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KDE SERENDIB FOOD PRODUCTS (Pvt) Ltd. QUALITY ASSURANCE

) )
MANUAL ¢ RETENTION TIME AND DISPOSITION METHODS OF RECORDS NAME < KSFRT&DMOR
APPLIED AT . QUALITY ASSURANCE ISSUED : 01-August-2017
APPROVED BY . REVISION 2 02
DGM AQAM
AUTHOR (S) : Amila
SUBJECT ¢ RETENTION TIME AND DISPOSITION METHODS OF RECORDS
No. Title of the Documents Custodian | Retention Time ,U\_Mﬂﬁmﬁm;
16 Icorrective Actions Record (CAR) For OPRP- SFR06-5 FSTL 03 years Shredding
7| 180 22000 Deviation Report- SFR06-6 Rl 08 ypata Shredding
18 | Unusual Occurrence and corrective Action- SFR06-7 FSTL U3 years Shredding
19 Dispatch Note SFR07-1 FSTL 05 years Shredding
20 Feedback Report SFRO7-2 FSTL 05 years Shredding
21| Master list of documents SFR08 FSTL 05 years Shredding
22 | pest Control Monitoring Record-SFR09-1 FSTL 03 years Shredding
23 | pest Control Record-SFR09-2 Aol D yedis SHSOCIY
24 | Agreement to Report Infections-SFR10-1 FSTL 05 years Shredding
25 | Confidential Staff Health Questioner-SFR10-2 FSTL 05 years Shredding
26 Shipping Details SFR11 FSTL 05 years Shredding
27 | Vehicle Inspection Record SFR12 FSTL 05 years Shredding
28 | Visitors Declaration Form SFR13 hRIL 05 years Shredding
29 | Master list of records SLTL06 FSTL 05 years Shredding
30 | waste Disposal Record SFR14
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KDE SERENDIB FOOD RRODUCTS (Pvt) Ltd. QUALITY bwmcw.»znm

MANUAL . RETENTION TIME AND DISPOSITION METHODS OF RECORDS NAME : KSFRT&DMOR
APPLIED AT . QUALITY ASSURANCE ISSUED 2 01-August-2017
APPROVED BY : REVISION : 02
DGM AQAM
AUTHOR (S) s Amila
SUBJECT : RETENTION TIME AND DISPOSITION METHODS OF RECORDS
No. Title of the Documents Custodian | Retention Time __w\“mwﬁwwmww
47 Product Specification SFR29 FSTL 05 years Shredding
48 Management Review Meeting Summery SFR30 FSTL 05 years Shredding
49 Personal Hygiene Record SFR 16.1 FSTL 05 years Shredding
50 Pest Control Monitoring Record |l FSTL 05 years Shredding
51 Daily Product Inspection Check List FSTL 05 years Shredding
52 GRN And Lab Sample Register SFR32 FSTL 05 years Shredding
53 Gate pass record - KSFGPR FSTL 05 years Shredding
54 Employee records — KSFER FSTL Until employee retired or Shredding
resianed
55 Induction Training Record — KSFITR FSTL Until employee retired or Shredding
resianed
56 Staff medical record - KSFSMR FSTL Until employee retired or Shredding
- resianed
57 Desiccated coconut physiochemical analysis log. SFQAR(DC)-A1 FSTL 03 years Shredding
58 Desiccated coconut microbiology analysis log. SFQAR(DC)-A2 FSTL 03 years Shredding
59 VCO physiochemical analysis log. SFQAR(VCO)-A1 FSTL 03 years Shredding
60 VCO microbiology analysis log. SFQAR(VCO)-A2 FSTL 03 years Shredding
61 VCO receiving tank physiochemical analysis log. SFQAR(VCO)-A3 FSTL 03 years Shredding
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KDE SERENDIB FOOD PRODUCTS (Pvt) Ltd. QUALITY >Jmcw>znm

MANUAL . RETENTION TIME AND DISPOSITION METHODS OF RECORDS NAME . KSFRT&DMOR
APPLIED AT ¢ QUALITY ASSURANCE ISSUED . 01-August-2017
APPROVED BY s REVISION c 02
DGM AQAM
AUTHOR (S) : Amila
SUBJECT : RETENTION TIME AND DISPOSITION METHODS OF RECORDS
No. Title of the Documents Custodian Retention Time __w\“mwﬁwﬂ_ww
77 CC DC Receiving log sheet - KSFPR(CC)-A1 FSTL 03 years Shredding
78 | CC Production log sheet — KSFPR(CC)-A2 FSTL 03 years Shredding
79 | CC filling and packaging log sheet — KSFPR(CC)-A3 FSTL 03 years Shredding
80 | Plan Preventive Maintence (PPM) for VCO Plant - KSFMD(PPM)-A1 FSTL 03 years Shredding
81 Plan Preventive Maintence (PPM) for CM & CW Plant - KSFMD(PPM)-A2 FSTL 03 years Shredding
82 Plan Preventive Maintence (PPM) for CC Plant - KSFMD(PPM)-A3 FSTL 03 years Shredding
83 Plan Preventive Maintence (PPM) for PCO Plant - KSFMD(PPM)-A4 FSTL 03 years Shredding
84 Plan Preventive Maintence (PPM) for FM Boiler - KSFMD(PPM)-A5 FSTL 03 years Shredding
85 Plan Preventive Maintence (PPM) for AHU - KSFMD(PPM)-A6 FSTL 03 years Shredding
86 Plan Preventive Maintence (PPM) Job card - KSFMD(PPM)-A7 FSTL 05 years Shredding
87 Operation Check-List of Machines and Equipment in VCO Plant - FSTL 03 years Shredding
KSFMD(PPM)-A8
88 Internal audit record - KSFIAR FSTL 03 years Shredding
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