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- R . ILION RESEARCH DIVISION
s REMINGTON RECORDS MANAGEMENT PROGRAM

Guidelines for Housecleaning (Destroy Excess Records before Inventory)

. Record Category, Title or Descriptiph Retention
Research Notebooks Pérmanent
g Project Reports (Project Control File) Permanent
Information to Support Patents and Patent . . Life of Patent
° Applications :
Weekly Reports Staff Engineers 10 years
Project Detail (Reportsnot prepared)  Life of Model
General Correspondence (pink copy) 10 years
: " Qutside Suggestions R . 5 years
Employment Records . Division Mgr.'s files whe
s ‘ L o employed in Research,
o . : _ S : then sent to Personnel
T PR t : ; Office on termination or
I i . o L - . transfer,
a Model Design Files Life of Model
. Model Drawings - Originals or Microfilm Permanent
Ozalids as obsoleted Life of Model -
Drawing Transmittals - Copy or Microfilm Life of Model
'Gun Standards o S Life of Model
- - "Parts Lists - Originals or Revisions Life of Model
~ Microfilm Permanent
- .Test Reports - Original Copies Permanent
' Permanent

Reming ton Histcry Data.

Remington Cataiogs " Permanent Museum File

Advertising Brochures Museum File
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Ilion Research Division

Remington Records Management Program : -2~

N/C Tapes for Prototypes _ " 5 years
PERT Charts ’ 5 years
Purchase Requisition Copies ) 5 years

i Budget Cost Accounting Reports . 5 years
Shipping Records (Custom Shop) : 5 years
SAAMI Correspondence Files (Walker's) 3 years -
General Alphabetical File - Ilion Research Division 10 years

(Screen for historical items at time of destruction)
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‘ - EMINGTON ARMS COMPANY, MC.

AN CPPORTUNITY - . ‘ - ——— ACC=TeD IDEAS
rrrver | SUGGESTION BLANDK CAN EAWN
IDEAS TO WORK CASH AWARPS

New and original ideas are needed that will improve our products. equipmen:
w~iil promote safety and improve our working condizions: that will reduce costs and

To earn awards suggestions must be speciiic. It is nct ordinarile encugh to cav tha: something
ought 5 be done. Tell us what to do and how 0 co it and now cur Company will derest. Give com-
=lete information.

The Comrany may make full use of 3ny suggzesiion sutmitzed

MY SUGGESTION:
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Pl&ase make a sketch (on separate sheet) if that will help explain vour idea. 2. ¥ 2 olw 5

The receipt of this suggesticn will be acknowiedged oy the Su
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