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Introduction
The purpose of this document is to provide guidance for: Data, Record or Document retention. This document aims to encourage the correct storage of our company information while also ensuring that the routine deletion of unneeded records is performed.

Retention Standard

	Document Type
	Standard Retention Period
	Safety/Critical Retention Period
	Notes

	E-Mails
	5 years
	Archive in accordance with company procedure
	Can be deleted at any time at user’s discretion

	FMEA’s
	3 years
	Archive in accordance with company procedure
	Always archive after 3 years

	Forms
	Archive in accordance with company procedure
	Archive in accordance with company procedure
	

	Drawings
	Archive in accordance with company procedure
	Archive in accordance with company procedure
	

	Improvement Tasks
	3 years
	3 years
	

	Change requests
	3 years
	3 years
	Retain change log

	Route Cards And Production Records
	For the warranty period of the product (+6 months)
	N/A
	

	Other Data, Record or Document
	3 years
	Archive in accordance with company procedure
	Can be deleted at any time at user’s discretion

	Sales Orders
	1 year
	N/A
	

	Marketing Source Materials
	10 years
	N/A
	


Extended Storage of Data, Records and Documents

Documents that need to be retained for periods longer than the standard times must be archived in accordance with company procedures. The required retention period should be stated in the detail properties for the document.

Review of Archived Data, Records and Documents
All data, records and documents that have been archived will be reviewed every 3 years to assess their suitability for continued storage.

	Terms of Use
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Copyright (C) 2021 Adaptive Business Management Systems Ltd. All rights reserved.



	This 'TermsOfUse' worksheet may not be modified, removed, or deleted.

	 

	Limited Use Policy

	You may make archival copies and customize this template (the "Software") for personal use or for your company use. The customized template (with your specific personal or company information) may be used and shared within your company, but this template or any document including or derived from this template may NOT be sold, distributed, or placed on a public server such as the internet.

	No Warranties

	
THE SOFTWARE AND ANY RELATED DOCUMENTATION ARE PROVIDED TO YOU "AS IS."
Adaptive Business Management Systems MAKES NO WARRANTIES, EXPRESS OR IMPLIED, AND EXPRESSLY DISCLAIMS ALL
REPRESENTATIONS, ORAL OR WRITTEN, TERMS, CONDITIONS, AND WARRANTIES, INCLUDING BUT NOT
LIMITED TO, IMPLIED WARRANTIES OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE, AND
NONINFRINGEMENT. WITHOUT LIMITING THE ABOVE YOU ACCEPT THAT THE SOFTWARE MAY NOT MEET
YOUR REQUIREMENTS, OPERATE ERROR FREE, OR IDENTIFY ANY OR ALL ERRORS OR PROBLEMS, OR DO
SO ACCURATELY. This Agreement does not affect any statutory rights you may have as a consumer.

	 

	Limitation of Liability

	IN NO EVENT SHALL Adaptive Business Management Systems BE LIABLE TO YOU, FOR ANY DAMAGES, INCLUDING ANY LOST PROFITS,
LOST SAVINGS, OR ANY OTHER DIRECT, INDIRECT, SPECIAL, INCIDENTAL, OR CONSEQUENTIAL DAMAGES
ARISING FROM THE USE OR THE INABILITY TO USE THE SOFTWARE (EVEN IF WE OR AN AUTHORIZED DEALER
OR DISTRIBUTOR HAS BEEN ADVISED OF THE POSSIBILITY OF THESE DAMAGES), OR ANY MISTAKES AND
NEGLIGENCE IN DEVELOPING THIS SOFTWARE, OR FOR ANY CLAIM BY ANY OTHER PARTY. THE 
ORGANIZATION, BUSINESS, OR PERSON USING THIS SOFTWARE BEARS ALL RISKS AND RESPONSIBILITY 
FOR THE QUALITY AND PERFORMANCE OF THIS SOFTWARE.

	Some states do not allow the limitation or exclusion of liability for incidental or consequential damages, so the above limitation may not apply to you.


Hard copies of this document are not controlled

