. Define ownership and offboarding handling

o Ensure departed-user content is transferred to a managed owner or
archived drive.

o Remove orphaned ownership as a source of “lost” duplicates.

4. Establish a review cadence
o Monthly: external sharing review
o Quarterly: data rot review (duplicates + stale content)

Part B— Manual cleanup: duplicate file versions (repeatable
procedure)
Use this when you need a controlled cleanup without breaking workflows.
1. Select scope
o Start with one Shared Drive or one client/matter subtree.
o Avoid cross-drive cleanup until you have a validated process.

2. Create a quarantine area
o Create 99_Quarantine-Duplicates in Shared Drive (restricted access).
o Quarantine is non-destructive: items are moved, not deleted.

3. Identify duplicate candidates

o Sort by filename patterns (“copy of”, “final”, “v2", "v3").
o Review by file type (PDF deliverables, spreadsheets, docs).

o Check last modified + owner + location to infer canonical path.
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4. Validate canonical version

o Confirm which file is referenced in downstream workflows (links in
emails, tickets, client portals).

o Prefer the version in 04_Final with the most recent approval
timestamp.

5. Quarantine duplicates
o Move non-canonical duplicates to quarantine.
o Add a note in a README inside quarantine describing:
= original path
= reason for quarantine
= date
= owner/approver

6. Hold period and deletion
o Hold quarantined items for a defined window (e.g., 30-90 days).

o Delete only after confirmation that no workflows depend on the
duplicates.

Part C — Stale-to-archive workflow
1. Define “inactive” criteria (example):
o No edits in 180 days
o Project closed
o No open tasks referencing the folder
2. Move to 03_Archived-Assets.
3. Set archived permissions to read-only.

Storage efficiency metric (for reporting)
If you track baseline vs optimized storage after cleanup, quantify the outcome:

Efficiency _ (1 __ _Optimized Storage) % 100

Baseline Storage

Recommended reporting bundle:
e Efficiency %
e Duplicate count reduced (files)
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e Stale content moved to archive (GB)
e External shares reduced (count)

Automation Logic: How NeatDrive keeps the environment
lean continuously

Manual cleanup is episodic; data rot is continuous. The enforcement loop must
therefore operate continuously and safely.

Deduplication (background, metadata-first)
NeatDrive should:

e Scan Drive metadata continuously (no file content access) to identify
duplicate candidates.

e Use multiple signals:
o cryptographic hashing where available
o filename/size similarity
o timestamp proximity
o path patterns (downloads/uploads)
e Assign a confidence score and produce a deduplication plan.

Quarantine + audit trail + rollback
Instead of deletion:

e Duplicates are quarantined with full provenance (original path, owner,
timestamp).

e Every action is logged.
e Rollback is one-click.

Archival enforcement

NeatDrive should:
e Detect inactive project areas and propose archive moves.
e Enforce read-only posture for archived assets.

e Flag archive violations (edits inside archive, new “active” work stored in
archive).
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Human-controlled boundaries
Automation should not override policy decisions:
e Retention periods and deletion rules remain human-approved.

e Exceptions (active matters requiring extended access) are documented and
time-bounded.

Resource Utility: Company-Wide Data Policy Memo
(copy-paste)

Subject: Firm Data Rot Policy: Duplicate File Cleanup + Archival Standards
(Effective [DATE])

Team,

Effective [DATE], we are implementing a firm-wide policy to reduce duplicate files
and stale data in Google Drive. This is an operational integrity initiative intended to
improve search reliability, reduce version confusion, and maintain storage
efficiency.

Why this matters

Duplicate and stale files increase time spent searching, create uncertainty about
which version is authoritative, and expand our security and audit surface area.

Data classification (what to expect)

We classify Drive content into three categories:
e Active: current work required for delivery.
e Stale: not used day-to-day; retained for near-term reference.
e Legacy: historical content retained for compliance/audit.

Required behaviors
1. Use Shared Drives for firm work
o Client/matter work must be stored in Shared Drives, not My Drive.
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2. Maintain a single canonical final
o Final deliverables belong in the designated Final folder.

o Working drafts belong in Working.
3. Do not create duplicate “final” versions

o If you need a revision, create a versioned update (v01, v02) rather
than a new “final_final” copy.

4. Expect periodic cleanup

o Duplicate candidates may be moved to a restricted quarantine area
before deletion.

o Archived areas are read-only by default.

Retention expectations (default)
e Active content is reclassified after project close.

e Stale content is retained for approximately 1year unless extended by an
owner.

e Legacy content is retained for approximately 7 years unless legal hold or
engagement terms require otherwise.

Exception handling

If a matter requires extended access or special retention, submit an exception
request via [PROCESS/LINK] with:

e business justification
e owner
e review date

Thank you,

[NAME]

Operations / IT Governance Lead
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