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Amendment Record
This document is reviewed to ensure its continuing relevance to the systems and process that it describes. A record of
contextual additions or omissions is given below:
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roup Michael Ford
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Lusail Real Estate Development Company
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METHOD of
FINAL MINIMUM
SL. RECORD NO RECORD TITLE APPROVAL RESPONSIBILITY RETENTION DISPOSAL
NO (for storage) (after
BY PERIOD .
retention)
Archive
1.1.5 Leave Requests- Soft copy Only M. Ford Manager 12 months folder
13 Legal Documents —Reference Only | Uwe Uwe Kruger Review 12 Archive
) Soft copy Only Kruger g monthly 1.3.X
. Uwe Archive
1.9 All Audits All areas- Soft copy Only Kruger Uwe Kruger 5 years 1.9.12
Site Monitoring Reports- Soft copy Archive
1.10 Only M. Ford Managers 5 years 1.10.X
Incident Analysis Files - Soft copy Archive
1.12 Only M. Ford Managers 5 years 1.12.X
Injury & Event data - Soft copy Archive
1.12 Only M. Ford Managers 5 years 1.12.X
KPI's- Internal & External - Soft Archive
1.12 M. F M 1
copy Only ord anagers year 112X
Critical Action Register- Soft copy Archive
1.13 Only M. Ford Managers 1year 113X
Communication & Consultation — Archive
1.14 Soft Copy Only M. Ford Managers 5 years 1.14.X
Critical Communication - Soft Archive
1.15 Copy Only M. Ford Managers 5 years 115X
. . Archi
1.17 Meeting Minutes - Soft Copy Only | M. Ford Managers 5 years 1r1c7)|(ve
Archive
1.18 Reports - Soft Copy Only M. Ford Managers 5 years 1.18X
. Archive
1.19 Training Records - Soft Copy Only | M. Ford Managers 5 years 1.19.X
Emergency Response Records - Archive
1.25 Soft Copy Only M. Ford Managers 5 years 1.25X
Perf D ions — Sof’ Archi
1.26 Ci;?gﬁ;ce eductions - Soft M. Ford Managers 5 years 1.r2ce.|)\(/e
Management Reviews - Soft Copy Archive
1.28 Only M. Ford Managers 5 years 1.28.X
Workers Accommodation Archive
1.29 Inspections - Soft Copy Only M. Ford Managers > years 1.29.X
Occupational Health Records- Archive
1. M. F M
30 Softy Copy Only ord anagers 5 years 130X
Document Change Requests- Soft | Uwe Archive
1. K
33 Copy Only Kruger Uwe Kruger 5 years 133X
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