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MASTER LIST OF RETAINED DOCUMENTED INFORMATION 

DOCUMENT CODE 
DOCUMENT 

CUSTODIAN LOCATION 
FILING SYSTEM 

TITLE FOLDER SCHEME 
HANDLING INCOMING & OUTGOING COMMUNICATION/DOCUMENTS 

Handling of JAY R. NABAJO-Principal and Records/Desktop/ 
Incoming and CARLO L. F ANO-Alternate of Google/localhost/ By Date daily 

Outgoing Incoming records/app_ Login 
QME-QP-R12-FAD-01 

Communications CARLO L. FANO-Principal 
/ Documents and JAY R. NABAJO-Alternate Cabinet By Date daily 

Process Quality of Outgoing 
Handling of JAY R. NABAJO-Principal and Records/Desktop/ 

Incoming and CARLO L. FANO-Alternate of Google/localhost/ By Date daily 
Outgoing Incoming records/app Login 

FM-QP-R12-FAD-01-01 
Communications CARLO L. FANO-Principal 

/ Documents and JAY R. NABAJO-Alternate Cabinet By Date daily 
(PSL) Process of Outgoing 

Routing and 
Concerned 

Division/Operating 
FM-QP-R12-FAD-01-02 Division/Operating By Date daily 

Transmittal Slip 
Units/Focal Person 

Units 

I ,;►. kOI 1.1 0 C'l'll"'i 

1, ,, .

FM-SP-R12-03C-01 

RETENTION PERIOD 
DISPOSAL 

ACTIVE STORAGE TOTAL 

shredding/ 
3 years 3 years 6 years 

re-use 

shredding/ 
3 years 3 years 6 years 

re-use 

shredding/ 
3 years 3 years 6 years 

re-use 

3 years 3 years 6 years 
shredding/ 

re-use 

shredding/ 
3 years 3 years 6 years 

re-use 














