06 — Retained Documents

* Provides a means of managing the records and documents that are
part of the quality system, including keeping track of the retention
times, persons responsible for the records, name of the records, and

the related QMS procedures
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01 - Administrative Departments
4 Department Mo: oo10

Department Mame: [&drministration |

Department Mo: 0020

Department Marme: |Human Resources |

Department Mo: o030

Department Mame: |InF|:|rmati|:|n Technology | Thg dlf_fe_rent departmerjts are 'responS|bIe for

maintaining and managing their own documents.

Depattrment Mo: 0040

Departrment Manme: |Sales and Marketing |

Department Mo: 0aso

Department Marne: |Engineering |

Departrment Mo: it}

Department Mame: [Purchasing |

Department Mo: 0070

Department Marme: |Finan-:e

Department Mo: o0s0

Department MNare: |F‘r|:u:|uu:ti|:|n

Department Mo: |:|

Department Marme: |

=
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02 - Retained Documents
Depk Mo, ooio Ad .. t t
Dept Mame  [Administration ministration
Retention  Form QM5
Time Mo Retained Docuemnt Mo, M5 Procedure Location Responsibility
B & mos. 0z-0z1 Change Request 0z-020 Daocument Conkrol 150 Rep - Office 150 Representative -

5 wrs, Management Review Meeting Minutes 02-030 Managernent Review Meetings 152 Rep - Office 150 Representative

5 yrs Employves Questionnaire Survey Results 03-060 Emploves Questionnaire President - Office President

3 yrs S0P Meeting Minutes 06-040 Sales and Operations Meeting President Office President

3 wrs, Business Feview Meeting Minutes 06-050 Business Fewview Meeking President Office President

5 wrs, 15-016  Audit Repart 15-010 Inkernal Quality Aodits Audit Files - 150 Rep, 150 Representative

5 wrs, 15-015  Audit Checklist 15-010 Internal Quality Aodits Audit Files - 150 Rep, 152 Representative

5 owrs, 15-022  C&PA Report 15-020 Corrective and Preventive Ackion Z#PA Files - IS0 Rep 150 Representative

S oyrs, 12-021 C&PA Reguests 15-020 Corrective and Preventive Ackion C&PA Files - IS0 Rep 120 Representative

Current Executive Project Plans 15-040 Execukive Projects President Office President

*
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01 - Summary of Retained Documents
Thursday, O cober 05, 2006 3 2453 A

0040 Sales and Marketing

R eterti on

Time

Form

Mo,

R etained Document

Locsation

GIME Proc

12yrs.
12vrs
12vwrs.
12 =

12 v

12vrs
12vwrs.
12 =
12 s

1y,
1w,
1y
Jyrs.
Jws.

10vws.
12 =
12 s

Jws.

12vwrs

ECR Cugtomer Approval

Order Exception Reouests

Orrder Spedification Form

Crrcler Wiorkshest

Crrdder Communication: Maon-Technica
Cirdder Communication: Technical
Satubory and reguatory ironmation
Order Acknownledgement

Cortrad Revesw Approsals

Contract Approva Fomm

Split Order Authonzation Form
Temporary Hold Motice
Administraive Adnendment Form
Administraive Admendment Form
Completed Customer Surveys
Warranty Claim Esicence
Caonzigrment Goods R eport

Produc Dessl opment b esting Minutes
C o=t Recovery Summary

Sales Oroer Foders
Sales Oroer Faders
Sales Oroer F dders
Zales Order Foders
Sales Oroer Foders
Sales Oroer Faders
Sales Oroer F dders
ZSales Order Folder
ZSales Order Folder
Sales Office

Sales Oroer Fdders
Zales Order Foders
Sales Office

Sales Office
Customer Folder
ZSales Order Folder
ZSales Order Folder
WP Sales - Office
Sales Oroer Fdders

Enginesring Ch
Order Exception
Step 1. Denvelog
Step 1. Develog
Step 1. Develog
Step 1. Develog
Step 1. Denvelog
Caontract R esvie
Caontract R esvie
Contract Revies
Splitting Croers
Temporary Hole
Administraive
Correctionta Li
Cugtomer Sura
Warranty clam:
Consignment G
Product Dewvelo
Account Manss

Ready
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02 - Summary of Retained Documents

Thursday, O ctober 05, 2006 92523 AM

Retention Form
Time Mo, R etained Document . GIME Proc

0010 Adminigtration
S ws. 1502 C &P A R eport CEPAFiles - 150 Rep Corredive and |
Iyrs SEOP Medting Mirutes Presidert Office Sales and Cper
5SS 15-015 Audit Checklist Audit Files - 150 Rep. Interral Guaity
Jyrs. Business Review Meding Minutes Presidert Office Business Rese
5w, 1504 C&P & Requests CE&PAFiles -150 Rep Coarredive and|
Current Executive Proed Plans Presidert Office Executive Proje
awrs Emploves Questionnasire Survey Results Presidert - Office Emploves Cues
2yE. Manasement B esviewh esting Minutes 150 Rep - Office Managemert R
S ws. 15-016 Audit R eport Audit Files - 150 Rep. Interral Clua ity
G mos. 0202 Change Reguest 150 Rep - Office Document Cond

002 Human Resources

Indefinite 03-072 Concept Training Record Emplayee Files - HR Office [ Z2Q000 C onc
Indefinite Choices Signoff Shegs Emplayes Files - HR Office Ethicz
Imdefinite 03-0H Accicdert [nvestigation R eports Employes Files - HR Office Accident Invest
Irdefinite 03031 Proot of Ohentation Emploves Files - HR Office Hiring and Mew
Indefinite Perzond Infornaion Emplovee Files Emplayee Files - HR Office Emplayes Rect
Indefinite 03-072 Group Mesting Atendance Records Training Records - HR Offic Training
Imdefinite 0307 Training Aprovd Records Employes Files - HR Office Training
Indefinite Proof of Compatency Recirds Emplayee Files - HR Office Hiring and Res,
Indefinite Emplayee Perfonmance Reviewnws Emplayee Files - HR Office Performance M

003X Information Technoloogy
Current Only Imventory of Swyatem Softwere Communicatior
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