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RECORD CODE RECORD NAME TYPE RECORDS DEFINITION RETENTION SCHEDL DISPOSAL METHOD
ACTIVE INACTIVE

MMD10  |Material Requisition SOFT PO MONITORING 1YEAR 2 RS SHRED)DELETE
MMD20  [FACILITIES & MAINTENAINCE

2.1 PREVENTIVE MAINTENANCE OF AIRCON | SOFT/HARD CONSIST OF CHECKLIST FOR MAINTENANCE AND CLEANING OF AIRCONS 1YEAR JYEAR SHRED/DELETE

CONSIST OF MONTHLY CALENDAR MONITORING OF BUILDING FACILITIES { OCULAR
2.2{BUILDING MAINTENACE SOFT/HARD | CHECK OF ALL BUSINESS UNIT, GOVERNMENT REGULATORY REQUIREMENTS) PEST 1YEAR JYEAR DELFTE
CONTROL TREATMENT
MMD3.0  [SARETY & SECURITY
RECEIVED FROM HOMELAND SECURTY /SDR SECURITY BIODATA, SECURITY

SUEADORLVENTLETERSLLRITGUARD |- BARD LICENSE CERT. PNC, POLICE CLEARANCE SECURTY TRAINING CENTER INC. HEw e D

3.2|INCIDENT REPORT HARD CONSIST OF INCIDENT REPORTS SUBMITTED BY SECURITY GUARDS 1YEAR 3 YEAR SHRED
MMD40  |ASSET MANAGEMENT

4.1{INVENTORY OF FINED ASSETS SOFT | CONSIST OF LIST OF ALL FINED ASSETS (E.6. PC, LAPTOP, FURNITURES AND FIXTURES)| UNTIL SUPERSEDED | UNTIL SUPERSEDED | ARCHIVE

42(FATAFILE HARD CONSIST OF DIAGNOSTICREPORT , FATATRANSFER, FATA ASSIGNEE, UNTILSUPERSEDED| UNTIL SUPERSEDED |  ARCHIVE/FILING

4.3 CONTRACTS HARD SIGNED CONTRACTS 1YEAR 4YEARS ARCHIVE
MMDS.0 | MANAGEMENT REPORT SOFT (ONSIST OF KPI, MANCOM, LEADERS MEETING, ACCH 1YEAR JYEARS ARCHIVE

SUPBLIER F2 ACCREDITATION FORM, GOVERNMENT REGULATORY, SUPPLIER
MMD60  (SUPPLIER PORTFOLIO HARD 1YEAR JYEARS ARCHIVE
EVALUATION
OFFICIAL RECEIRT & CERTIFICATE OF

MMD7.0 CECTRATON HARD CONSIST OF LIST OF OFFICIAL RECEIRT & CERTIFICATE OF REGISTRATION 1YEAR JYEARS ARCHIVE
MMD80  |INSURANCE MANAGEMENT SOFT FACILITY INSURANCE, VEHICLE INSURANCE, AND INSURANCE CLAIMS 1YEAR JYEARS ARCHIVE
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