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Training and Development °

NATURE/DESCRIPTION DISPOSAL REMARKS REFERENCE
Policy Retain for § vears, then P
Routine Retain for 2 vears, then D

Others with specific retention and disposal requirements

(1)

(3)

(4)

Records relating to training Retain for 4 yvears, then P
courses unique to bureau
department including
programmes and brochures,
training material and reviews,
etc.

Training records of non-civil (1) D 12 months after Annex 10 to
service contract staff officer has left the Encl. (1) of
government employees other service; or CSB Circular
than civil servants No. 1372002

(11) D 12 months after
resolution of any claim/
complaint,

. . wdnote 2
whichever is the later, F*4™"
1o Schedule )

Records placed on individual See items (1) and (2) in
personal files Appendix A to Schedule §
Staff statistical records See Appendix B to

Schedule 5
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NATURE/DESCRIPTION DISPOSAL REMARKS REFERENCE
(1) Personal files for civil servants Annex 5 to
: e L Encl. (1) of
(a) Files of officers who have | Retain in bureaux/ CSB Circular

reached the level of Head of | departments for - No. 132002

bureau/department or hold a| ) b e

statutory position or are 1) llm "I'“I“th‘ vt Samimond

appointed by the Chief RIS TR Ry

Executive (ii) 12 months after the

issue of pension paper, if
applicable; or

(111) 12 months after
resolution of any claim/
appeal/complaint,

whichever is the later, subject
to completion of Record of
Service (GF 115) and
Notification of Retirement/
Resignation (GF 539) if

applicable, then P, [Fod=oe 2t
Schedule §)
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