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	        Document Control & Retention Policy
Owner/ Department: Operations



	Brief
	It is the policy of the Company to stipulate conditions for document control and retention.

	Purpose
	This procedure describes the method of control of Operations records. It is designed to ensure that all records are identified, collected, completed, filed, stored, maintained, and disposed in a consistent manner.

	Scope
	This procedure applies to all Quality records under Operations 

	Definition
	Quality Record – All data and other evidence supporting the completed set of jobs.
Retention Period – The period of time for which records are retained beyond the program life.

	Responsibilities
	The principal responsibility for the operation of this procedure lies within the Department Head.

	Procedure
	A. Control of Records
A.1. Identification of records. 
A.2. Records are indexed according to the filing sequence indicated on the folder label.
A.3. The master set of record forms will be controlled through the GUIDE system as per the document control procedure. The document change control system shall be used to implement revision of record forms as per document control procedure.
A.4. Composed Quality Records shall be routed in accordance with the relevant Quality Procedures and shall be stored in the designated location under the authorized personnel who shall be responsible for their safekeeping until their Operations are done.

B.  Storage of Records
B.1. Hard copies of records shall be filed in folders labeled as follow:
[bookmark: _GoBack]B.1.1. Department
B.1.2. Location
B.1.3. File Number
B.1.4. File Name
B.1.5. Filing Sequence
B.1.6. File Type
B.1.7. Responsible Person
B.1.8. Retention Period  
B.2. After completion, records shall be stored as follow:
B.2.1. Pick up Manifests – 3 Months 
B.2.2. Airwaybill – 3 Months
              B.2.3. Proof of Delivery (POD) – 2 years
B.2.4. Insurance/Indemnity – 3 Months 
B.2.5. Handover Manifest (3rd Party, UTL, SSC & HUB) - 3 Months
B.2.6. Customs Bill of Entry(BOE) - 5 Years
B.2.7. Import - E Clearance Bill - 5 Years
B.2.8. Courier Export Documents - 6 Months
B.2.9. SHJ Export Clearance Documents - 6 Months
B.2.10. All other documents as per the file register. 
B.3. Other records will be stored in the appropriate location for the defined retention period as shown at the File Register.
B.4. Records classified as “Confidential” are stored inside locked cabinets.

C. Protection of Records
C.1. Hard copies of records are stored in a manner that will protect them from deterioration, damage, or loss.
C.2. Protection of electronic records shall be done as described in the IT Back-up Policy. (GUIDE Doc. No. 50)

	Disposition
	At the beginning of each year, the Department Head should review and clearly identify the procedure of control and retention of documents. Arrangements shall be made to remove them from the Company premises. Disposition of Quality of Records shall be done only at the discretion of the MD.
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