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Objective

The objective of this procedure is to provide guidelines to control the Quality Records related to the quality system implementation.
2.
Scope


This procedure is applicable to all the Quality Records at the NREB Headquarters.
3.
Definition

CLOSED FILE is a file that has been closed still but required for reference.

4.
Abbreviation

i.
CEQ


-  Controller of Environmental Quality
ii.
NREB


-  Natural Resources and Environment Board
iii.
Sr AAO


-  Senior Assistant Administrative Officer

iv.
AA (C/O)


-  Administrative Assistant (Clerical/Operation)
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5.
Detail of Procedure
A.
File Index Record

	No.
	Action


	Responsibility

	a.
	Record and update the new file reference in the Filing System under “File – All Opened Files” and File Index Record (Appendix IV).


	 AA(C/O)
 


B.
Storage of Closed Files
	No.
	Action


	Responsibility

	a.
	All the closed files are store in the Filing Room at 18th and 20th Floor, Menara Pelita Kuching. Refer to Appendix V for List of Closed Files. 


	AA(C/O)


C.
Disposal of Files
	No.
	Action


	Responsibility

	a.
	Prepare list of closed files that have been kept according to the retention time and submit to Unit Head for action as per Proposal For Disposal of Closed Files (Appendix VI).

	AA(C/O)

	b.
	Provide comments as per Section B of the form and make decision either to;

i. Continue to keep the closed files and determine the extension time period for the closed file to be stored; or 
ii. Dispose the files/records that have been kept according to the retention time or extension time and forward the comments to CEQ for approval.


	Section Head
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	No.
	Action


	Responsibility

	c.
	Decide on the disposal:

· If approved - disposed the files and liaise with Pustaka Negeri Sarawak on the appropriate disposal method (if necessary).
· If not approved - continue to keep the closed file and determine the extension period.

	CEQ

Section Head and AA(C/O)

	d.
	Record in the List of Disposed Files (Appendix VII).

	AA(C/O)

	e.
	Update the Filing System and File Index.

	AA(C/O)


6.
Quality Record

	No.
	Name of Record
	Retention Time
	Location



	a.

b.

c.

d.


	File Index

List of Closed File 

List of DisposedFile
Report on Disposal of Closed Files


	According to the retention time or extension time
	18th & 20th Floor

(Administration, Human Resource & Finance Section)


7.
Appendices

i. Appendix I

-
Flow Chart for File Index Record


ii. Appendix II

-
Flow Chart for Closed Files
iii. Appendix III

-
Flow Chart for Disposal of Files
iv. Appendix IV

-
File Index Record
v. Appendix V

-
List of Closed Files
vi. Appendix VI

-
Proposal For Disposal of Close Files
vii. Appendix VII

-
List of Disposed Files
3

