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How valuable is the information to Awave, and what level of protection is needed?

Explanation of classifications:

A=serious B=considerable C=moderate D=none or negligible

Source Information
/type

Media
/Format
/Availability

Classification Owner Archive, 
how 
long

Measure  Checked, 
by who 
and when

Thinning, 
when

Evaluation 
of 
compliance
/Other 
information

Awave AB
Personnel, 
employment 
contracts 

Employment 
contract
Supplementar
y agreements
Confidentiality
agreement (a
pplicable 
even after 

)expiry

Original documents 
in binders in 
Stockholm/Riga 
office (in safe). 
All original 
documents digitized 
(Microsoft Teams).

A HR Until further 
notice

Control and 
thinning 
according to 
annual schedule 

N/A N/A SWE: Acquired 
pension rights 
according to 
employment 
contract, shall be 
retained until the 
beneficiary reaches 
retirement age 
according to 
Swedish Law (2018:
131, 9 §) and 
Latvian law on state 
pensions.

LVA: Delegated 
controls to office 
manager in Riga, 
regarding Riga 
based employees 
reaching retirement 
age.

Awave AB
Personnel, 
end of 
employment 

End of 
employment 
agreement
Certificate of 
service
References

Original documents 
in binders in 
Stockholm office (in 
safe). 
All original 
documents digitized 
(Microsoft Teams).

B HR 4 years Control and 
thinning 
according to 
annual schedule

To be done in 
2022

To be done in 
2022

SWE: Employees 
who have been 
dismissed due to 
lack of work have a 
preferential right to 
re-employment 
(according to 
criteria in Swedish 
law, LAS 25 §).

Awave AB
Personnel, 
employer 
certificate

Employer certificate Digitally (www.
)arbetsgivarintyg.nu

C HR N/A N/A N/A N/A SWE: The 
unemployment 
insurance fund's 
compensation in 
Sweden is based 
on the last 12 
months' 
employment, but 
there is also a 
skippable time, e.g. 
5 years for training. 
However, the 
documentation is 
not stored within 
Awave, but through 
the site www.

.abetsgivarintyg.nu

Awave AB 
Personnel, 
vacation

Information about 
employee’s vacation

Information stored 
digitally (Visma)

C HR 8 years Control and 
thinning 
according to 
laws and 
regulations

N/A (done by 
Value Accounting 
AB)

N/A (done by 
Value Accounting 
AB)

SWE: The right to 
vacation expires 
after 2 years from 
the end of the 
vacation year a 
dispute could affect. 
I.e., information 
about employee’s 
vacation should be 
saved for at least 3 
calendar years. In 
the case of saved 
vacation days, at 
least 8 years (since 
they can be saved 
for up to 5 years), 
according to 
Swedish law (1977:
480), 18 §.

http://www.arbetsgivarintyg.nu
http://www.arbetsgivarintyg.nu
http://www.abetsgivarintyg.nu
http://www.abetsgivarintyg.nu


Awave AB
Personnel, in 
case of 
illness, etc

Documentatio
n regarding 
rehabilitation, 
medical 
certificate etc
Plans for 
rehabilitation

Original documents 
in binders in 
Stockholm office (in 
safe). 
All original 
documents digitized 
(Microsoft Teams).

A HR 10 years Control and 
thinning 
according to 
annual schedule

To be done in 
2022

To be done in 
2022

SWE: 
Documentation 
regarding illness 
that requires 
medical certificates 
and/or employee’s 
negligence could be 
subject to disputes 
over sick pay, 
hence the long 
archive time.

Awave AB
Personnel, 
other 
agreements

Agreement 
internship
/work 
experience
Liability 
agreement 
(security 
information 
directive)
Receipts for 
keys/tags
Information 
about next of 
kin

Original documents 
in binders in 
Stockholm/Riga 
office (in safe). 
All original 
documents digitized 
(Microsoft Teams).

B HR Contract period  Control and 
thinning 
according to 
annual schedule

To be done in 
2022

To be done in 
2022

SWE: No salary is 
paid during 
internships, and 
interns are not to be 
regarded as 
employees; thus, 
Swedish Law LAS 
is not applicable.  

Awave AB
Personnel, 
salaries

Employee 
renumeration

Digitally (Microsoft 
Teams, privileged 
users)

A CEO/HR Contract period 
+ 2 years

Control and 
thinning 
according to 
annual schedule

To be done in 
2023

To be done in 
2023

SWE/LVA: Owners 
of Awave (iO) may 
require this 
information up to 1 
year arears.

Microsoft 
Teams 

Educational 
documentation

Digitally (Microsoft 
Teams, privileged 
users)

C HR Until further 
notice

Control and 
thinning 
according to 
annual schedule

HR (AB), 2023-01-
04

To be done in 
january 2024

SWE/LVA: 
Thinning after end 
of employment 
(offboarding 
process, user is 
deleted in the 
system).

Winningtemp Personal data of 
employees

Digitally 
(Winningtemp)

B HR Until further 
notice

Control and 
thinning 
according to 
annual schedule

Checked 
continously by HR

Thinning 
continously by HR

SWE/LVA: 
Thinning after end 
of employment 
(offboarding 
process, user is 
deleted in the 
system).
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