[image: ]	RECORDS LIST FORM
BU/BR/DIV Name : IS BU
Department Name: Procurement  Department (Unit)
	
No

	
Record Description

	
Essential Record
	Hard Copy & Soft Copy
	Retention Period
(years/month)
	Storage Location
	Responsibility for disposition

	1
	Unit PO data Nov'21~April'22
	All of PO that ordered by monthly(PO with seal & sign, CCO, RV, CEO approve, PI with sign, Stock balance, Inventory approved mail)
	Hard copy & Soft Copy
	2021~2022
	Local Disk E>Procurement>2021 Oct~2022 April Data>Unit> Unit PO data Nov'21~April'22>Monthly>…
	Hnin Pwint Htoo

	2
	  Brand Information
	Collect and keep all of brands catalogue for Unit
	Soft Copy
	2021~2022
	Local Disk E>Procurement>2021 Oct~2022 April Data>Unit> Brand Information>…
	Hnin Pwint Htoo

	3
	   JOD (Logistics)  Nov'21~April'22
	That is when we give job to Import Dept.( PO with seal & sign, CCO, CEO approve, PI with sign, JOD with sign,)
	Hard copy & Soft Copy
	2021~2022
	Local Disk E>Procurement>2021 Oct~2022 April Data>Unit> JOD (Logistics)  Nov'21~April'22>Monthly>…
	Hnin Pwint Htoo

	4
	Report from Log.  Nov'21~April'22
	Record monthly and weekly report that sent by log. 
	Soft Copy
	2021~2022
	Local Disk E>Procurement>2021 Oct~2022 April Data>Unit> Report from Log.  Nov'21~April'22>Monthly>…
	Hnin Pwint Htoo

	5
	Update Stock list, CCO list & Order List for IS 
	Weekly report to AGM,(Stock list and Order list)
	Soft Copy
	2021~2022
	Local Disk E>Procurement>2021 Oct~2022 April Data>Unit>Weekly Report>Monthly>…
	Hnin Pwint Htoo

	6
	Stock List Meeting
	Record monthly meeting minutes for stock meeting and send by mail
	Soft Copy
	2021~2022
	Local Disk E>Procurement>2021 Oct~2022 April Data>Unit>Monthly Report> Stock List Meeting>…
	Hnin Pwint Htoo

	7
	IS Unit Good Receipt Report Oct'21~April'22
	Register all of arrival unit data and checking record. Need to send monthly to Finance

	Soft Copy
	2021~2022
	Local Disk E>Procurement>2021 Oct~2022 April Data>Unit>Monthly Report> IS Unit Good Receipt Report Oct'21~April'22
	Hnin Pwint Htoo

	8
	Old data License and shipment cost detail for PSG 2015~2020
	Old landed cost that send by Import Dept. 
	Soft Copy
	2021~2022
	Local Disk E>Procurement>2021 Oct~2022 April Data>Unit>Monthly Report> Old data License and shipment cost detail for PSG 2015~2020
	Hnin Pwint Htoo

	9
	Stock list+Purchased Price + cost
	Register purchased price and landed cost that only for stock. Need to send to GM & Finance after arrival
	Soft Copy
	2021~2022
	Local Disk E>Procurement>2021 Oct~2022 April Data>Unit>Monthly Report> Stock list+Purchased Price + cost
	Hnin Pwint Htoo

	10
	Unit PO Register ~ 2013-2021
	[bookmark: _GoBack]Register all of data of purchased order  and need to send monthly to Finance                                                                                                                                                                                                                                                                                                                                                      
	Soft Copy
	2021~2022
	Local Disk E>Procurement>2021 Oct~2022 April Data>Unit>Monthly Report> Unit PO Register ~ 2013-2021
	Hnin Pwint Htoo
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