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Mf.ﬁajaci:: Communjcations Records Retention Palicy

Attached is the reviged, one-page records tetention policy for cowmmunications
{ functiong (advertising, public relations, etc,) that has been caoxdinazad with
the cencerped departments.
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Directer, Corporate Communications
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Feb. &, 1383
Racords Retention Policy

Depeription of Record _ Eatentian Pericd
Funetions Advertining snd Publie PBelations

Section A  Group Advertising, Business Commmications, Marketing
Comminications Departmentg and Corporate Communicarions

w. Centracts and Agreenenty Wiile current and
savan yesrs znftey
terminacion. See
Law Pept, Saction )

vAds, Radfo snd TY Commarcisls

« « {Reprints, films, tapea) ~ 1 copy ' Permanent
gt w—®roduct brochures - 1 copy 20 years
éﬁJb?. =" Technical litarature ' 78 years

ATt Work Waile current
o~ Studies and Reports on advertising Impace, corporste
image, investment Lmage, advervising performance,
public opinion atudies, all specific to ¥PG -~ 1.copy 5 years

Sgution RB: Photography, Yideos

t--Motion pieture filme produced by ov for PEG 20 years
~~ ¥ideos on the eorpovation 20 yedrs

.~ Transparencies and phatugraphs 7 years; or while
Review for archival puyposes, especigliy turrent

plant and praduct photos
-~ Transparencies and phorographs, archival quality Fermsuent

Sectlon £: Pubidc Relations and Publications

Anmuzl Shareholders Reports of ¥#6 ~ 1 ¢opy Permanent
Extra coples 1¢ years or supply
sxhaysted

~ Periodical publicarfons, fncluding PPC News,
PPG Progress, Quartarly Shareholder Reports,

FPG Products -~ 1 copy Persasent
+~ Blographical Nata on Management personznel, V.7 levgl 20 years

President, Chairman, CEO Parmanent
“/fSpecial ¥veot Records, i.e,, plant openings,

dedicaeions, tours, etc. Cost, participants,

activities ) 5 yesrs

“’%rcss Raieaau{ {Microfiim) - - ) Parmanent,

- . BA 0C7




