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1-10-85

The following records are currently under suspension under
the Records Retention Program:

o Management, Finance, Public Relations Records, 1976-
present - Citron v. Remington (unless specifically

)
released by the General Counsell.

o Produétion, Research, and Finance Records éoncerning
purchase of low density polyethylene, 1977-present
U,S5. Plastics'Corp. v. Du Pont et al and other

litigation.

o Marketing and Personnel records with respect.to those
persons employed temporarily or permanently outside the
United States since January 1, 1977. The reco.sds are
being retained pursuant to a Grand Jury investigation
of the sale of dyestuffs. -

o For purposes of retention of records until completion
of Federal tax audits, Remington's returns have been
audited and taxes settled_through 1976.

o Records pertaining to purchases at Lake City from
Westinghouse Electric Supply Corporation (WESCO). The
records are being retained pursuant to a Grand Jury
investigation of such purchases.

o All dgcuments pertaining to smokeless powder and lead
used in production at Bridgeport and Lonoke since
January 1, 1982, ' :
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The following records are currently under suspension due

to the indicated 'lawsuits:

Management, FTinance, Public Relations Records, 1576-
present - Citron v. Remington (unless specifically
released by the General Counsel).

Q

o Production, Research, and Finance Records concerning
purchase of low density polyethylene, 1377-present -
U.S8. Plastics Corp. v. Du Pont et al and other
litigation. :

o For purposes.of retention of records until completion
of Federal tax audits, Remington's returns have been
audited and taxes settled through 1976.

January 13, 1983

o
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Deeds D-1
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Desk Records ' W=-3X
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= o Y- A D-1
Dictation Notes ‘ S D-2
Directories & Lists ' D-2
Direct Mail Work Orders .viveseiesrioesaroccsnnnns cesena W-3X
Disability and Unemployment Compensatlon Plans E-15
Disaster Plans _ P-5
DisK PaCKS (euierrrerneenatsrssrsotssanatnnscnnvnnssonsna C-3 to C-5.
Displays, Exhibits, Fairs, Show Records A-2
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Distributors & Representative RecCOYds .o vecrorsioccnassn D-2
Dividend Files D=3
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Double or Duplicate Payment Files ....euieivicnranennress D-3X
Drafts D-3X
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B
Earnings Improvement Reports .......... it rarecies e BE~1
Economic and Financial Reports R-3
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Emergency & Disaster Procedures .....e.o.vvveaen ceraevsene P-5
Employee Expense Fund Records E~1
Employee Records E-2

AZH INSUTrAGNCe +-veseesesasnns Ceereeansmenn Peseas e E-3
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Address, Marital Status, Next of Kin BE-3
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Compensation Records .....voeieiosncevenssconsan rrev e E-8
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Earnings & Tax Records E-16
Emergency Information : E-16
Employee Agreement .,........ Chreaeraeees verasresase i E-17
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Employee Relocation Records ' E-17 to E-19
Employee Transfer Information ...........iioeuieeenn. ‘e E-19
Employment Record E=-20
Employment Termination ' E-20
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Reference Investigation Letters E~-39

Report of Termination, etc. (Wage Roll) - E-39
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-G-

General Ledger RECOTAS ceuvoueoasveossansonssocsracansnssa G~
Government Contract Files : A=5
Government Foreign Regulations . ’ I.~5

G-1

Government REPOLES «vvieorrrntcsssssnersansecastonsansesas -1, G-2X

H
Housekeeping (Safety Records) v eereeeeaeea, ciereriersees -1 to 5-3
Housing ) ’ E-17 to E-19

I
Import Duties .....iivininierottererennsortocnrocssvsnnnns Cc~12X, 1-1
Import & Export Licenses. E-57X
Incentive Compensation Awards. ] E-8
Industry SUIVEYS .ccvirsiarnanrnanas Cheraseneianen cereean -5~10X
Infringements L-5X
Injury Reports : E-35
Instruction Folders ....... P I-1
Instructions ’ P~5
Insurance Files I-y, 1I-2
Interest Charged to CUStOMErS ..voreerintvcacsrarvannsanss C-10
Inventions Reports : P-1
Inventories I-2,7I-3X
Investment Reports ............. Cetreerererar Ceweesaane R-3
Invoices I~3X

J
JOb Applicants -------- " s e e s s e e L R A 2L T I I I T R S S IS Y E—S
Job Descriptions E-38
Job Openings - Job Postings . J-1X
Joint Ventures ..scesisscencoasssssaccacansons e cerer e A=-3
Journal Entry Vouchers - JEVs V-2

X

(None)

L
Labeling = LaAwsS ..essosesevesctrsecsssssarstarsasesransrsnanse L-1, L-5X
Labels & Tags L-1
Labor Relations L-1, 1L-5%
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Record . ' Page
Lawsuits I.nl.lﬂnﬂllj.lllll.l.a'D...Ol'lvll-ll....l.."ll.!. N L—SX
Laws . ' ) _ L=5X
Leases B ' . : A-4
Leave of RAbsSence FileS ...ceccecsenioncsosaranssasanaronnne E-12
Legislation o ' L-5X, R-6X
Licenses : - o A-4
Life Insuzance I.‘Ivl.lllllIIIID..!.D...OII.IDIIG.llD'l.D.. E-ls
LIFOI‘..!l..l..-lll.l.'lll!lll...‘l....l'.lll..llt.u-l..--- L_sx
Literature : ) _ - P-12
Litigation Records. - L-5%

LOW Return on Investment RePOItS © e P ID O KBDDEPREBNALELID AR B LE S R"S
M
Magazines ...'.'.......'.'.’...Iﬂ.ll'.l..l'.'..'-..."'.'.- P-lz
Magnetic Tapes C-3
Mailing Lists : D=2
Maintenance Records e ® 9 U PP RSO RO SR G A RHODOE DEDODEDESOSSE BSOS ODE O E 54' N 3x
Manufacturing Cost C-8
Maps D=3X
Marketing Records essessssisocreccrorsasarsssatbeas v a0 M-1
Master Trade Reports M-=1
. Jdasters M-1
. Materilal Specifications ..icoescessesascssnnsssssssvacesans 5-8, p-8
- Medical File Employees E-26"
Meetings M-1, M-2X
Membership P ® P P EECO0 ®P I EP SO NO0OOEDO A0V ANLEANEDDESDEID e O D A"‘S
Mileage Records A=-B
Mill Entry Vouchers : V-3X
Minutes of Meetings ---n‘-o.-----u-o-uv--;o-ono--n---o-luoo. M-2X
-Monthly Reports R=-2
N
Newsletters ..'.lll"."llll'.ll'blllllll...lol‘..l.lll.l.l P-l2
New Venture Records N=-1X
Noise Control Records ' E~47
0]
Opinion SULVEYS cosvessnscavsacsosssonsssorssnnsnasosnas e 5-10X
Order Status Reports ° 0-1
Organizations . A-5
Organization Charts -.--o-nu---oo--..-o--ooc-uo-..-.-------o O-l
Organlzation Notices ' 0-1
Occupational Safety & Health Act 0~1 to
0-4X
~ Outside Interests and Conflict of Interest .sieseccecconcsas - 0-4X
Overtime Sheets . 0-4%

8/84
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Packaging Records ...esc.s.. A R
Packaging Specifications

Pamphlets

Patent FileS ecevesvrronstnrnerorassean
Payroll Records

Pension Files

Pension ReCords ...oiiiieeeeerancsasosconacansnaeannns
Performance Review Procedure-

Performance Reviews
Periodicals .e..veveonna
Permanent Accruals
Permanent Investment Records

Personnel Piles sveevvnnacas Cresarsesaseras ‘e
Petty Cash Reports

Photographs

Plans and ProgramsS ..iesvveccsnsssassveannas
Plant Orders :
Policies and Procedures

Pollution RECOXAS .uuviereennscessontoossnssvorvannsanss
Position Descriptions

Pre-audit Files

Presentations .....v.0.., e eirean et A
Press Records

Pretax Earnings

Price and Availability Forecasts «..coaceen .o
Prices .

Pricing Studies »
Procedures ....... Y reestiasteanessasr e s ann e
Process Records

Product Code Lists )

Product Files ...... mmarmassceseecese e
Product Labels

Product Programs

Production REPOXES toserereosnsssssansoasss .
Programs .

Project Records ;

Promissory NOtes ......vvroosscmenrsasessnnnns
Promotability Forecasts

Publications . .

Punch Cards svesssianeessoaarsoscooorsens
Purchase Orders ’
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Quality Control Records ..... et isaeess Ciiec it astaeananas A-5, P-B
Quarterly Reports R-5

Questionnairs
QUOLALIONS s st seseeassssstvntaessacasansssticasssaannssass

R2510504



. Page 10

+  Record

s
u
[t

Radiation .
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Raw Materials ......... T
Real Estate

Rebates
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Reconciliation of Accounts

Recoxrds Control Schedule

Remittance AQVICeS «.veieirtsrerosontacsosstaassnanrsanns
Renegotiation Records

Rerital Agreements

Repair Guns = ReCOXds ...cvsensvvnns et s aasens
Repair Orders '

Reports

RepresentatiVes (ciiiseeeesanareneriennas
Requisition Orders .

Research & Development Projects
Research Notebooks .eseierereeeacansaonns
Research Programs

Research Reports
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Salesmen's Reports ; S=5
Sales Records ,.viieevenes et tee et e cearnsensree e -4, S8-5
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Sample Orders , C-11
SChedulesS toeieeortreniresetscasrsanensssonssanrsnssocnons cens P=
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Security S
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ShOWS s esieseronoosnsarannsssansannstocseiasansroasocnassssanss A-2
Shorthand Notebooks D-2
Site Surveys : 5~10X
Software ...eieionanss femea S esaiensreaseoaen st e Cc-3
Solid Waste Control Records E-47
Specifications 5-~8, P-8
Standards ......cccrieariens M e st asasest et aae e e S-8
State Sales, Use and Income TaX T-3
Stationery ‘& Form Orders P-13X
Stock Status Report .......... .00, e evrseroaans s~-8
Stores Caption Report S=-9
Stores Tickets s-9
Stock and Order REPOYES 4tocressssssssnnressosansssnnnnannea §-9
Stockholders' Records S-9
Studies S=-9 :
SUDLSCIriptiONS suiveuepiernseansensonansassn creecriasesenann p~12, pP-13X
Subsidiaries Records ‘§-10X
Suppliers Invoices V-2
SUrvVeys ... f e e ae ittt e e 5-10X

T
TAGS s eenseennsvonrseranssassansnansan feeeecer et L-1
Tariffs and Trade T=-1
Tax Exemption Certificates T-1
Tax RECOrdsS ...vocivsoconssnassnesa criseeranena teersaseasns T=1 to T-4
Technical Records ' A-4, R-4, S5-8
Technology P-8
Telegrams and Teletype Messages .....evevesnen.e Cetanveaas T-4
Telephone Calls and Messages T-4
Temporary Employee T=5
TickleY FileS .useeerviencevonaannns e b e ses i e iacraer e T=5
Time Cards, Slips or Reports E-46
Toxicological bata : E-49, 0-1, P-
Trade Journals ....... cernessaas Phe et tsen et s et aaaens P=-12
Trade Marks T-5, T=6
Trade Shows A-2
Training COULSES .uuiirrenreroaroanccscsatsannsans e e T-6
Transfer Prices " T-6
Transportation Records - Costs & Routes R-1
- Agreements .e.cevecnsens et e e A=5
- Laws & Regulations L-5X, R-6X
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‘Record ' Page
Travel AYYangements ceevsvisersorenssensssvscrsstoasseenons T=6
Travel Expense Reports , E~45
Trip Reports T-7X

U
Union Records wuoviveeeeacenes et eme e et e L-1
Unsolicited Ideas U-1x
U. S. Savings Bonds .Records U=-1X

v
Vacation Schedules, Records, EBEC,T i esratssnnsssnrnonsenss E~46
Ventors' Invoices -1
Vendors' Quotations ) V-1
Venture Plans and Reviews ....cc..ivienccaneanonss e N-1X
Visitors ) V-2
Visit Reports ' R-3
VOUChELS wevenvevonasoaess coeaenn b vietsaestercerranunnan et V-2, V-3X

- W
Wage and Hours Report ..n.eeces. Cerereveraras cevressiracaas W-1
Wage Roll : : W-1
Wages - General W-1
Warehouse ReCOrdS ..c.vvenssesovssvrsossnnsassnanesan Ceeenv. W-1l, W-2
Warranties W=2
Waste Disposal Permits - E~-48
Waste Recovery & Recycle ReCOrdS .sivvessrartaoescsosonsnss E-48
Water Pollution Control Records E-48
Wholesaler Reports D-2
Wilmington Form Statements ......... cresverseens Ceseennnne W-2
Work Force Reports ’ W-2
Work Orders W=3X
WOTKING FLleS tvvuvenosorntanssassnsnonssnsnsaasnsonssnsonas W-3X
Workshops | : M-2X

X[ Y’ Z
{None)

Rev.
4/82

R2510507
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Rev,

Remiagton : RECORDS CONTROL SCHEDULE

FOR REMINGTON USE ONLY

Page B2

Date _ April, 1382

. Location or
Record Category, Title, or Description Copy Principat Tots! Retention
Responsibility
ACQUISITION RECORDS {Cont*d.)
-  REPORTS 0X ANYWHERE MAX. 10 YEARS
- STUDIES . (0).4 ANYWHERE MAX. 10 YEARS
ACTION LOGS 0 EXECUTIVE 1 YEAR
_ COMMITTEE
Responses to mail addressed to the MEMBERS
Executive Committee Members and .
referred by them to the appropriate X ANYWHERE MAX. 1 YEAR
Department for consideration.and
handling.
ADJUSTMENTS (CUSTOMER) o] ‘FPINANCE 6 YEARS AFTER RECEIPT
X ANYWHERE . - MAX. UNTIL SETTLEMENT OR
ABANDONMENT .
ADVERTISING & PROMOTION RECORDS 0 ADVERTISING 5 YERRS AFTER LAST RUN OF '
. : ADVERTISING OR LAST
DISTRIBUTION OF MATERIAL
X ANYWHERE MAX.5 YEARS
AGREEMENTS AND CORRESPONDENCE RELATING THERETO '
T , COLLECTIVE BARGAINING CONTRACTS A‘NYWHERE S0 YEARS AFTER TERMINATION
’ bd ANYWHERE MAX. 3 YEARS AFTER
TERMINATION
-~ NEGOTIATION RECQRDS 0 "ANYWHERE. 50 YEARS AFTER TERMINATION
X ANYWHERE MaX. 10 YEARS AFTER

Rev. 4/82

TERMINATION.
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187 kev,

Remizglon . RECORDS CONTROL SCHEDULE

IBE>

. « CORRESPONDENCE, REPORTS, WORKING PAPERS

" Rev. 4/8B2

Page ~A=5
FOR REMINGTON USE ONLY Date _Apxril, 1982
Location or
Record Category, Title, or Description Copy Principat Total Retention
Responsibility
AGREEMENTS AND CORRESPONDENCE (Cont'd.}
- ' ALL OTHER AGREEMENTS/CONTRACTS o] ANYWHERE 6 YEARS AFTER TERMINATICN
N : .
(INCLUDING GOVERNMENT) X ANYWHERE MAX. UNTIL TERMINATED
ATRCRAFT FLIGHT CONFIRMATIONS 0 FINANCE UFTA/2 YEARS
- OPERATIONS INFORMATION o FINANCE 1 YEAR .
ALCOHOL PERMITS e} FINANCE " 5§ YEARS AFTER TERMINATION
OF LICENSED OPERATION
AMMUNITION TRANSACTION RECORDS 1o PLANT SITE 3 YEARS AFTER SALE OR
: "DISPOSAL
ANALYTICAL LABORATORY RECORDS, REPORTS & o ANYWHERE UNTIL SUPERSEDED OR
TEST RESULTS OBSOLETE
X ANYWHERE UNTIL SUPERSEDED CR
OBSOLETE .
ANNUAL STATISTICS TO WILMINGTON OX ANYWHERE 5 YEARS
ASSOCIATION & MEMBERSHIP RECORDS '
- CERTIFICATES OF MEMBERSHIP 0 ANYWHERE UNTIL TERMINATED
oX ANYWHERE MAX. 3 YEARS



0150162

oo g e,

' Remipglon

RECORDS CONTROL SCHEDULE

i Page C-2
. 2] o
FOR REMINGTON USE ONLY e Rebruary, 198
. Location or
Record Category, Title, or Description Copy Principal Total Retention
. . Responsibility
CASHIERS' RECORDS
- DAILY VOUCHER 0 BANKING UFTA/6 YEARS
- ALL OTHER O | ANYWHERE | 2 YEARS
CHECK HANDLER'S RECORDS OF OUTGOING CHECKS 0| ANYWHERE 6 YEARS
RELEASED TO OTHER THAN PAYEE -
CHRONOLOGICAIL FILES - AUTHOR'S CONVENIENCE FILE ANYWHERE MAX. 1 YEAR
CLAIMS & COMPLAINTS, (NONEMPLOYEE - PERSONAL O { ANYWHERE 3 YEARS AFTER SETTLEMENT
INJURY or PRODUCT DEFECTS) AND CLAIMS | OR ABANDONMENT -
INVESTIGATION REPORTS . :
X LEGAL 3 YEARS AFTER SETTLEMEN]
‘OR ABANDONMENT
X | ANYWHERE MAX. 3 YEARS AFTER
SETTLEMENT OR
: ABANDONMENT
COMMISSION RECORDS | .
- DETAILS 0’| TFINANCE UFTA/6 YEARS
4 2 PAYMENT INSTRUCTIONS --- See POLICIES ' ’
AND PROCEDURES
~ STATEMENTS O | = FINANCE UFTA/6 YEARS
X | ANYWHERE MAX. 6 YEARS
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I i levw,

Remingtor, RECORDS CONTROL SCHEDULE

A D
" FOR REWINGTON USE ONLY

Date __Iebruary, 19

Location or

Record Category, Title, or Déscription Copy Principal Tota! Retention
: Raspfmsibility
COMPETITIVE RECORDS
Miscellaneous records on sales and/or use
of products by competitors, as well as
evaluations, sales and/or use of com-
petitive praducts. May also include
information on the organization, per-
sonnel, etc., of competitive companies.
- ADVERTISING STUDIES OX | MARKETING - MAX. © YEARS
- FINANCIAL DATA - ACTUAL AND ESTIMATES ANYWHERE - MAX,10 YEARS
Includes manufacturing process, costs,
investment, ete, X ANYWHERE MAX. 3 YEARS
- PRODUCT EVALUATION MARKETING - MAX, b YEARS
X ANYWHERE MAX, 3 YEARS
OX | ANYWHERE SEE RELATED RECORLS

COMPUTER RECORDS
Hard copies of computer generated business reports

or documents, including microform, are subject
to specific retention shown elsewhere in this

4 ' gchedule. Official records, for the purpose of
records control, are not the responsibility of the
data processing organization. Copies retained in
data processing are considered work or reference
coples that should be destroyed when they have
served the intended purpose of control
nr reference.
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Remingion

Ll ohuw,

RECORDS CONTROL SCHEDULE

i L2 . C-4
FOR REMINGTON USE ONLY Page
- Data_EﬂbLuaam—lE
) Location or
Record Category, Title, or Description Copy Principal Total Retention
Responsibifity
" COMPUTER RECCRDS (Cont'd. )
- MARKETING RESEARCH DATA - ORDERS/ X FINANCE_ 10 YEARS
SHIPMENTS ' :
- PROGRAM CHANGE REQUEST AUTHORIZA'I‘ION 10)¢ 'ANYWH‘E:RE UFTA/UNTIL OBSOLETE
- PROGRAM DOCUMENTATION, SOURCE. @] ANYWHERE UNTIL SUPERSEDED
LISTINGS, JOB CONTROL LANGUAGE, :
EQUIPMENT CONFIGURATION LISTS,
INPUT DATA, SYSTEMS DOCUMENTATION,
ETC.
- PROJECT STUDIES ANYWHERE MAXIMUM 10 YEARS
PUNCHED CARDS, WHICH ARE, IN EFFECT, @] ANYWHERE

' FOR THE-SAME LENGTH OF TIME AS SOURCE

SOURCE DOCUMENTS, MUST BE RETAINED -

DOCUMENTS OF A RELATED NATURE SHOWN
ELSEWHERE IN THIS SCHEDULE AND NOT AS
PUNCHED CARDS (E. G., PUNCHED CARD
CHECKS, STORES TICKETS, JOB CARDS,
ETC., WHICH MIGHT BEAR THE USUAL
APPROVALS FOR WAGES PAID AND
MATERIALS WITHDRAWN, ETC., AND
SUBSEQUENTLY USED TO RECORD TRANS-
ACTIONS IN THE ACCOUNTS BY DATA
PROCESSING PROCEDURES).

SEE RELATED RECORD
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Reminglon
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* FOR REMINGTON USE ONLY

RECORDS CONTROL SCHEDULE

Page — C-7

Date

Record Category, Title, or Description

‘Capy

Location or
Principal
Responsibility

" Total Retention

CORRESPONDENCE

b

Unless covered by or assoclated with a specific
entry listed elsewhere in this SCHEDULE,
the followmg guidelines for the indicated
retention times shall govern:

GENERAL OR SUBJECT FILE CORRESPONDENCE
Alphabetical;, numerical or other classificatiou,
These files should be reviewed periodically,
at least annually, and that which is cbsolete
or no longer needed should be destroyed in
accordance with the indicated retention
times, which are maximum.

- DOMESTIC
- - EXPORT/INTERNATIONAL

- CHRONOLOGICAL FILES --- See CHRONOLOGICAL

FILES

CUSTOMER CORRESPONDENCE --- See CUSTOMER
ORDER FILES

EXECUTIVE AND FINANCE COMMITTEES ---
Also see COMMUNICATIONS WITH BOARD
OF DIRECTORS AND REPORTS TO EXECUTIVE

COMMITTEE

oX

oX

ANYWHERE

ANYWHERE

COMPANY

SECRETARY

ANYWHERE

MAX., 3 YEARS

MAX. 5 YEARS

10 YEARS

MAZX. 5 YEARS
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Remington | RECORDS CONTROL SCHEDULE

L2
" FOR REWINGTON USE ONLY

page . C -8

Date __February, 19¢

Location or

Total Retention

Record Category, Title, or Description Copy Principal
: Responsibility
CORRESPONDENCE (Cont'd. )
- PATENTS AND LICENSING - MISCELLANEOUS | O LEGAL MAX, 10 YEARS
X ANYWHERE MAX, 5 YEARS
- RESEARCH AND/OR TECHNICAL [NFORMATIONO_ RESEARCH 10 YEARS
X ANYWHERE MAX. 5 YEARS
All correspondence should be reviewed
annually and that which is no longer
pertinent should be destroyed on
schedule with related subject, Infor-
mation copies should be destroyed
as soon as purpose is served. .
COST ANALYSES O |ANYWHERE 2 YEARS
X ANYWHERE MAZX. 2 YEARS
COST BOOKS, REPORTS, STATEMENTS AND .
SUMMARIES" .
b ' . :
- JANUARY THROUGH MARCH, O ANYWHERE PERMANENT
AUGUST THROUGH OCTOBER - 1972 FORWARI] x ANYWHERE MAX. 5 YEARS
(LIFO) '
- DECEMBER (YTD)- ALL YEARS ' O ANYWHERE UPFTA/10 YEARS
X | ANYWHERE 'MAX. 10 YEARS
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Remington : RECORDS CONTROL SCHEDULE

g 1
FOR REMINGTON USE ONLY Page CEemluam 9F
Date
Location or
. Record Category, Title, or Description Copy Principal Total Retention
Responsibility ’
CREDIT RECORDS (Cont'd.)
- PROCEDURES --- See POLICIES &
PROCEDURES
- REPORTS O FINANCE - 3 YEARS
X | ANYWHERE MAX. 3 YEARS
CUSTOMER ORDER, FILES
Files include, but are not limited to, the
following documents:
Acknowladgements, Certificates of
Origin, Credit Memos,. Credit ‘
Restrictions, Customer Cards, Debit
and Credit Invoices, Declarations of
Value, Dock Receipts, Drafts, Letters
of Credit, Licenses, Orders, Quotations,
Declarations, etc.
- DOMESTIC )¢ MAX 3 YEARS*

*If Tax Exemption- Certificates
are obtailned:

- Keep all Customer Purchase
Orders for a period of 6 years, or

- Make a copy of those Customer
Purchase Orders that make a
refersnce to thelr Tax Exemption
Cerlificale and retain this copy for

L TS e

ANYWHERE
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Repaslen ' RECORDS CONTROL SCHEDULE tox
" FOR REMINGTON USE ONLY . o —February, 108;
Location or -
Record Category, Title, or Description Copy Principal Total Retention
Resppnsibility
CUSTOMER ORDER FILES (Cont'd.)
- EXPORT O MARKETING - UFTA/S YEARS
X ANYWHERE MAZX, 5 YEARS
 CUSTOMER RETURNS - RETURN AUTHORIZATIONS O |MARKETING '5 YEARS
Products ordered by a customer but returned _
to Remington plants or warehouses for various X ANYWHERE MAZX, 5 YEARS
reasons. i
CUSTOMS - Foreign & U. S. O INTERNATIONAIL 5 YEARS
OPERATIONS
X ANYWHERE

MAX. 5 YEARS
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Renlaston RECORDS CONTROL SCHEDULE -
; ' Paga ___ L=
FOR REHINGTON USE ONLY Date b
: Location or
Record Category, Title, or Description Copy Principat Total Retention
. Responsibility
DIVIDEND FILES
- DIVIDEND CHECKS (Cancelled Checks, Central | O | FINANCE UFTA/6 YEARS
Lists and Reconciliations) o .
- DIVIDEND ORDERS (Stockholder Authority to 0] FINANCE 3 YEARS APFTER CANCELLED
Pay Others) . OR SUPERSEDED
DONATIONS, DUES & CONTRIBUTION 'RECO_RD’S 0] FINANCE UFTA/ 8 YEARS
: X ANYWHERE MAZX. 6 YEARS
DOUBLE OR DUPLICATE PAYMENT FILES @] FINANCE 6 YEARS
DRAFTS --- Also see MASTERS OX | ANYWHERE -MAX. 1 MONTH AFTER
Yo, . ; . FINAL ISSUE . :
A preliminary writing, typed, or reproduction
of any document. :
DRAWINGS O 'ANYWHERE LIFE OF FACILITY OR
Includes, architecture, design, engineering . - EQUIPMENT
machinery, property, tools, ete. X | ANYWHERE MAX. LIFE OF FACILITY

OR EQUIPMENT
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Reminglon RECORDS CONTROL SCHEDULE

Rev.

AR
: Page E:47
FOR REMINGTON USE ONLY P February. 1981
Location or
Record Category, Title, or Description Copy Principal Total Retention
Responsibility
ENERGY CONSERVATION DATA |
- REPORTS - DU PONT (CMA&ENCON) O ANYWHERE PERMANENT (all base data from
, ; . 1972 plus any changes)
X | ANYWHERE MAX, PERMANENT
- SUPPORTING DATA- ANYWHERE 5 YEARS AFTER DU PONT
: . SUBMISSION TO DEPT CF
! o ENERGY
X | ANYWHERE MAX, 5 YEARS
ENERGY RECORLS OX{ ANYWHERE MAX, 10 YEARS
ENGINEERING STUDIES AND REPORTS O ENGINEERING | 25 YEARS
_ X .| ANYWHERE MAX, 20 YEARS
ENVIRONMENTAL CONTROL RECORDS ~-- Also see ' '
CLAIMS, OSHA RECORDS, RADIATION RECCRDS .
- QGENERAL CORRESPONDENCE O ANYWHERE MAX. 8 YEARS
. X - ANYWHERE MAZX, 3 YEARS
~ INCIDENT REPORTS . 0 ANYWHERE 5 YEARS
Involving on-plant accidental discharge of : : e :
A fumes, gases, liquids and solids. ,X ANYWHERE MAZX. 5 YEARS
- MANPOWER EXPOSURE RECORDS O.| ANYWHERE 50 YEARS
' X ANYWHERE MAZX. 50 YEARS
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L tf bev,

Remingfon, RECORDS CONTROL SCHEDULE

: P poe. F=1
FOR ‘REWINGTON USE ONLY oo February, 1981
Location or .
Record Category, Title, or Description Copy - Principal Total Retentian
.Responsibil[ty
FEDERAL TAX AUDITS --- Also see TAX FILES AND
REPORTS
Upon notification from the Finance Department that
examination of the Company's ‘Federal income tax
return for g given year has been completed, records
retained - UFTA {for that year may be destroyed pro-
vided that their business use has expired and that
they are not required for other purposes as set
forth in this Records Control Schedule, --~ Also
see the Suspensions Section of the General
Instructions. :
FIELD REPORTS O MARKETING MAX. 1 YEAR
ANYWHERE MAX. 1. YEAR
FINANCIAL STATEMENTS -
- ANNUAL REPORT (@] FINANCE UFTA/10 YEARS
- CONSOLIDATION 0] FINANCE UFTA/10 YEARS
b= PUBLISHED REPORTS O FINANCE UFTA/10 YEARS
- QUARTERLY REPORTS @] FINANCE 10 YEARS
-~ SIGNIFICANT STATISTICS OX | ANYWHERE

UNTIL SUPERSEDED
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Reminglon RECORDS CONTROL SCHEDULE

D page_ F=2
FOR REMINGTON USE ONLY N —February, 1081
Location or- :
Record Category, Title, or Description Copy Principal Total Retention
Respansihility
FINISHED PRODUCT DISTRIBUTION EXPENSE | '
STATEMENTS 0. FINANCE 3 YEARS ‘
X | ANYWHERE MAX. 3 YEARS
FINISHED PRODUCT TO WAREHOUSE OX| ANYWHERE ‘MAX. 3 YEARS
FIREARMS TRANSACTION RECORDS 0 PLANT SITE LIFE OF COMPANY
SALES OFFICEH]
FIXED ASSETS
- ABANDONMENTS IN PLACE O FINANCE 1 YEAR
- APPRAISALS - PLANT O FINANCE UNTIL,SUPERSEDED
X | ANYWHERE 2 YEARS
- CODE MANUAL O | FINANCE PERMANENT |
X ANYWHERE MAX. 2 YEARS AFTER
SUPERSEDED
’ - REQUEST FCOR CODE.CHANGES @] FINANCE UFTA/50 YEARS*
(Form G-461) o
ANYWHERE MAX. 2 YEARS

*Filed with fixed asset vouchers.

e
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Reminglon, : *  RECORDS CONTROL SCHEDULE

| S
FOR REHMINGTON USE ONLY

P I-1
o —February, 1081

Record Categdry, Title, or Description

Copy

Location or
Principal

_Total Retention

Responsibility
IMPORT - DUTIES, QUOTES, REGULATIONS - 0 | ANYWHERE 1 YEAR AFTER CANCELLED
INSTRUCTION FOLDERS FOR CUSTOMERS (REMINGTON) 0 | ANYWHERE 5 YEARS AFTER PRODUCT
- , DISCONTINUED
- X | ANYWHERE MAX. UNTIL PRODUCT
: 'DISCONTINUED
-  SINGLE CODPY OF EACH INSTRUCTION FOLDER | © | PRODUCTION | LIFE OF COMPANY
: PLANNING
INSURANCE FILES
- ACCIDENT REPORTS (FIELD 0 | FINANCE 3 YEARS AFTER SETTLEMENT
: REPRESENTATIVES). . |
-  CORRESPONDENCE ANYWHERE 3 YEARS
X | ANYWHERE MAX. 3 YEARS
-  FINANCIAL RECORDS --- See VOUCHERS
O | FINANCE UNTIL SUPERSEDED

* -~ - INSURANCE CERTIFICATES

LITIGATION --- See LITIGATION RECCRDS
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Remington RECORDS CONTROL SCHEDULE

LY
FOR REMINGTON USE ONLY

Record Category, Title, or Deseription

Copy

Location or
Principal

Total Retention

Responsibility
LABELS & TAGS 'O | ANYWHERE | 5 YEARS AFTER PRODUCT
|  DISCONTINUED
X | ANYWHERE MAX. UNTIL PRODUCT
_ | DISCONTINUED ~
- SINGLE COPY OF EACH PRODUCT O | PRODUCTICN | LIFE OF COMDANY
DACKAGE, LABEL AND TAG DLANNING
-  DROCEDURES ~-- See POLICIES & PROCEDURES
- CORRESPONDENCE, WORKING PAPERS ANYWHERE 3 YEARS
‘ X | ANYWHERE MAX. 3 YEARS
1.ABOR RELATIONS _
-~ AGREEMENTS ~--- See AGREEMENTS
. ARBRITRATION CASES o | LEGAL 50 YEARS
ANYWHERE MAX. 15 YEARS AFTER

CLOSED
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FOR REMINGTON USE ONLY

Rekdton 4 . RECORDS CONTROIL SCHEDULE

L-5X

P
bare August 20, 19

Location ¢r

Record Category, Titlé, or Description Co;;y Principal Total Retention-
: ‘Responsibility
LABOR RELATIONS (Cont'd. )
- WORKMEN'S COMPENSATION--SEE LITIGATION
- RECORDS
LAWS X | ANYWHERE MAX. 5 YEARS AFTTER SUPER-
' SEDED
LIFO RECORDS
" ALL RECORDS NEEDED TO SUPPORT THE . C
COMPANY'S LIFO VALUATION O | ANYWHERE PERMANENT
LITIGATION RECORDS
- ANTITRUST O | LEGAL 10 YEARS AFTER LITIGATION
CONCLUDED OR ARANDONED:
X | ANYWHERE MAX. 3 YEARS AFTER LITIGA
TION CONCLUDED OR ARAN-
DONED
- OTHER ; O | LEGAL 6 YEARS AFTER LITIGATION
. . . CONCLUDED OR ABRANDCNED
X | ANYWHERE " MAX. 3 YEARS AFTER LITIGA.
TION CONCLUDED CR ARAN-
DONED
Rev. ’8/84
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Remipglon, RECORDS CONTROL SCHEDULE

FOR REMINGTON USE ONLY

Page M-1

Date L €RrU8

Record Category, Title, or Description

Copy

Location or
Principal

Tota! Ketention

Responsibility
MARKETING RECORDS --- See also COMPETITIVE
INFORMATION
- CORRESPONDENCE ANYWHERE | 3 YEARS
- X ANYWHERE MAX. 3 YEARS
- REPORTS AND MARKET RESEAF CX | ANYWHERE 10 YEARS
MASTER TRADE REPORTS - NG UNTIL SUPERSEDED
- FINAL REPORT NG " 5 YEARS
MASTERS . RE . | MAX. SAME AS RELATED
Ditto, mimeo or other type printing masters. : RECORDS
MEETINGS
-  BOARD AND SHAREHOLDERS MEETINGS ~=-
See CORPORATE RECORDS
-  OPERATIONS COMMITTEES O . | COMMITTEE 30 YEARS
. SECRETARY :
X | ANYWHERE TO BE RETURNED UPCN

RECEIPT OF NEXT MINUTES
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Reminglon | : RECORDS CONTROL SCHEDULE

- @
FOR REWINGTON USE ONLY

Page M-2X

Date

Location or

Record Category, Title, or Description Copy Principal Total Retention
- Responsibility
MEETINGS (Cont'd.)
- PRODUCT SAFETY SUBCOMMITTEE O RESEARCH LIFE OF'COMPANY
- ALL OTHERS, MINUTES, REPORTS, © | ANYWHERE 3 YEARS i
WORKING PAPERS
X | ANYWHERE MAX. 3 YEARS
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RECORDS CONTROL SCHEDULE

P-1
FOR REMINGTON USE ONLY Page -
Date_April, 1982
. . Locaﬁon or
Record Category, Title, or Description Copy Principal Total Retention
Responsibility
PATENT FILES
APPLICATIONS (8,4 ANYWHERE 6 YEARS AFTER EXP IRATION
OF ISSUED PATENT OR 5
YEARS AFTER APPLICATION
ABANDONED
CORRESPONDENCE, WORKING PAPERS —--
See RELATED RECORDS '
INVENTIONS REPORT 0 LEGAL 5 YEARS AFTER APPLICATION
ABANDONED
X ANYWHERE MAX. 5 YEARS AFTER
APPLICATION ABANDONED
LAWS --- See AGREEMENTS
LITIGATION --- See LITIGATION RECORDS
PATENTS 0 PATENTS. 6 YEARS AFTER EXPIRATION
OF PATENT
X ANYWHERE MAX. UNTIL EXPIRATION OF
‘ . PATENT
-~ SINGLE COPY OF EACH PATENT 0 PATENTS LIFE OF COMPANY
PATENTS DEDICATED TO THE PUBLIC OR ox ANYWHERE 3 YEARS AFTER DEDICATION

Rev.

ABANDONED

RULES ~~- See RULES & REGULATIONS

4/82

OR ABANDONMENT
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Remington RECORDS CONTROL SCHEDULE

G page =5
FOR REMINGTON USE ONLY D"gew
ate
{ocation or
Record Category, Title, or Description Copy Principal - Total Retention
Responsibility
PHOTOGRAPHS ~-~ See also EMPLOYEE RECORDS OX | ANYWHERE UNTIL SUPERSEDED OR
OBSCOLETE
PLANS & PROGRAMS ' O ANYWHERE 5 YEARS AFTER SUPERSEDEI
’ - ' CR COMPLETED
X ANYWHERE MAX. UNTIL SUPERSEDED
OR COMPLETED
POLICIES & PROCEDURES O ANYWHERE 5 YEARS AFTER SUPERSEDEI
.' COR OBSOQLETE
"X | ANYWHERE MAX. UNTIL SUPERSEDED
: : OR CBSOLETE.
POSITION DESCRIPTIONS O | ANYWHERE UNTIL OBSOLETE
(Exempt and Nonexempt) . _ : ,
X | ANYWHERE MAX. UNTIL SUPERSEDED
: CR OBSOLETE
PRESENTATfONS . OX'| ANYWHERE MAX, & YEARS

(Charts, discussions, reviews, speeches, etfc.)
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“FOR RENINGTON USE ONLY

RECORDS CONTROL SCHEDULE

Page _P=8

Data _ 1

Location or

Record Category, Title, or Description Copy Principal Total Retention
Responsibility
PRICES (Cont'd.)
~ TABULATIONS ‘ "OX| ANYWHERE MAX. 6 YEARS AFTER
Recordings of actual prices extracted OBSOLETE OR SUPERSEDED
from Authorizations, Bulletins, Lists,
Schedules or Sheets. Retention of
" earliest entry must be no longer than
6 years after being obsoleted or
superseded.
- TRANSFER PRICES --- See TRANSFER PRICES
PROCESS RECORDS 0 PLANT SITE/ LIFE OF COMPANY
ANYWHERE
X PLANT SITE/ UNTIL SUPERSEDED OR
ANYWHERE -OBSOLETE
PRODUCT FILES '
-  PERMITS, CLASSIFICATIONS, SPECIFICA'I‘IONS, 0 ANYWHERE 6 YEARS AFTER PRODUCT
REGISTRATIONS C DISCONTINUED
X | ANYWHERE" UNTIL PRODUCT
DISCONTINUED
- SINGLE COPY OF PRODUCT SPECIFICATION @) PRODUCTION LIFE OF COMPANY
PLANNING
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Remisslon . ~ RECORDS CONTROL SCHEDULE

FOR REMINGION USE ONLY Page __F=3
Date __ April, 1982
[ Location or
Record Category, Title, or Description Copy Pringipal Total Retention
) Responsibility
PRODUCT FILES {(Cont'd.)
-  CORRESPONDENCE o) ANYWHERE 3 YEARS
X ANYWHERE MAX. 3 YEARS
-  GENERAL INFORMATION o ANYWHERE UNTIL SUPERSEDED OR
. OBSOLETE
X | ANYWHERE  MAX. UNTIL SUPERSEDED
OR OBSOLETE
-  PROGRAMS —-— See PLANS & PROGRAMS
PROJECT RECORDS
-  ACCOMPLISHMENT REPORTS 0 EXECUTIVE 10 YEARS
COMMITTEE
X ANYWHERE MAX. 10 YEARS OR FILED
WITH APPROPRIATION
REQUEST
-  APPROPRIATION REQUESTS o) FINANCE UFTA/20 YEARS AFTER
FINANCIAL CLOSING
X ANYWHERE MAX. 10 YEARS AFTER

Rev. 4/87

FINANCIAL CLOSING OR
ACCOMPLISHMENT REPORTED
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Reminglon
FOR REMINGTON USE ONLY

RECORDS CONTROL SCHEDULLE

Page Q“‘lX

1987

pate __February,
Location or
Record Category, Title, or Description Copy "Principal * Total Retention
' : Responsibility
QUESTIONNAIRES ANYWHERE 5 YEARS
X ANYWHERE MAX. 3 YEARS
QUOTATICNS (REMINGTON SALES) OX | ANYWHERE MAX, 3 YEARS
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Remins’n RECORDS CONTROL SCHEDULE

FOR EZXINGTGN USE ONLY

ap

Paye R=2
Date _February, 198

Copy

L ocation or

Record Category, Title, or Description Principat Totsl Retention
Responsibility _
RECORDS CONTROL SCHEDULE O | FINANCE 2 YEARS AFTER SUPERSEDED
X ANYWHERE * | UNTIL SUPERSEDED
- AUDITS OX ANYWﬁERE MAX. 5 YEARS
-  BULLETINS 0 FINANCE 2 YEARS AFTER SUPERSEDED
ANYWHERE UNTIL SUPERSEDED
- CORRESPONDENCE AND GUIDELINES ox ANYWHERE | MAX. 2 YEARS
REMITTANCE REPORT (G-233) o FINANCE UFTA/2 YEARS
ANYWHERE | MAX. 2 YEARS
RENEGOTIATION RECORDS - WORK PADERS AND o FINANCE 3 YEARS AFTER CLEARANCE
STATISTICAL HISTORY OR SETTLEMENT
REDATR GUNS - RECORDS 0 PLANT SITE | 10 YEARS
REPORTS
- ACCOMPLISHMENT --- See PROJECT RECORDS
- ACTIVITY REPORTS - PLANT PERFORMANCE
(Includes Related Charts and Supporting Data.)
_ ANNUAL OX | PLANTS MAX. 5 YEARS
MONTHLY - JANUARY TO NOVEMBER | OX | PLANTS

"MAX, 1 YEAR



Remingien . RECORLS CONTROL SCHEDULE

a ’I"q'r/ - .
. M Page B3
FOR REXIHGTON USE ONLY ‘ Date Febmar:z 198:
Location ur'
Recard Category, Titls, or Description Capy Prineipal : Total Retention
: ’ Responsibility

REPORTS (Cont'd.}
- ACTIVITY REPORTS - PLANT PERFORMANCE (Cont'd.|)

- MONTHLY - DECEMBER . OX | PLANTS -MAX. 5 YEARS
- wéEKLY ‘ | » OX | PLANTS | MAX. 5 MONTHS
- ANNUAL o | company LIFE OF COMPANY
- SECRETARY
- CALL REPORTS
- DEALER ' OX | MARKETING |  NOT TO BE RETAINED
- . WHOLESALER 0X | MARKETING | 1 YEAR
- DEPARTMENTAL AND DIVISIONAL - 0 | ANYWHERE | 37EARS

PERFORMANCE REPORTS/LETTERS i .
Includes Management Visitalion Reviews, X ANYWHERE MAZX, 3 YEARS
Presentations, Programs, and State of
Business Data.

- ENGINEERING --~ See ENGINEERING
STUDIES AND REPORTS

= GOVERNMENT --- See GOVERNMENT REPORTS

- MAPKET --- See MARKETING RECORDS

R2510532



501G

“{i’@ﬂ’ff% RECORDS CONTROL SCHEDULE
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FOR REWINGTOM USE ONLY

P R-4 -
ngt: February, 18I

Record Category, Title, or Description

Copy

Location or
Principal

"Yotal Retention

Responsibility
REPORTS (Cont'd.)
- RESEARCH AND DEVELOPMENT - PERIODIC | O° | ANYWHERE 10 YEARS
REPORTS WITHIN DEPARTMENT

X ANYWHERE MAZX, 10 YEARS

- RESEARCH AND DEVELOPMENT - PROCESS | O RESEARCH PERMANENT
' X ANYWHERE | MAX., PERMANENT -

- TECHNICAL SERVICE REPORTS o} MARKETING 3 YEARS

X | ANYWHERE MAX. 3 YEARS
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RECORDS CONTROL SCHEDULE

‘e

: RTI) page R=D
Location'or
Record Category, Title, or Description Copy Principal Total Retention
Responsibility
REPORTS (Cont'd.) o
- TO DU PONT EXECUTIVE COMMITTEE
- ANNUATL, AND MID-YEAR UPDATE O | EXECUTIVE 15 YEARS
== . ' COMMITTEE
X MANAGEMENT| 10 YEARS
%X | FINANCE 10 YEARS
X | ANYWHERE MAX. 5 YEARS
- WORK PAPERS 0 FINANCE 5 YEARS
- EQ.UARTERLY 0 EXECUTIVE 5 YEARS
: : COMMITTEE
X MANAGEMENT| 5 YEARS
X | FINANCE 5 YEARS
X | ANYWHERE MAX. 1 YEAR
- WORK PAPERS 0 FINANCE 1 YEAR
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Reminglon
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RECORDS CONTROL SCHEDULE

0uve _S-8
FOR REMINGTON USE ONLY e ~February, 198
. Location or
. Record Category, Titla, or Dascription Copy Principal Total Retention
< Responsibility
SHIPPING RECORDS (Cont'd. )
- ALL OTHER RECORDS
“~  _DOMESTIC |0 |ANYWHERE 3 YEARS
' X. | ANYWHERE MAX. 3 YEARS
-  EXPORT O | ANYWHERE UFTA/5 YEARS
X | ANYWHERE MAX. 5 YEARS
STANDARDS - ENGINEERING, OPERATING, MANU- O | ANYWHERE § YEARS AFTER SUPERSEDED
FACTURING SPECIFICATIONS,. ETC. a OR OBSOLETE
X | ANYWHERE = | UNTIL SUPERSEDED OR
| . OBSOLETE
- SINGLE COPY OF MANUFACTURING O | PRODUCTION | LIFE OF COMPANY
' PLANNING ,
STOCK STATUS REPORT - FINISHED PRODUCT AND STORES f
- ACTIVITY OX | ANYWHERE MAX, 3 YEARS
- DAILY OX | PLANTS MAX. 3 MONTHS
- MONTH END OR YEAR-TO-DATE OX | PLANTS MAX. 10 YEARS
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Remington RECORDS CONTROL SCHEDULE

FOR REMINGTON USE ONLY Faoe SE;%IHEIEI 198
Location or
Record Category, Title, or Description | Copy Principal Total Retention
- Responsibility
STORES CAPTION REPORTS 0 ANYWHERE 2 YEARS
X | ANYWHERE MAX. 2 YEARS
STORES TICKETS O | ANYWHERE - UFTA/5 YEARS
- Orders covering disbursements or returns. C ' :
If the pertinent information (account, cost, item X | ANYWHERE - | MAX. 2 YEARS
identification,  quantity, etc.) is on punched cards ' ' , .
or computer tapes/print-outs, these may be re- - ‘
tained UFTA in place of the tickets, which may
then be discarded after 2 years retention
STOCK AND CRDER REPORTS OX ANYWHERE MAX. 5 YEARS
STOCKHOLDERS‘ ‘RECORDS
- CANCELLED STOCK CERTIFICATES 0 COMPANY 15 YEARS
. SECRETARY '
- STOCK REGISTER O COMPANY LIFE OF COMPANY
SECRETARY
OX | ANYWHERE MAX, 10 YEARS

STUDIES




