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Text of the Document Preservation Rules [Current versionl

Acticle. 1 (Purpose)
This provision stipulates document handling methods related to filing, safekeeping
and preservation, with the aim of achieving quick and safe paperwork of official

documents.

Article. 2 (Applying Provision)

All documents should be subject to requirements stipulated in laws and regulations.
In principle, internal documents should be filed, preserved and diéposed of pursuant to

this provision.

Article. 3 (Rule for Dispersed Filing)
Filing and preservation of documents should be managed according to division and

section as a general rule.

Article. 4 (Length of Document Preservation)
Documents are categorized according to the following preservation periods:
® Permanent preservation @ 10-year preservation @ 5-year preservation @

3-year preservation ® l-year preservation

Article. 5 (Table for Limits of Document Preservation)
Each document preservation periad is in accordance with the appendix, “Table for

Limits of Document Preservation”. The table is used as stated below.

1. The preservation period of a document listed in the “Table for Limits of
Document Preservation” should be decided based on the data in the said table.

2. The preservation period of a document unlisted in the “Table for Limits of
Document Preservation” should be decided by the head of each division/section on the
analogy of similar documents to the said table.

Article. 6 (Start of Document Preservation)

The stariing day of the document preservation period is the day after the last day of
the business year of completing the paperwork related to the document {(April 1 or
October 1 every year). Completing the paperwork indicates the following cases:

1. A circular to obtain managerial permission—when closing entries are

processed



Privileged & Confidential Draft 0711127

2. Account book—when closing the books

3. Contract—when the contract term ends upon maturity or cancellation

Article. 7 (Disposition of Documents after the End of the Preservation Period)

Documents that are preserved over the periods stipulated in this provision should

be periodically disposed.
However, confidential documents should be responsibly disposed of through
shredding or burning
Sup'plementa_ry provisions
Article. 8 (Effect)

This provision will be effected from August 1, 2001.

“Table for Limits of Document Preservation”

& Marketing Department
4 Manufacturing & Production Control Department
4 Secretarial & Public Relations Department



07/11/27

* Remarks

Aarket ressarch

Market research-related documents

Q
3ales planning Sales planning-related documents 0 (@) 0
nquiry/estimation Inquiry form fot estimation 0 Disposed of aftet use @) ases
Explanation regarding estimation 0 Same as above [e) shall be preserved,
—— Drawing used for estimation 0 Same ac avove [} G
List of planned product weights 0 Same a3 above &) -
Specitication sheet 0 Same as apove @]
Weight calculation shest Q Same as avove O
Estimation request form 0 Same a3 above Q
Estimation sheet Q Same &s avove O -
Estimation ledger 0 Same as above [@)
Book to record accepted inquities Q ) Game at above Q
S_Ee‘ratlons dept, meeting Documents for operations dept. meeting 1 0O -
Jegotiation for contract Estimation offer sheet 0 Q
Documents related to negotiation for contract 0 @)
(1 mpenant)
\fter agreement on contract Qrder sheet 7 10 [@)
Order registration book 7 10 (@)
Order acceptance sheet 7 10 Q
List ot.estimated costs (original) 7. 10 Q
Contract 7 10 Q .
Approved drawing 7 10 [@)
Other contract-ralated documents 7 10 @)
Book to manage contracts by special agent 7 10 Q 1
Book to manage contracts by client 7 10 (@]
*roduction-related instruction Instruction for production 5 [@)
Production specification 5 [@]
Product delivery order sheet 3 Q
Book to record provision of production instructions 0 [@)
Book to record processes outsourced by sales dept. 5 Q
Documents relating to installation work 5 Q
Sollection Debit note copy 7 Q Revised in July 200
Detailed statement of receivables/advance balance 7 O Revised in July 20+
Sales dept's copy of collection receipt 1 Q
Documents related to credit investigation 1 O
3ales reports and statistics Daily order report 0 [e)
fot internal use Monthly collection report 0 [e)
Report regarding estimations made 1 Q
. Comparative table of contract targets and actual results 1 [¢)
Collection result record by month 36 0 [@)
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or/1t/27

Comparative table of due receivables and actual amounts collected 0

Summary table of contract amounts by product-

Varlous sales reports
{1 importany)
3ales reports for external organizations Documents submitted to relevant authorities and related organizations {(copy} 1 10
Documents relating to request for registration for bidding 1 10

Special agent contract After agent contract termination

O|0] 0|0} I0j0jO

Revised in July 20(

3pecial agent management

Letter of attorney (copy) (relating to sales agent) 1 Sarne as above

2/138
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>roduct delivery

Production notice

-

Delivery stip

—
(=]

Delivery record book

—
(=4

Basic product information book

<

Packing st

Invoice

Revised in July 201

Qoods delivery permission {copy)

Revised in Juiy

Product delivery receipt

ol~f~jn

(Receint)

Daily delivery amount record

Disposed of at the and of the term

Plans regarding production, delivery, etc,

Record of actual production, delivery, stc.

Freight estimation and comparison of vendors

Accident report

i fmfaial o

Port shipment.related report for relevant authorities

vehicle/ship arrangement

Delivery atrangement request

Vehicle arrangement reguest

nsurance policy

Attar conlracl termination

{Revised in July 201

[ransportation insurance contract

nsurance contract acceptance cartification

Attar contraci larmination

Request for Insurance payrent

~N W~y

Reviged in July 20

Delivery service contract

Atter comeact Watmination

Revised in July 20:

Freight estimation sheet

Revised in July 201

“reight caiculation

Book to record freight calculations made

Wi~

Notitication of agreed freight

Notice to return rejected goods

Handling of detfective goods

Report of receipt of returned detective goods

Book to recotd delivery of replacement docds

At closura of account

Dalivery receipt register baok

mfafealaja

After closure of account

OI0I0I0(0]  |OI0I0] [010:010} I0/0; l0jojoI0I0! © [0joioloIIIOID]

Dally report of retirned defective goods

3736
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3oard of directors Meeting minutes Barmanently o 1
Appendixes Potrnanently O

3oard of auditors Meeting minutes Parmanentiy el
Appendixes P y o @)

jeneral sharehoiders meeting Meeting minutes o ) Pamanenty o o}

?.'.'PC‘(’.'Rm...._m.:..‘A.. . o A set of documents relating to one matter - - Pot titetime i ....-4._.. Kel) -
List of directors with basic personal information Permanently ol

" Appointment letter issuance book Parmanently i
Notitication relating to secretaries 3 _

Permanently

o3}
O
Q
@)
*ress release, announcement Materials for external announcements/reports [@)
Materials for announcements/reports relating to affiliate companies Pecmangnty [®)
sompany history A set of original materials regarding the company history in past 80 years Permanently [@)
A set of original materials regarding the company history in past 80 years Parmanenly @)
A set of original materials regarding the company history in past 100 years Permanently @)
n-house newsletters Original copy of "My KUBOTA' (including "monthly KUBOTA") Parmananly @) o
Qriginal materials for the above newsletter 1 @)
A set of photos used for the above newsletter Petmaneruly @)
E£dition plan sheet for the above newsletter 1 Q
Qriginal materials to compile "business policy” In the above newsletter 1 (@) b
Original materials to compile "semiannual progress” in the above newsletter Patmanently Q .
'R magazine Back numbers of "GLOBALINDEX’ Patmenaniy - (e} O

4/08
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Audit plan sheet

Audit reports
Audit reponts of affillate companies
Balance sheets of affiliate companies

LI RN E s { RN

5736
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leiwroy,  Ramarks

Jales/purchase of real estates Request for approval 5 Altot tales ot disposal O
 Contracts 10 1same as anove Q ~
Title certificates o] Same as above oy _‘ T
Certitied copy of register 10 Isame as above @)
. Official approval for construction of the real estate 10 |Same as above (@]
Real estate ladger 5 Sams as anove Q
k Agreement regarding land boundatry 5 }same as adove O
e :’ " Notification of construction (certificate of inspection completion) 0 Same as above @) BB
Approval for construction 0 }Same as avove Q1
~ ) Estimation sheet 0 |samsas above o
Process schedule 1 Atter watk compretion o o
Design drawings 0 {Ater disposal O o -
Agreement regarding land boundary 0 After disposal Q
Design drawing with actual measurement 0 {aner disposal @)
Book to record acceptation of completed construction 10 latter comptetion of constiuction Q
.easing of real estates/equipment Request for approval 3 iafer contract tetmination Q
Contract 3 Same as above @) _ .
. Other related documents 3 |samesas sbove Q
3urchase of equipment Estimation 0 |aner dipasal ) - :
Contract - 10 {ater completion of construction Q o -
Process scheduls 1 Altet completian of construction [@)
Dasign drawing Q Atiet dispasal Q
Specification sheet [¢ Afer disposal O
Request for approval 5 O
Book 1o record acceptation of completed construction 10 Alter complstion of dispasal (@)
Jon-lite insurance Request for approval- 1____janes conract sxpiration Q .
Non-life insurance policy 1 Ahtet contract expiration [@) c""ﬁ""““;; ‘;‘:';‘_‘;“““::"
Other insurance-related documents 1 After coniract expiration Q
Jttlce supply Supply purchase request 1 @)
Invoice 1 @)
Office supply provision slip 1 @]
/ehicle manageament Dally driving report 1 @)
Vehicle management book 7 During vehicle ownarship [@)
Jaceiving/sending of mails Qrder form for postage deferred payment mails 1 O =
Recelpt of registered/delivery-certlified mails 1 @) -
Book to record recelpt of speclal maits 1 Q . .
Other related ledger 1 Q 4o

1
t

6/ 36
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Notification slip

sommercial registration

Notification of chanqe in registered company information (copy)

Permanently

Permanently

Ons copy for sny vlvislm;.

Official copy of registration (cedificate covering all latest information registered)

‘he oonstruction Industry law

equest for approval for construction business (copy)

Petmanently

otification of change in registered business information (copy)

Permanently

ZIZlD

ofification of change regarding account settiement (copy)

Permanenti

—

ist of registerad construction engineers

1

spplication for registration as supplier

Notification of qualification for registration

After letrination of the period

Receipt of application for registration as supplier

Alter ietmination of the perico

List of organizations to which applications for registration have been filed

Appendixes to application for registration (copy)

alalafe

Atrec termination of the pesiod

off course membership

Ledger of golf club membership

1 JAtter dispasalof ip

O} 10[0/0|0] jojoj0l0! 1010] O

.easing

Leasing contract for maintenance vehicles

_|Application form (for lump application) (copy)

1 JAtter expliation

Application for indlvidual leasing contract of vehicles for company use

1 Same as above

‘ranspontation of goods

Notification of use of goods outside the company

Aemberghip to external organizations

Apoplieation for approval

List of memberships to be reviewed

Membership cards ot various organizations

1 Aftar wi

Aanagement of entry/exit of personnet

Gate entry/exit record

Ledger of antry permission provided

k] Aner use

‘atrolling

Daily security report

‘Irg prevention

Eire prevention plan

Outing opetation of office

Votuntary inspection report

Fire drill plan

-

Fire drill report

“raffic accident

Traffic accident report

o

Report of trattic accldent handling results

o>

Jthers

List of telephone-charges

List of electricity use amount/charges

List of gas use amount/charges

List of water use amount/charges

Electricity bili

Gasbill .

Water bl

JEY JDY SN Y NG DU NN

OOOOOOOi Ol0} |O{O|0I0} [0} 10j0] [0lOI0] |0 (of0

77388
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Privileged and Confidential /Draft 5
‘rocedures relating to shareholders meeting |Announcement Permanently [@)
nvitation letters Permanently @]
Reference materials 10 (@]
Letter of attorney 1 ol 1
Letter for voting at general shareholders meeting 1 [@)
Notification of meeting resclution Petmanently Q
Business repont Permanenty . Q.
- Docurments related to dividend payment and other matters 10 — o)
Book to record unpaid dividends 10 ol -
ssuance of new shares Announcement Permanently @) T -
Prospectus Permenently Q
A set of documents ralating to capital increase or othsr issues 10 @)
Documents relating to CB Issuance 5 After redemption (@)
UBQTA Fund Application for membership 3 @]
Detalled statement of attribute change 3 @)
Request for withdrawal from membership 10 Q
Requast for recess Q Aot p of renant requesi (@)
Request for restant 1 Q
Request for partlal withdrawal 10 Q
Detailed statement of ownership by member 10 Q

8/38
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e 8 TN [ETITENIN

imployment Documents ragarding approved open posliions for recruiting 9 Q
Requaest for travel cost payment 7 Q 1
- List of examination results . Permansnty Q e -
- List of successful candidates Permanenty I )
Documents relating to employees Permansntly ] @) e
e Request for permission for new empioyment - I
Employment contract S N
cV
Certificate of graduation _
Qertificate of school sceres ]
e . Health examination resuits
Book to issue empioyee registration number Permanently Q
Ledger of employee's basie information P y () e i
Ermployee list by smployment year (regllar recrultment) Patmanently O N
A set of documents regarding each unsuccessiul candidate 1 O
Documents regarding educational visit to factory 1 Q -
Docurnents reqarding training program at factery - 3 Q
Documents relating {0 meeting with suacessful candidates 3 Q
Recaord of [ob interviews 5 [e)
Record of interviews with smployees regarding desired job posting 5 [e]
\ttendance mapagement Aftendance recorditime card 3 Q
Abisent notice 3 [e) .
Request for special leave 3 @) R
RAequest for annual pald leave 3 o o -
Ledger of annuat paid leave 3 o
Request for ttregutar wotking hours 0 Disposed of in the toliowing monin Q
Notice of attendance on holiday 0 Dispoted of ater holday management proced] O
Report of absence 1 Q
AN ais aNe: 2000 are it
1elocation/organizational GQ_QBQG Job rank charnt . Permanently Q | Q |eseronic torm.
Report regarding relocation within depantment/factory 1 . [e) .
Request for approval.for organ)zational change {original form used for approval) Permanently Q
Request for approval for change in duty division (original form used for approvai) Permanantly Q -
Request for approval for ralgeation (ofiginal form used for approval) 5 O
- Anncungement of organizational change 10 | O 3
Qrganizationai chart Perrananty o
o o Request tor approval tor launch/extenslon/termination of project Parmanently O
— FRequest tor approval for establishment/change ot committee Parmanantly @) —
Communication regarding long-term business trip 3
Annguncement ot personal relocation Parmanently — Q [P
danagement of on-loan employess Original ¢opy of fules and regulations regarding on-loan employees Parmanantly
Agreement on external assignment Permanently

9/38
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07/11/27

. | @)
‘romotion _[Original form of approval for promotion Patmanently Q
imployee performance evaluation Performancs evajuation sheet for sach employee. 10 @) {Etecuonic data availabie
Request for employee performeance evajuation 3 [@)
Documents relating to ravision of evaluation rules Pattmanently @)
s Data of job.refated request from employees 10 [e) | Erocione data avaiane
iefiroment and employment of retirees Retirement notice 'Permanently - o} meme o
Raesignation ietter Permanently (@) i} e
Book of basle information of retirees Permanently O
Request for extension of smployment of retirees Permanenty O (Past cea)
Request for payment and other matters for employment of new retires {reqular retires) 3 i [oN N .
(Reguest for approval {or employment of retiree) N _:_ ] ; -
Documents relating to extension of retirement age Permanently Q
Pragram for employment of retirees over 60
(Hatsuratsu Plan) Application form iPermanenty [e)
juspension of werk Personal survey results of empioyes on long leave 5 @) o
Doctor's certiticate of employees on long leave 5 Q
Materials of the long leave review committee 5 [@] o
Personal survey report relating tg fong leave $ o
Notice of long leave/request for returning to job 5 @)
Jsmissal Request for dismissal Pesmanently (@] For authaiities
Notice of dismissal for corporate reorganization jPermanently 0 Same a¢ avove
Materials regarding disciplinary dismissal JParmaneatly [e)
Disciplinary committee report Pormanentiy O
Notice of decision on termination of long leave Permanently O i
liscipiinary punishment Documents retating to disciplinary committes Permanent Q
Written apology/written ptedge Petmanently [e)
(e}
leward Documents refating to various rewards [Permanenty Q
Documents relating to reward committee Permanenty o (@]
Request for provision of varlous rewards Perenanently Q e
sayroll management List of payroll by term [P ormanantly o @) o
Dacuments refaling to approved open Jobs for recruiting 10 (@] _
ioliday management Leave schedule list 1 0 o
Documents relating to ptanned leave schedule of the year 1 Q .
Change in leave schedule (past trend) Patmanentty Q
iducation program &t domestic schools Documents relating 1o sending employaes 10 study at domestic schoo! 3 8 T
;onvetsion Approval form for conversion test Permanently o T :ﬂ_ i j_

10/ 36
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Document for screening of converston candldates P ermanently o
imployment of fulltime technical employse |List of empioyed technical staff 3 [O7 JENE EE— ——
] Employment permission notice (sales office/tactory) 3 o] = et
ieport to authorlties Repor of registered business operations Permanently Q
Report of new/revised workplacs ruies Parmanantly 0
Report of agresment on overtime work Permanently Q " T
Request for permission for exclusion from workpiace rules Permenently @]
of ermployees engaged in intermittent work |Parmanently @) o
Request for permission for exciusion from dismissal notice rufe Permanently @] B
______ Request for permission for exclusion from rules regarding simultaneous rest taking Parmenently @) Past cases)
Report of implernentation of
one-year program of irregular working hours Permanent o T
Jocuments relating to external organizations |Request for permission to assuma a role at external organization 3 O
Request for parmission for external announcement 3 [@]
.abor-related laws Materials relating to legal cases Parmanently . (@) .
.abor agreement/workplace rules Original copy of revised labor agreement Permanently [¢)
Qriginal copy of revised workplace rules Pormanently [e) T
Record of past revisions of workplace rules/labor agreement nlly @)
Former rules relating to personal management Permanenily (@)
aborunion Report of labor union activity 1| . @)
_______ Agreement P tly O C T
s List of directors of labar union IParmanently [e) e
Minutes of labor-manag nt meeting P atly [@)
Documents relating to speclalized committees Permanently (@) TremTme
ivents A set of documents ragarding each memorial ceremony fot the deceased Permenenily [e)
Documents relating to company's anniversary event classified by year IParmanantly [@)
Documents regarding other commemorative events IPermanently Q
Events at the end/beginning of the year 3 o
Aaterials such as salary statistics Statistics/report within tactory 5 Q e
Salary analysis resuits 5 O
Salary survey sheet 8 [e)
Raports for external organizations 5 Q _ L
Statistics summarles Permanently o
Survey results retating to salary 3 Q
Saleulation of compansation Raquest for payment of family allowance 3 O o
Request for credit exemption for dependent 7 @) i
Compensation management ledger 7 O
Data entry check list 1 Q

11736
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Withholding slip

07/11/27

Notice of special collaction of municipal tax

Notice of change In municipal tax armount

Report of attribute change relating to municipal taxation

Compensation-related receipt

_|Request to specify method to receive saiary and bonus

Request for housing altowance (paymenttermination) e

Documents relating to tax deduction

Docuiments relating to salary payment

i

Summary of salary amount by jtem

Datalled record of unpaid salary

Request for payment of transportation fees for commutation

[of: 1t refating to commutation using persaonal cars

R IR {RY ERTENTFAY PR SR TRY T2 A A T N

Tax table for year-end adjustment

Summary sheet of tax withholding certificate,

income tax certificate and other such official certificates

Municipal tax payment notification

Income tax payment notitication

Request for tax deduction for Insurance tees

Request for tax daduction for spouse

EI AN SRR ERIEN

oloojojojo] [olofololoio.cvivioiolololo

Year-end tax adiustment amount notification

{incl. correction of year-end adjustment and tax adjustment for non-Japanese when lsaving Japan)

‘ay ralse Ragular salary raise table 3 Q ]
Notification of determined increase in basic saiary 3 o
Docurnents retatmg to pay raise 3 Ke) I
jonus Docurnents relating to bonus 05 Q —_
Report of bonus negotiation result 7 Q
Notice of bonus amount determined 3 Q fncdea
Request for approval for bonus payment 3 Q
Documents relating to bonus payment 7 [ I S —
“letirgment allowance Calculation statement of retiroment aliowance 10 o
Receipt of retirement allowance 10 [} S
Report of budget used for retirement allowance payment 3 8
joclal security (health Insurance, Notifieation of entry/withdrawai from Insurance program Permansntly Q
smployee pension plan, otification of calculation base salary (change in monthly amount) {Permanently @]
employee pension fund) otification of revision of additional monthly salary amount for pension calculation Permanently O
Record book of the insured Permanenti (@) e e e
Caloulation staternent of soclal security fees 2 @] —
Summary statement of saclal security fee payment by item 2 Q e
(Health insurance, nursing insurance) Insurance fee calculation statement 2 o e st
(Health I o, hursing | e) payment notice 2 Q
(Employee pansion) payment notice 2 Q
(Employes pansion fund) notice of axempt amount for maternity jeave 2 Q

12/ 36
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and notice of payment after exemption

01/11/27

\dditional insurancge

Contract appilcation

Correspondence at the time of Invitation

Ater Xp

{Nippon Life Insutanae relatad)

Notice of insurance fee remitance

nsurance fes bill’

Documents trelating to dividend

Detalled statament of attribute change

nrninioriaie

Group contract confirmation statement

General stalement regarding payment

O] —

Notification of insurance qualification and other matters

impioyment Insurance

_|Notice of confirmation of withdrawal from insurance program

Notice of acceptance of new insurance program member .

Notification of relocation

Hibintaln

Receipt of various change notlfications

Certificate of designation {(smployer's copy)

Permeanently

Certificate of monthly salary amount at age of 60 (emplayer's copy)

Netice of designated date for application for allowance for senior employee

Certiticate of monthly salary at commengement of (chiidcare) leave (employer's copy)

Notice of date for application for childcare leave allowance

Caleulation statement of employment insurance fee

FA I FNEN LN

Asset-buiiding program

Natification of attribute change relating to asset-bullding programs for housing/pension

A set of documents for each program member (notification form, ete.)

(81 0N

From the time of canceflation

Sompany house/dormltory

Construction-related material

{Parmanently

Company house/dormitory management

ARG 16

Documents relating to acquisition of company house/dormitory

_nSm

Application for residence

Repont of naw/leaving resident

List of residents

Alter closute of company house/ itory

Contract for leasing/use of company house/darmitory

LAlter resident leaves

[A) BN Sy gy

List of dormitory siatf mambers

Mousing survey sheet

—_
[=]

Housing construction plan

Long-term pian

L.edger of dormitoty equipment

After closute of company hous &rdgotmitary

Charge collection |ist

. Fo’m 2 — e

Reguest for supply purchase

Dormitory superintendent's report (weekly report)

Notification of withdrawal

Leasing contract of housing for employess

ARter rasident feaves

Menagement. 1564 §ari

Commission contract

After clogute of company house/dotmiery

ele,

Request to extend period for residence in company housing, ete.

e falolal sl alolo

Aftor isaves

Oj0[0 0j00[010I0|0JOJOJOIOIOI0IOI0I0 [O] 10J0] [Ojojoj0]0}j0lojol0]0jO} 0io] iololololo|o!

Request for change regarding allowance payment to dormitory superintendent
o/ 30

Permanently
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Home helper repont
Attendance report of home helper N

qousing loan Dacuments relating to housing fund management 19 o .
Application for housing - 10 @) e,
Notification of attribute change relating to housing 1 )
Report of housing management status 1 O
Detalled statement regarding payment of housing loan 1 ) e
Documents relating to loan for personal housing construction ol 4T
Management of personal housing 10 ] Q1. .
AAAAA - Notice of approval for loan for personal housing : 5 e Q
Detatled statement regarding payment of personal housing foan 1 ) eV
Report of attribute change regarding personal housing 1 o) o
Management of fund for housing construction - 10 o1y
*amily support Request for money (gitt) for employees on long leave 5 T T
Notification of provision of money (gitt) for employee on long leave 5
Application for home helper setvice 1 I
1 .
1

|
1
}
;

3cholarship students A set of documents for each scholarship student Permanantly N B

Book of basic information of scholarship students Patmanently e
Songratulations and condolences Request for provision of congratulation/condolence money ]

Request for money (glft) for employee damaged by disaster 3

Apptication for allowance for tamlly of employee whose death cause Is not related to job 3 o

Nelfare Commission contract Shap, ete,

Request for welfare fund
List of welfare loan provision/colisction by employee
Welfare fund management report

PRy {2 s

Julture and sports Documents relating to Central Culture & Sports

Events relating to Central Culture & Sports

Documents regarding cultural/sports programs at sates office
Culturai/sports events at sales office

[SITARIASIAY

Jeal service Meal service outsourcing contract

Detailed statement of meal service fes payment
Summary list of fund for meal setvice

Mea) service dally report

Menu commitiee materials

el el LA AR

10 I0jOI0I0|0; JOJ0I0J0!  10]010|0 olojo} jolo} 1olojojolo

Risk management measures

14 / 36



farious education programs Education plans 3 @)
Report of education plans implaménted 3 @)
Orlgina) copy of edycation textbooks 3 @)
Education-related materials 3 @]

3kill test List of testees 3 Ol —_—
List of successiul testees Permanently QO | O Iswredin *persont
Skill test plan 3 (@]
Skill tast committee member list 3 Q N
Cornrnisslon contract tieasing of venue) 3 Q .

15/ 88
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07/11/27
" Remark

Issues of social integration within company, ete.

Human right education program plan 10 1 oloy )
Report of human right education program implemented 10 Lo lo
Report of iuman right education program implemented (in detall) 3 e oy
Osaka Labor Bureau/Osaka Prefecture. falr employment screening - .
o Report of change of the human right education promotion committee member 5 ol T
Jexual harassment Sexual harassment, ete,
_List of the countermeasure committeeé members 5 [oN Ke)
Record of countermeasure comrittes meetings 5 @)
Consultation room for women; member list 5 [eNe)
Consultation room for women; consultation record 5 @)

16/ 36
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S U P T T

’roducts Newspapers/magazines with advertisement of-the company 5 O “_: -
Printings {catalogs, posters, calendars) 5 [@) T
PR magazine (first edition) Pormanently Q L
Advertisement tools 1 (o3 I D
ist, ledger, ote. Advertisamant cost plan fist by term (firstsecond) 5 Tt o
‘ Request for creation of advertisement goods 5 KS) T
Order sheet (copy)/detalied recelpt 5 e A
List for advertisement cost management (plan vs. actusl) . 5 R Q .
farious materigls Documents relating to company image survey 5 Q
Estimation sheet 5 @)
Contract 5 AnGt program termination Q
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07/11/27

sctror]  Remarks

reated by oparations dept. Profit & loss statement by maghine type and appendixes 5 [e)
Profit & loss statement by machine type (plan) 1 [e]
; Balance sheet by operations sestion ] Ke)
_____ Balance sheet by operations section {plan) 1 [@)
o Mid-term plan 5 el O
Status report of equipment accepted 3 - ) - )
Materlals for advisory council 10 T I e
Materlals for strategy meeting 10 -
Sreated by business planning dept. Profit & loss statement by machine type Parmanenty @)
Profit and loss statement by machine type (plan) [@)
Summary of balance sheet by opérations section Permanenty <] T -
Summary of balance sheet by operations section (plan) 1 [®) T
Materials regarding business performance scores Permanently
ZSreated by business management dept. {Order status shaot 5 - L -
) Plan/actual comparison sheet (production, delivery, stock, profit & loss) 5 Q
Past order result table Permanently
Past rasult table (production, delivery, stock profit & loss) Permanent) [e)
Annual plant investment plan (company-wida char) 5 [@)
Annusl plant investment made (company-wide chart) 5 Company-wide chant [¢)
Committee matetials 10
Strategy meeting materials 10 .
Request forms, notices, etc. Request relating to calculation systems 0 Q pared o1 s sxcianors
Redquast for approval for iong-term contract 3 Q
Screening materials for reward provision applications 3 Q
Request for approval (equipment) 5 (@) o
Request for approval (costs) 3 [ 1 _
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3asio documenits General account ledger 10 O -
Supplemental iedger 10 Q
Estimation table 1 [@)
(General statement of salary payment 7 Q Revised in July 20(
Detailed statament of soclal security fees 7 @) Revised in July 20¢
Other materials relating to salary payment 7 @) JRevised in July 20
Detailed statement of direct sales costs 5 |Separately for head ottice and pranch oifices | O e
Detaitet statement of saies costs and general management costs 5 Sepstaiely fof hesd office ana ianch oflices | O o .
Detailed statement of cost aliocation 5 Q e
QOriginal inventory slip 7 (@) Revised in July 20¢
inventory slip 10 (@] o
Deposit recelpt 7 Q Revised in July 20¢
‘Inancial statarment by office Balance sheet 10 &)
Profit & loss statement 10 Q
Profit & loss staterment by team/machine type 10 Q
Manufacturing cost calculation sheet 10 [@) _
_ Statement of fixed asset increase/decrease 10 [e)] _
Detailed statement of sales & general management costs 10 Ol 4
Detalied statement of inventory 10 (@)
Detailed statement of account balance 10 O ) -
ieneral financial statements Balance sheet Permanently ) -
Profit & loss statement Petmanantly @)
Profit & loss statement by team/machine type Permanently (@)
]
\coount settlement Financial statements after account settiement Permanently O
Explanation materials for account settiement resuits 10 @)
Materials relating to account settlement 10 O
Business report ] Permanently o)
Asset securities report Permanently Q
“axation Corporate tax report 10 Q
Materials for corporate tax return 10 Q e
Caleulation sheet for municipal tax return 10 3Businoss tax, corporate inhavitant tax | O T -
Notice of approval {or revised cotporate tax ot othes tax return 10 O
Materials prepared for invastigation by Regionat Taxation Bureaus 5 @)
Certiticate of tax payment S [}
Form for fixed asset tax return 10 0
Materials for fixed assot tax return 7 O Revised in July 20C
Payment record ) . @)
‘ayables/payment Receipt 10 Q
' Detailed receipts by account/account item 10 o e
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0?/11/27

Racslvable balance shest 10 O
Heply to request to confirm receivable balance 7 Q Revised in July 20(
. Receipt and other evidence 10 Q
. U"!y Lrir e o nril
Business trip report 7 Satilemant of advance payment o190 ‘:LyAi:Din:me 2004
Detalled list of travel expense payment required 7 [One.gay vip Q| O lsameasavos
o Slip issuance jedger 5 [stored by respansib Q
- Paymant bill mailing slip 1 Q —
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Document Titles and Their Storage Years [Latest Version]

07/11/27

Receivable/advance money Bill issuance book a Atier aloauie O
_— Payment receipt slip 10 [
Receipt issuance book 10 Q
Book to recerd issuance of receipt with company stamp 10 ¢} R
Certificate of payment 5 O
Book to record Issuance of request Istter for bank remittance Parmanently O
Detalled delivery statement (invoice) 7 (@)
e Sales calculation sheet 10 O
Recsivable/advance mongy balance shest 10 R i) Toows yraen and orangs et
Cortificate of balance 7 o) {Revised In July 20¢
Certificate issuance book [ O h
List to adjust balance ameunt confirmed 7 O Revised in July 20¢
Sales incentive ledger 10 |oeiated statement [@)
Sales commission fee ledger 10 |Dewated stutament [e)
Dighonorad bill balance chart 10 ()
Detailed statement of payment recelved 2 O o
Jash payment/receipt Cash payment/receipt ledger 10 (@)
n«<house sevings deposit In-house savings deposit balance sheet 10 [¢) Abolished in March 2000
Deposit ledger 10 [@)
Report of tax-axempt savings 10 @)
Application for exexempt savings 10 Q
Report of attribute change regarding tax-exempt savings 10 O
Raquest for & Jation of tax-exempt savings 10 [€)
Application to select taxation mathod for inshouse savings interest 10 Q B . -
In-house savings deposit transaction slip 10 O o
Book to record application for in-house savings deposit 10 (6]
Registration book of stamps for in-house savings deposit 10 o)
Monthly repott of in-house savings deposit 10 @)
2eceipt Receipt 10 [@]
Cash payment/receipt slip 10 [e]
ank depasit/withdrawal record book 10 [}
ook 1o record returned bifls 5 [@)
ecelpt of malled bllis 5 [@)
Copy of issued raceipt 10 @)
Book o record Issuance of recelpt 10 [«
3ank account depasitwithdrawal Current account transaction book 10 O
Qrdinary account transaction book 10 [@)
Time deposit transaction book 10 @)
Ferm deposit transaction book 10 [@)
Sostal deposil transaction book 10 [6)
Tax payment reserve transaction book 10 Q
Record of check book Issuance 10 Q
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)

i

07/11/27

|Remittance record book 10 0]

IReceipt of deposit for remittance 10 Detaited statement of remitance 1iaessems | O

Detalled record of bank remittance by factory 5 [}

Curtrent account deposit transaction record book 10 Q

o Monthly account report 10 Q
Bank deposit balance sheet 3 O

3 @)

Detailed staternent of term deposit
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Sayment/racelpt of cash in small amount Book to record payment/receipt of cash in small amount 10 @) —
‘ ‘ Statement of cash payment/receipt in small amount 10 @)

Transaction record book (for bank) 10 @)
3scurities Contract _ 10 @)
- Business report of each brand, invitation 5 R Q
. Histoty file by brand 10 janer closure O . »
— Ledger of securities deposited to special agent 7 ] Revised in July 20¢
Ledger of securities deposited to special agent 10 After closuse @)
Evidence relating to securitles 10 @] T
Deposit receipt copy 10 IAtet closure . Q
3ill receivable management Book 1o record bills receivable transaction 10 TS B
Mailing slip of bill receivable 10 ~ [} e
Detalled statement of biils receivable 10 [@)
Request for coliection bill 10 @) o
N . Request for discounted bill N o} T
Book 10 record discounted blll transaction 10 (@) i o
Detailed statement of bill receivable settiement 10 e} T
Detalled iist of dishonored bil 5 Q
Datalled statement of dishonored bill 7 . @] Revised in July 20¢
o Detailed list of cashed biil payable 10 e} -
3ils for payment Book to record bill payable transaction 10 (e} e
List ot balance of blll payabie 10 (@)
Statement regarding settlement of bills payable (by account) 10 O
Capy of promissory note issued 10 @]
3Jank Basic business agreemsnt Permanently O
Discount rate calculation shest 10 o —
Commission charge calculation sheet 10 ]
Evidence and other important documents related to bank 10 O
o8n Loan ledger 7 [ Flevised in Juiy 20(
Evidence and other impartant documents related to loan 10 O
Jebt Debt ladger 10 (@)
Receipt of bill as collateral 10 . Q
Debt calculation sheet 10 [@) e
Evidence and other Important documents related to debt 10 ) -
juarantee Debt guarantee ledget 10 I®)
Guarantee charge bill copy 10 @)
Evidence and other important documents related to guarantee 10 @)
jpecial agent guarantee Ledger of deposited guarantee money - 10 Q
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Depaosit bill copy 10 ] _ -
nterest of dishonored bill interest balance sheet 10 O ] oo
e Interest calculation sheet 10 @)
Sthers T Account code fist T {Permanently Q _;_‘__» o _“_.:
s Application tor registration of stamp for payment collection |Permanently Ol & _
Stamp registration book Parmanently @]
B Raport of lost stamp registration card Permanently @)
Report of change in stamp ownership or cther matters Permanently ®] o
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|
Sorporate bond Corporate bond ledger |Permanently @)
Receipt of principal and Interest money 10 [@)
Coupon 10 - Junm cesemption O
Expired corporate bonds 10 [nedesmearconvenies bends, exc. 6]
A set of documents relating to ¢orporate bond issuance 10 (o] e
Contragt, account book, stc. 10 lav e - 1611
foreign exchange Contract slip {copy) 10 0]
Used L/C 2. o)
Export bill purchase record 2 [e)
Export draft 1 O
Money transter note ° 5 [8]
Raw material/stored goods inventory Receipt bill 10 Q
Receipt/delivery bill 7 [s] Revised in July 20(
in-house transfor slip 7 Q Revised in July 20¢
Shortage report 7 (@] Revised in July 20
Record of f“elveigoods 7 [ Qoads genarated wilkin the campany [e] Ravised in July 20(
Dissolution daily report 7 QO Revised in July 20(
Collection price list ] Q
Monthly material report 3 @)
Request for disposal/sales 7 Same lor producllined assets [@) Revised in July 20
lixed aasel
*roduct inventory Notice of successiul inspection results 7 @) Revised in July 20
Production result statement 7 [e) Revised in July 20(
Delivery bill 10 Q
Product ledger 10 Q
Packing list 7 Q Revised in July 20
Sixed asset Recsipt bill 10 e}
Fixed asset ledger 10 @)
Notice of attribute change regarding fixed asset 7 O 1 1Revised in July 20¢
Sost caleulation Detailed list of materials costs 7 Q Revised in July 20¢
Dotailed list of labot costs 7 [¢] Revised In July 20¢
Detailed cost lists - 7 Q [Revised in July 20(
Materials for cost calculation 7 Q Ravised in July 20(
Indirect cost allocation list 7 (o] Revised In July 20(
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R Yoy
.awsuit Documents related to lawsuit cases 3 Alter settiement Q
Regquest for approval for hiring lawyer for tawsuit 3 Atter settiement Q R - -
o Notarial documents, contents-certitied mail, etc, 3 [Ater setiiement I Re) -
Sverseas non-iife insurance insurance poiicy 10 TTmmtTE T ;
o Request for approval .10 oy
e Other related documents 10 - o
ecurity export contre! Documents related to security export contro) 5 G e
ntroduction/provision of technologies Contract for tachnolegy Introduetion 1 |Atier contract eapitation (@) T
Contract for technology provision 1 After contract expiration Q
Report relating to tax treaty 1 Aflat axplraiion of base contact Q T -
Report to Bank of Japan 1 Same as abovs Q
{rade [hsurance Document related 1o trade insurance S (@)
3ecelvable management Receivable balance sheet 10 (@)
- Detailed report of unrecovered receivable 5 (@)
Requast for approval for disposal of bad loan 5 @)
) Report of bad loan and recovery status 5 O
Request for credit invastigation 3 O B
Credit investigation repont 3 Q
Cradit rating list 5 Q
Speclal agents/dealers Special sales agency contract 1 Atiat contract expiration Q
Mortgage settlement contract 1 Sama a¢ above Q e,
Request for special sales agent contract 1 Same at above ST T )
Hypothecation letter 1 Same as above QO
Collateral contract, sacurities/pledge right settiement contract 1 Same as above o
A set of document for each case of special agent/dealer contract signing 1 Same as above @)
Sales dealer contract i Same a8 above Q
B Commaercial trade basic contract 1 lee at above @)
" Application for concluding fixed collateral settiement contract 1 Jsameas above o
T Application for concluding commersial trade basic contract 1 isame as anove @) | e
Reguest for issuance of letter of attorney 1 [ssme as avove ) -
regarding deaisr contract (new/renswal) | Same a4 above o] N
Request for permission to retumn collateral 1 Same as sbave O
T mm—— Request for redemption of promissory bill 1 |same as apove @)
~ompany stamp Request for company stamp 3 0O
Reguest slip for issuance of letter of attorney 3 [®)
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8

Raquest for permigsion to purchase small database crealion too! (equisment/software) 5 ]
List of above items purchased 3 [*l e N o
Mid-term plan of database development request at operations dept, 3 @] —
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\ffiliate company management guideline Application (capital increase, merger, business transfer, capital decrease, Permanently @) )
slated documents dissolution, liguidation, establishment of subsidiary, etc., R
launch of new business, entry in new market
Application (other than above) B O
Notification of agreed |ssues 5 @)
- varlous reports 5 @)
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Order sheet (copy) 3 o TJ_'_XE‘;}
Estimation sheet 7 3 n july 200
Estimation comparison shest/repon of teasons for supplier selection 7 JRevised in July 20¢
o __|Qrder confirmation sheet/sales contract 10
Basic contract 10 .
Sayment Rlequest for special paymenvadvance payment 3 —— o] - .
suppliet managemant Suppliet list 1 (e susinas wamiaeten ol 1 ..
List of suppliers to which "Request sheet" has been sent 2 |masarove wpdatsd sumisnuvasy @]
3ecsipt of purchased goods Invaice/delivery card 7 [@) Revised in July 20
Report of defective goods 7 [e] Revised in July 20(
j 8N B9 §T0red
List of dellvered goods by supplier by account item 10 o] oupt, a8 wel) "’
@ §a Wiored AT EEOUHIING
Materlal ledger 10 ] aupt ovall N
N TN 66 BIOTHY B BT
N apl, 48 it
Storage of stored good inventory sheet 7 o) R it 2088
Deposit receipt 7 [o] Revised in July 20¢
Jlscharging Discharging stip, etc. 7 o] Revised In July 20(
List of material (paid, free 61 charge) discharged 7 Q tRevised in July 20(
Aeceipt of supplied materlal {paid, free of charge} 7 Q Revised in July 20¢
n-houss transfer Inshouse transter blll 5 [§)
Jisposal of unnecessary goods Unnecessary good llsVestimation sheet 5 |canbe siorad et othet seciion us wel Q o
Request for appreval fer disposal/sales 5 lcunbe siored i oiner seeion 88 wo) Q
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07/11/27

pe ctrof "Rem'afké"

Health insurance

Report of standard monthly salary for insurance fee caleulation

Notification of revised standard salary for insurance fee calculation

Certificate of health insurance program membership

(The insuted)

Certificate of withdrawal from health insurance program

(The insured)

Notificatton of approved health insurance coverage for depandent

Wiwiwiwiwlw

Application for exemption of insurance fee during childcare leave (copy)

4ealth management

Medical treatment chart

Medical axamination chart (employees on overseas assignment and actompanying family)

Medical certificate (for company use)

Electrocardiogram

Xsray film

Management form for hazardous industrial wastes designated by law

a0 g

Medical examination resuit staterment

sorvice
T TN RTSY Vel

Medical examination result at the time of empioyment

36ryice

Record of heaith-related instructions provided

P IPACICALR G EA RIS

*during service

Oj010}0I0I0J0I0;0I0!  I0l0jOI0I0|0

Racord of instructions provided at empioyae's heme (family)

*during getvice
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Request for approval for budget for large-scale equipment

Request for approval for purchasing equipment

Request for approval for internal transfer of fixed asset

Request for general approval for plant investments

w;manion

i0j0/00
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atety and health

Safety and health news

Fermanently

Report of on-the-job Injury case

10

Monthly report of on-the-job injury cases

Safaly and health guideline

10

Reward-ralated materials

Workplace satety/health management plan

Materials related to security patrolling

Report of voluntary compensation money provided

Meeting minutes

)|t |tn

1oad satety

List of drivers

[Permanently

Driver registradon form

5

e e,

Report of accident cases during commutation

3

ndustrial injury insurance

Repont of Industrial injury insurance-related agreement cencluded

Notiflcation of astimated/finalized insurance fee
Notitlcation of ingremental Insurance fee

Summary list of finalized insurance fees

Notlﬂcaﬂon of commencement of a series of time-limited pro}ects

Repon of & series of time-limited projects

Report of appolntment/dismissal of attorney

Report of name/address change

Ledger of works (time-limited projects) covered by industrial injury i msurance

(IR IEANENYTARTAT[ATTAYTAY

ndustrial Safety and Hesith Law

Minutes of industrial safety and health committee meeting

Environmentai measurement record of workplace whets organic solvent is used

Evatusation results of environmental measurement of workplace whare organic solvent Is used

Diagnosis report of each employee engaged in work using organic solvent

Record of inspaction results of sectionai ventilation equipment for specified chemicals

wlnlwlole

OlOIOIoI0!  [OI0I00;0I0I0I0N0;  |OJOJO]  |OOIOIOI0IOI0IOI0

dust remover, gas emission processing equipment, and

waste liguid processing equipment

Record of inspection results of speciiied chernical equipment ancl

O

equipment attached to such equipment

Environmental measurement rasults of workplace where specitied chemicais are used

30 yehrs 101 Hagardous
Jubgiances designaled t
law

Record of environmental measurement avatuation results of workplace

where specified chemicals are used

Record of manutacturing/handling of hazardous materials specified by law

Health check card of each employes engaged in work using specified chemical substances, etc

T years Tor Razardous
substances vesighaied |
law

Record of environmental measurement workplace where iead is used

Record of environmental measurement evaluation results of workplace where lead is used

Health check card for each employee engaged in work using lead

Measurement result ragarding radjation expoasure (doze equivatent)

OIoj0I0I0  {Of 010

32736
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. Privileged and Confidential /Draft
Report at the time of accident 3 Q
Radlation dose equivalent rate measurement resuits 5 O
Measurement record of radioactive substance concentration 5 [@) -
Health check card for sach employee regarding ionizing radiation exposure 5 o7 T
Envitonmental messurement record of workplace with risk of oxygen shortage 3 o) “t‘“ e
Inspection record of sectional ventilation for dust and ’ 3 (o) I
- dust removet - -
{modification and repair invbiving dismantling) -
Environmenta! measurement record of workplace where dust is generated 7 @) T
Environmental measurement svaluation result of workplace where dust is generated 7 O
Noise measurement results 3 O
Environmental measurement record of office 3 O
where cenirally managed space-conditioning system is-used
Inspection record of ‘centrally managed space-conditioning system 3 O
Measurement records of temperature, humidity, etc. 3 Q
Record of exceptional case of using cranes exceeding weight limit 3 (@)
Voiuntary inspection form for cranes, and inspection records a O
Record of voluntary Inspection of mobile cranes 3 @)
Record of voluntary inspection of elevators 3 O
Record of voluntary Inspection of simplified lifts 3 O
Pergonal health examination card 5 O
Regular heaith examination result report 5 @)
Personal health examination card focusing on pneumoconiosis (medical chart) 7 O L
Personal management card for pneumoconiosis Pefmanently O | . 'ﬂ______
invironmental management Environmental load evaluation sheet 3 @) o
List of requirements by laws and:regutations 3 O
Record of repartnotification according to laws and regutations * untd Lermination of the eguigment O .
Record of measurement results according to laws and regulations, other requiremsnts 3 [@)
and volurtary standards ’
Record regarding industrial waste disposal 5 Q
Record regarding education and training - 3 @)
Record of communication with external organizations, ete, 3 @) e
Recotd of environmental inspection by authotities * *Unti faclity ciosure O
Record of maintenance and medification of measurerment instrumeants and equipmentdtAINEES, 3 Q
Record of accident relating to environiment 3 Q
Record of corrective and preventive measures 3 O
Record of environmantal audit 3 (@)
Minutes of environmental management review 3 [®) L
Minutes of the environmental measurement committee meating 3 [@)
Ahers Record of uniform leasing (warking wear) 3 Q
Record of uniform leasing (wear for oftice work) 5 QO

33736




Materials regarding important quality Issue
General material of serious complaints by term
Materials of the quality assurance dept, chief meeting
Materlals of the QA department managers meeting
Record of complaints received

Summaty [ist of quality costs

Materials of the PLP promotion manager meeting
Monthty quality report

In-house training materlal (QA related)

) o Collaction of articles in KUBOTA TS Conference report
Record of status survey of QC Circle

Materials of the company-wide |SO promotion meeting

lol

ololojoioioiol

i
]
H
i
v

nioloirololont ool ol oo, o,
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01/11/21

B )

lelcationa/agp_roval requests Raquest for approval for joint research work or outsourcing/cemmissloning of research work (copy) o8 o . r., O e

Request tor approval for donating scholarship money (copy) . 3 Q .

Report of award by external organization {application/award won) 3 Q] -

Application for special theme 5 e 2

Report of completed special theme 3 o]
lesearch plan Materlals for technology strategy meeting/development meeting Peimanently Q

Report of resources invested in RAD 7 o

]

ieport materials "Company-wide A&D status report' for the board of direstors meeting P y [@)

Materials for the RAD section manager meeting 5 @] )
T Materials for the directors’ forum 5 Q - —_
) B Materials for audit by auditors of the technology development headquarters 5 @) —
""""" o Summary sheet of R&D themes 5 0
o N Materials for technelogy strategy meeting/development meeting 5 Q .
- Materiais for perfarmance evaluation {development resuits) 7 o

Materlals for evaluation/approval of special thems project 5 Q
iesearch report Plan presentation shest/suggestion sheet 5 [@)
- Technology researchjiechnology analysis 5 Q
Sublications Original copy of "KUBOTA technolagy report” Permanent Q

Collection of aricles in all KUBOTA technology research presantation report Petmanentl 9

Celtectlon of articles In technol ogy development headquarters' research presentation meeting re 5 o
Svents Matsrials for technology development headquarters presentation meeting 3 Q

[Materiats related to fechnology/development awards ‘ 3 Q
Sthers Baok to manage confidential intormation of the technology developrnent headquarters P y (=)

|
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1% oY

Application package for industrial propeny 20 {Astong as tne rignt existig ArEMtRIM Q1 O {upwo20years
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