Haveh 16, 1987

TO: ALL HOLDERS OF THE RECORD REIFNTIOR MARUAL

Attached %5 A revized copy of the Becord Retention Manual, fSignifxaaac
treductions in the retention periods have been incorporated in the "
ﬁmanuai yaducing PPC*s toval retention time by approximately one-third.

“Tuis maousl should weplace your current manusl in {ts entirety.

Accordingly, please discard the old manual.

The updated retention periods have been reviewved and approved by the
Records Ratention Committee, consisting of representatives from the faw
Department, Tax Admindstravion Depsriment and the Corporate
Controller’s Deparwment, This Committee algo solicited fmpur fyom sil
of the Groups and from affected Corporate Staff Departments.

The new Manual is effective immediately., We request that the new
retention periods be sppiled retroactively to verord boxes which have
aiready been gent to storage, Generzl Office depariments will receive
in the near future, a listing from the Racord Storage Center of all
baoxea currentiy stored theze. This list should be reviewed pod
refention periods adjusted to refiect the mew time periods.

Ohvicusly, retention pericds are suspended for all decuments covered by
a froeze order from the law Department. When you are mnotiffed that the
suspension is no longer regquired, you should review the records to
determine £f any should be destroyed in accordance with the petention
periods stated in the ¥anual.

Q< Mprec At
J. E. Ruzemchak, Supervisor

Corparate Accounting
Procedures and Control
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