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Record Retention Programs

Product manufacturers produce many types of records during the design, manufacture, sale,
and service of their products. Such records may include design calculations, hazard analyses,
product prototypes, inspection reports, test reports, service manuals, customer complaints,
meeting minutes, and correspondence. Not all records need to be maintained forever. Record
retention programs are used to ensure that records that are no longer useful to the
manufacturer are destroyed. This handout provides information for evaluating a record retention
program for five key elements typically found in successful programs.

Record Inventory

e |s there a master inventory of all product safety-related records produced by the organization?

e Does this inventory address records in all media and formats, such as electronic documents or
physical prototypes?

e Does this inventory identify who is responsible for creating the records, who is responsible for
reviewing the records, and where the records are located?

Retention Schedule

e |s there an organized procedure for determining the length of time that each record should be
maintained for business and legal reasons?

e Has a master retention schedule been created for each document in the record inventory?

e Does this retention schedule address all records, including reproductions?

e Has senior management approved this retention schedule?

Destruction Procedures

e Are there written procedures for destroying all records once their retention period has expired?

¢ Do the procedures include steps that should be taken to suspend destruction and to protect
records that are subject to pending investigation, litigation, or audit?

e Are records systematically destroyed when permitted by the program?

e Are records maintained of all records that are destroyed?

Employee Training

o Are all employees trained on their responsibilities under the record retention program, as
necessary?
e Are employees reminded regularly about the importance of following the program?

Program Control

Is one person responsible for the operation of the program?

Are documents maintained to support the development and implementation of the program?
Is the program reviewed periodically to make sure that it is functioning as intended?

Are proposed changes to the program reviewed and approved by senior management?
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The information, suggestions and recommendations contained herein are for general informational purposes only. This information
has been compiled from sources believed to be reliable. Risk Consulting Services do not address every possible loss potential, law,
rule, regulation, practice or procedure. No warranty, guarantee, or representation, either expressed or implied, is made as to the
correctness or sufficiency of any such service. Reliance upon, or compliance with, any recommendation in no way guarantees any
result, including without limitation the fulfillment of your obligations under your insurance policy or as may otherwise be required by
any laws, rules or regulations. No responsibility is assumed for the discovery and/or elimination of any hazards that could cause
accidents, injury or damage. The information contained herein should not be construed as financial, accounting, tax or legal advice
and does not create an attorney-client relationship.

This document is not intended to replace any recommendations from your equipment manufacturers. If you are unsure about any
particular testing or maintenance procedure, please contact the manufacturer or your equipment service representative.

American International Group, Inc. (AlG) is a leading global insurance organization. AIG member companies provide a wide range
of property casualty insurance, life insurance, retirement solutions, and other financial services to customers in more than 80
countries and jurisdictions. These diverse offerings include products and services that help businesses and individuals protect their
assets, manage risks and provide for retirement security. AIG common stock is listed on the New York Stock Exchange. Additional
information about AIG can be found at www.aig.com | YouTube: www.youtube.com/aig | Twitter: @AIGinsurance
www.twitter.com/AlGinsurance | LinkedIn: www.linkedin.com/company/aig. These references with additional information about AIG
have been provided as a convenience, and the information contained on such websites is not incorporated by reference into this
document.

AIG is the marketing name for the worldwide property-casualty, life and retirement, and general insurance operations of American
International Group, Inc. For additional information, please visit our website at www.aig.com. All products and services are written or
provided by subsidiaries or affiliates of American International Group, Inc. Products or services may not be available in all countries
and jurisdictions, and coverage is subject to underwriting requirements and actual policy language. Non-insurance products and
services may be provided by independent third parties. Certain property-casualty coverages may be provided by a surplus lines
insurer. Surplus lines insurers do not generally participate in state guaranty funds, and insureds are therefore not protected by such
funds.
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