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3.6 Retention of Documents

3.6. Retention of Documents

1. Only documents to be kept permanently and essential data with valued for future
references will eventually be stored in disc, all work files to be discarded upon reaching
the time of retention.

2. Documents not included in this chart will be decided by respective work unit heads,
however, the storing of these documents should not exceed 3 years after the
termination of service.

3. There may be new areas of work with its documents required to be listed in the chart of
Retention of Documents. Recommendations should be made by respective work unit
to the Administration Department.

4. Information that is worth keeping for a longer period will be stored in disc and be
indexed clearly for easy reference.

5. For assistance in developing filing system, please contact Officer (Administration). A

copy of the revised filing record should be submitted to the Administration Officer file.

6. The following is a general guide for retention of documents:-
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1. Structure/Budget
(1.1) Terms of Reference

(1.2) Budgeting Finance, Accounting
(1.3) Organizational Data
(1.4)  Membership & Representation

2. Communication

Internal
(2.1) Memorandum
(2.2) General Notice

External
(2.3) Memorandum to Agency Members

(2.4) Government
(2.5) Non-Government

T

1

1

1

1

r

1

1

1

1

1

1
el e e |

U:\ResourcesSharing\Adm\SQS\Service Quality Standard 14

January, 2013



Other

I

1

1

1

1

1

1

1

1

1

1

1

1

1

1
E e m e — - - -
1 1 1
© 1 1 1
© 1 1 1
o 1 1 1
©w rm % 1 1 1
1 1 1
I@IIMOIIIU IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII e e e e - L Jd
(%] 1 1 1
b 1 1 1
™m % > > > 1 > 1 > 1
1 1 1
|||||Vw ||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||| U _____ Vo _____1 1
@ i 1 i I |
e 1 1 1 1 1
n © 1 > 1 > 1 1 > X 1
[ 1 | | 1 1
> 1 1 1 1 1
IIIIIIIII r--------------------=- - - - - - - == =-" =" =" - -~ -~ -~"-~"-~"-~"=~"=~"=~"=~"=-"-"-="-"-" 7~~~ "~ "~ "/~ °~°°°”-~~/-°-TT-T-TTTTTTTTTOTTTTTTTTTTTTTTTA
wn 1 1 1 1 1
e 1 1 1 1 1
~ © 1 < X | | < X | |
W 1 1 1 1 1
1 1 1 1 1
||||||||| R e et R i AT T R |
+ 1 1 1 1 1
< 1 1 1 1 1
m 1 1 1 1 1
© X X X X X X =< x X< | | | |
& 1 1 1 1 1
a 1 1 1 1 1
1 1 1 1 1
IDIl IIIIIII g L - - - e e e e - L Jd
1 1 1 1 |
c 1 1 1 1 1
1 1 1 1 1
.m 1 () 1 1 1 1
c 1 m . 1 1 1
g " o L= 9 " " "
ﬂ 1 a0 m ' g 1 1 1

Q c
[a'4 1 Q > wn o0 = = _.....M 1 _MUN 1
1 += w + 1 1 1 1
rm 1 = a 0o m - £ e o _m 1 _|m 1
| £ G) c o (@) £ | [ 1
< c £ =]
— 1 m () s ) M F) e 1 [ 1
[V 1 ] o > L c [ 1 1 O 1
o [ =] ) a0
c 18 o 82 ¢ 0o 0o o € = > E (] [ ! w _W !
m _...U (@) ..n_l.w = Q Q [0} M o b o ) m [IT) 1 + = _/ 1
e EEEEZ2C 28 E ¢ £ 5 E S |
2 2 e E ¢ e E < w0 o © 9 .n.mo Ne) 1 o 3 1 Q 1
_M ..Hlm (@] S o £ e 00 c oo 1 1 [} o 1 C 1
— O m (@) e e € = brn m = m M c .S _nnv 1 o nCL _m_l-. 1
2882888825028 ¢ o 2 i |
ol Y N g > > Z = a9 S W g O e 1 = =~ = 1
5l= € = & £ £ 4 o VL~ £ =S s = @ 1 »w 1 O o 1
= m 5 O = mw mw o O $ £ o s 5 e 1 © m S ! o m - ) va O - !
—_ = — — -
5238832 g5 ¢ s$5& 'JggE o
= o & 9 5 © ¢ ©w ¥ o 2 3 2 9 o 3 v 2 < 5| @ =

) 1= — o o Q o A < o Onh (S [ - .= + 1 © Q. 1
= 10l O 0 »n »n < < v <« T ~ A = = 24 gl © o ol & w O o £ w»n O 1
iy 1€l ~ —~ —_~ -~ —~ —~ -~ —~ —~ O +d N n < e -~~~ 1Y~ ~ =l - - =~ 1
r S M ITNETR®e S oo g ST g I N®@m G E SN @
1 1 1 1 1
m o2 2 2 20 920 2090 2090 200300 el X al Lowv v I IR IC ) |
© » o o L "
> '™ < TS O |
1 1 1 1 1

U:\ResourcesSharing\Adm\SQS\Service Quality Standard 14

January, 2013



[ | | [ [ [ | [
| | | | | | | |
| | | | | | | |
| | | | | | | " |
| | | | | | | R |
| | | | | | | = |
ar.. 1 1 1 1 1 1 2 1 c 1
< 1 1 1 1 1 @ 1 (@] 1
- 1 1 1 1 1 > 1 1
@] 1 1 1 1 1 (] 1 m 1
1 1 1 1 1 [ 1 X 1
| | | | | [ | %) |
1 1 1 1 1 [ 1 1
| | | | | | | |
| | | | | | 3 | |
———_—_—_—_—— B e e e e e e - - = R ettt et ..ala [ e + - ==
| | | | | 1= | |
° " " L " S "
© - -
o | | | | | 1 (© | |
(%] ..nl.w Q 1 1 1 1 1 m 1 1
m rm m_ | | | | | | |
S S e e e e e = R Lo e e e o - ._m L e e e m— o Lo
[ | | [ [ 1 | [
" m | | _VA | ¢ | _.....ul. | |
| | | | | | | |
Q | | | | | , © | |
I o .. .. Ll LM _________1 v O ___1___|
i | | 1 1 | | 1
4 | | | | | _w | |
N @ 1 > 1 > 1 1 1 > 1 (O 1 1 X
(] 1 1 1 1 1 1 1 1
> | | | | | - | |
-T---TT-~-°° B I | I T~ -~~~ ~=-==°=°=°7°7 a o | T-~717
7} | | | | | | | |
= 1 1 1 1 1 [ =T 1
~ © 1 1 1 | 1 1 C 1 < |
n_V.._, | | | | | 15 | |
| | | | | [ | |
e B e e i T I i 4 e +- - -
..m 1 1 1 1 1 1 m‘_l 1 1
| | | | | | | |
n_nu | | | | | _% | |
e | >< < X< > | | >< | < X | | >< |
| | | | | | | |
= 1 1 1 1 1 1 1 1
% | | | | | | | |
e — - - - - S U L g U [ R —
| | | [ [ [ 1 [
c | | | | | | | |
| | | | | | | |
...nLlu | | | | | | | |
= | | | | | | | |
| | | | | | | |
..aL.. | % | | | | | | |
[J] 1 + 1 1 1 1 1 1 1
[a'4 1 .m 1 1 1 1 1 1 1
G | | | | | | | |
(@] 1 1 1 1 1 1 1 1
= 1 € | | | | | | |
s} 1 o 1 1 1 1 1 1 1
bo | (&) | | | MuHh | 1 1 Q 1
c 1 1 1 1 1 1 1 —_ 1
(] 1 w 1 1 (Y 1 1 1 C 1
- | | | 1 wn | () | | - |
1 = c 1 1 ] 1 — 1 1 © 1
c
1 S~ © 1 1 1 m 1 e 1 1 o 1
" 5 c o o 118 " g2 'g§: &3 ! &2
- © 7] o c & ¢ = = c
1 — - Q 1 Q 1 1 1 1 1 (TR ] @
1 ] w £ 1 c 1 1 8 8 1 .m m m 3 = w m =
| | = | | © | 1 (© | |
1 P .m % m 1 — m 1 _..Da k- [ 1 m 0 QO _M 1 c r...m w .-
1 Q O > m 1 ‘C o 1 1 (e} _.|m = m m 1 1 w o = _b
1 c © o 1 c 1 T o W By o o o 1L 1 hdd v o 1 QO
1 > Q. - o 1 O S m 1 1 [0) © [ o 1O 1 Q < o >
1 - O o © .= o [ =] B ] @ o 1 O <C S = 1 C 1 a w < O
v 1= O O o Clw a 1 @© Q Q s = e} [} c (a]
— c c = (@] (@] _.m ' @© —_ I —_ o~~~ I o 1= —_ o~~~ I
L ig 53 F gmS i3 9« 389 2 ' TS g g S92 g
= ''®© g . 2 M . ''®© . . ! — o o ) - - el ' w© Mm m o | ®©
[, + > 1 1 3 [ )] 1 1 Q 1 1
2 P o go o S g e & 22 03 222wl 222 &
| | | | | | | |
© [ [ N o I I N ™ | <
S N I 00 gy 1 L [ e
| | | | | | | |

(Revision - 23/01/03)

U:\ResourcesSharing\Adm\SQS\Service Quality Standard 14

January, 2013



