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INTER-OFFICE MEMORANDUM

Oave

RECORTS MANAGEMENT REPRESENTATIVES * July 9, 1974
AND RECORDS CONTROL MANUAL HOLDERS Frou

A. H. Matt H
KB 625

Comies T .

SussECT

RECORDS RETENTION REVISION

Attached is a partial revision to the Records Lontro) Manual. It updates
onty the Lega! and Patent Section, Pages 30 through 35A of the Records
Schedule Section of this Manual. This is the fourth revisfon, although
only partial, to the Manual since It was originaliy published in April,
1961. The last revision, partial, was dated 12/72.

Please destroy your existing Legal and Patent Section ang replace it with
the attached pages.

Also please make the changes indicated below on the existing pages of your

manual!. The portions to be changed are underlined.
Schedule
Page NO. Record Retention
B )00 Historical file of Kaiser Advertising in Permanent
all media.
8 000 Vendor invoice for advertising - EDT copy C+1yr.
8 060 Legal releases from customers and others C+ 1 yr.
featured in Kaiser Advertising
8 000 Vendc- invoices pertaining to advertising - L ¢+ 1 yr.
copy showing payment
24 L94a Hourly payrol! register
--- wWeekly €+ 4
29 6C3 tndividual employee folder ...
--- non-exempt employee Permanent
45 930 Price change or price deviation reports [

—

snd recommendations

As at the time of our last revision, the field locations, especially, are
asked not to destroy any accounting records without a release from R, F.
Geravag'ia, Roor BL6 KB, as some of these records may still be required
for outside audit after the retention period has expired,

Alsoc, the Product Liability Comrittee is presently working through the
various Divisions to develop guidelines for records definition and re-
tention for those Division's specific products. Until such time as thlsg
requirement is formalized and made 3 part of the Records Contro! Manual,
the Product Liability Committee guidelines should be adhered to.

Limited additional copies of this schedule are available upon request.

Attachment
EACC 196 1127y,
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POLICY AND PROCEDURE 3
Oo
. 03
POLICY 871

Corporate policy is to "destroy sll records except those spec-
i1fically authorized to be preserved'. Those recorda "suthorized
to be preserved’ are listed in the attached schedule. This
schedule has been approved by the Records Management Committee
as the only corporate suthority for the retention of records.
Officisl retention periods are as short as possible in order

to keep down our records inventory. The longer periods are
based upon positive legsl, sudit or management requirements.

. DEFINITIONS

(a) A positive legal requirement weans that: a specific fed-
eral or state law requires us to keep the record; important
property rights which the company has legal obligstions to
protect sre involved, such as patents, employee pension equi-
ties, etc.; or we are awsre of a specific, impending claim or “
legal action. The mere fact that a record is potentislly use-
ful in the event of a lawsuit does not constitute a positive
lega! requirement. Each month the corporation enters thousands
of sales, purchase, and freight transactions imvolving tons of
records most of which we would have to save for fifteen years
{f we wanted to be fully srmed against every possible legal
problem that could arise. As a practical matter the retention
of such records has to be based simply upon the requirements

of sound business procedure and they are kept for one to two
years - a period long enough to verify performance, to make or
receive payment, and to furnish support for the sudit of ac-
counts. During this period probable claims or legal situations
will normally be recognized and the records directly concerned
with the specific transaction set aside. After this time, if
unanticipated legal problems still come up, the corporation
knowingly assumes the risk of any loss csused by not having
records - & loss that should in any event be far less expen-
sive than a massive records storage program.

(b) Auditing requirements refer to state and federal tax sud-
its, particularly the Federal Govermment's review of our cor-
porate income tax returns. All records needed for the federal
tax audit are retained for 'C plus 6 years'", a period long
enough to cover the statutory three-year limitation on the
sudit plus extensions which are often arranged by separate
agreement.
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(c) Management requirements refer to the needs of corporate
departments producing records of proprietary, technical, or
economic value to future operations of the company, e.g.,
technological research and development, market research and
analysis, facilities engineering, etc. The mere fact slone

that people st higher levels of management "might ssk for =
(certain) records' does not constitute s positive management
requirement nor an acceptable reason for saving records thast

are otherwise disposable.

Most of our company records do not fit into the legal, sudit
or mahagenent requirement classifications described sbove.
They wmay be vital to current goals and useful for snalysis
of current operations but are of little or no value to the
corporation by the time they are over one year old. There-
fore, the Records Management Committee has assigned short-
term retention categories of 'current plus 1 year" or lessa
to ninety per cent of the corporstion's records.

. RETENTION AND DISPOSAL PROCEDURE

(a) The Records Schedule is divided into sections by the com-
pany's management functions rather than ite organization. Each
section applies to the records st sll locations where that
functional activity {s officially performed; some sections auch
a8 "Sales" apply to many locations; others such as "Market
Research'' apply to only a few. Records are listed in the order
of permanence, a8 & general rule. Retention periods are ex-
pressed in terms of the number of calendar years plus the cur-
rent calendar year. 1f a record is classified as "C plus 2
years', this means that during 1961 all 1960 and 1959 copies
will be kept; 1959 copies will be destroyed in January, 1962
and 1960 copies will be thrown out in January, 1963. 1In other
words, there will always be at least two full prior cslendar
years of 8 "C plus 2" record on hand, snd at lesst one full
prior year of a "C plues 1" record., "Active' means that the
pecord should be kept as long as it is actively used, is per-
tinent or in effect, and has not been superseded by receipt of
more up-tc-date material. In a few instances the meaning of
"Active'' has been alightly changed for a particular record and
the modified definition shown in a footnote.

(b) Annual Records Disposal. The most important records house-
keeping job is the year-end dispossl. Each January a year's
collection of records in all categories except "Permsnent’
should be discarded by sll company offices and locations. The
records schedule will be the guide to "Permanent' records,
most of which are found in research and technical locations or
in certain headquarters departments. Records classified as
"Active' should also be culled at year-end even though, the
1ife span of "Active'" wmaterial is not necessarily related to
its chronologicel age. CAUTION: Accounting records should
not be destroyed without clearance from the Tax Department st
Kaiser Center, Oakland. :
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PROCEDURE FOR AMENDING THE RECORDS SCHEDULE

In order to assist the Recorda Management Committee to keesp
sbreast of developments that warrant {ssuing amendments or
changes to the records schedule, anyone in the company who
feels that the retention period governing his records should
be changed because of changes in legal, suditing, or manage-
ment requirementa, or who feels that a new item should be
added to the schedule, should submit the following information
to the Records Coordinator for referral to the Committee:

(a) Department or location that has the record.

(b) Name and present gchedule number of record, or simply a
brief deacription 1if it (s a proposed nev {tem on the
schedule.

(¢) Proposed retention period.

(d) Reason for the proposed retention including specific
citation to the law or regulation and the governsent
body and an explanation of the need for the record -
who uses it and for what purposes - going {nto enpugh
detai]l to pive the Committee a clear picture of the
value of the record.

FILING

Refer to KACC File Manusl {ssued {n January of 1966 for
detailed information on the subject of filing.
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RECORDS CENTER PROCEDURE

A Xaiser Aluminum Records Center provides s records storage
service to offices that do not have file space for long terms
records. Because the Center has limited room for expansiosn,
only records with retention periods of at least "“C plus 2
years” will be accepted. In additionm, “Active' records
cannot be accepted becsuse, by definition, when these become
inactive they should be destroyed.

cedure for Us Records Cepter Servic

(a) Consult the records schedule to make sure the material
to be trensferred is eligible for Records Center atorage.
Unacceptatle records (i.e.,"Active” and under "C plus 2")
are identified in the schedule by a three-gero schedule
pumber ("000").

(v) Call the Reczords Center (Extension 3688) and request the
number of records transf{er cartons needed - spproximately
tws are required for each full file drawer of records.
The Records Center will furnish itransfer cartons and
copies of the Reccrds Transfer Form (KACC-328).

{c) Follow instructions on the Records Transfer form for
pecking records, preparing the form, and delivering
vezcras to the Center.

(d} Assuming the records are eligible for storage, a box
nurber (which {s mlso & shelf location number) will be
ascigned to each box, and the month and year the records
are scheduled for destruction (unless "permanent") will
be shown on each box and on the Reccrds Transfer form.
One ccpy of the Transfer Form will be returned. Records
rec<ived by the Center that are ineligidle for storage
will be returned to the sender unless they have passed
the authorized retention time in which case they will be
destroyed.

(continued)
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Accepted records will be held unt] their retention period
expires. During this time, you may obtain reference or
charge-out service by giving the box number and name of
the record concerned.

When the destruction month arrives, a ten-day advance
notice of the exact date destruction {s to occur will be
sent to the parent office. This gives the parent office a
chance to notify the Center {f a legal claim or legal action
has arisen. If notice of a special lega) claim or action is
then given, {t will be referred by the Center to the Legal
Department, and, if confirmed, the destruction date wili
be postponed for one year. At the end of such year, if
the claim has not been settjed, the ten-day notice and
postponement procedure will be repeated.

In the event any record is released from the record center,
such action shall be recorded. If within slx months this
file or box has not been returned, the record center shall
automatically be absolved of further responsibility and the
record may be placed in the record center only by following
the procedure outlined in paragraphs (a} through (d).

Records in the Recprds Center wil] be destrgyed when the

authorized period has expired unless there i{s a specific

¢laim or lega; action pernding.




SECTIONS OF RECORDS SCHEDULE

Advertieing .

Engineering
--- Facilities
--- Industrial
--- Magintenance

Exploration . . . . . .

Financial Mansgement
-=-- Accounting . . . .
--- Corporate Planning
-=- Audit . . . . .

--- Corporate Treasurer .
--- Accounts Receivable .

--- General

--- Insurance
--- Payroll

--= Teax . . . .

--- Warehouse Operations

Executive and Administrative Management

Industrial Relations

Legal and Patent

Market Research & Analysis
Office Management
Production

Public Affairs

Purchasing

Page 6

PAGE NO,

11
12

13

25
31
35
36
37
38

39



SECTIONS OF SCHEDULE ({(continued)

Research & Development . . . . .
Salee . . . . . . . . . ...
--- Pricing
Technical ., . . . . . . . . . . . ..
Traffic
--- General

--- Marine

Page 7

PAGE NO,

40

42
45

46

47



ADERTISING

Pege 8 3000 '?8,,,

“ P R
f‘?:g:,l' Record Rstention :
100 Historical file of Kaiser advertising in all medie 10 years
101 Vendor invoice for edvertising - EDT copy C+6 yrs
102 Legal releases from customers and others featured
in Kaiser advertising 4 Yyears
430 Vendor invoices pertaining to sdvertising - copy
showing payment C+2yrs
104 Cooperative advertising invoices C+2yrs
000 Purchase requisi{tions and purchase orders pertain-
ing tc edvertising C+1lyr
000 Competitor sdvertising material C+1yr
000  [Cooperative advertising matters C+1lyr
000 Job files € wmonths

KAISER ALUMINUM 8 CHEMICAL CORPORATION - RECORD SCHEOULE (12/70)



ENGINEERING - FACILITIES

Page 9

Schedule
Number

Record

Retantion

200

201

000

000

000

000
000
202

203

204
205
206

207

Basic set of plant and factlity blueprints,
specifications, and operating and maintenance
fnstructions (at each mill)

Formal engineering study reports; ''Know-How"
files

Selected blueprints and original tracings of
some plant facilities (in central engineering
files - Oakland)

Facilities files - basic file on a facility or
piece of equipment containing such material as
original costs and estimates, rvredesign and change
proposals and change costs, maintenance procedure
and cost, operational problems and performance
data, equipment operating instructions, equip-
ment, specifications tracings and certified
drawings, coples of purchase orders (in Central
Engineering and plant)

Engineering specifications, standard engineering
and material specifications, codes, etc.

Tool and die index or inventory records
Spare parts manuals

Original technical source materisl usable for
planning, cost estimating, construction layouts,
etc., for new or modified facilities or changes
in process engineering technology.

Site {nvestigations, preliminary studies, and
cost estimates for new equipment, new facilities
or new plants

Approved RFI copy (plant or central file)
Re jected RF1's

Project files, or construction contract file,
on facilities construction or improvement
including blueprints, purchase order, copy
construction contract, etc.

Property descriptions (legal) and maps

*As long as we have the facility or equipment.

Permanent

Permanent

*Active

*Active

Active

*Active
*Active

10 yrs.

C+ 6 yrs.

C+ 10 yrs.
C+ 3 yrs.

2 yrs. after

completion of

work

1 yr. after
termination
of company
ownership
or rights

KAISER ALUMINUM & CHEMICAL COAPORATION - RECORD SCHNEDULE

(12/70)

3000 X 879



ENGINEERING -~ Facilities Page 10
iit’:fe"r{' Record Retention

RFI progress and engineering activity reports
208 ~— Oakland and Plant Engineering Dept. copy C+2yre
000 -= A1l other copies C+lyr
000 Chronological filea C+1lyr
000 Engineering correspondence {except as covered

ebove), vendor/contractar quotetions, status and

progreas reparts, etc. C+1lyyx
000 Trade/vendor circulars, catalogs, btrochures Active

KAISER ALUMINUM B CHEMICAL CORPORATION - RECORD SCHEDULE (12/70)



ENGINTERING - Industrial Page 11
if"::::"' Record Retention
000 Bagic atandards and back-up recards Active
000 Product cost estimates and speciel projects data Active
000 tandard cost sysiem data Active
000 Correspondence (incoming and outgoing) C+1yr
s 0.0 Chronclogical files C+1lyr

KAISER ALUMINUM 8 CHEMICAL CORPORATION -

RECORD scrEDULE (12/70)

3000388
1



ENGINEERING - Meintenance Page 12
zi‘:::rl' Record Retention
00 8] Equipment opersting instructions #Active
000 Equipment spare parts manual *Active
000 Equipment specifications #Active
000 Equipment service record history card #Active
Maintenance reporis
000 -- Routine C+lyr
00C -~ Selected reports giving detajled and
technicael background on serious or
contipuing maintenance problem #Active
000 f\laintenance service schedule #Active
000 haintenance trouble log #Active
000 Work service requests C+1lyr
00C Correspondence (incoming and outgoing) C+1lyr
000 Chronological files C+1y

MAs long as we have the equipment

KAISER ALUMINUM &8 CHEMICAL CORPORATION - RECORD SCHEDULE (12/70)



EXPLORATION Page 13
ff..;’::l;?r,' Record Retention
301 Maps and merisl surveye Permanent
302 Books Permanent
310 Finel reportis of investigations including accom-
panying reports and back-up data by geoclogists,
mining engineers, outside consultants, competi-
tors and other companies 10 years*
*Except selected reports to be culled after
10 years for additional 5 year or permanent
retention
000 All duplicate reports of investigations C+1yr
312 Commodity/ares files - Technical: containing
process data sacpling and analysis records,
evaluations, drilling records, reserve estimates,
lab records, economic information, etc. 5 yearsg*
#Except selected items to be culled after
5 years for additional 5 year retention
00C Caumodity/g;ea files - Administrative: dats on Until
project budgets and expenditures, equipment, precject
buildings, tex matters, personnel records, con- complete
sultants, progress repcris, etc. or final
repori
issued
721 Options, contractis, or agreements covering mineral 2 yrs
rights, or right tc dc development engineering or after date
exploration work. Original document is filed in of expir-
Oakland legal Department, duplicate with pertinent stion or
correspondence and releted material is filed at see notew
location concerned.
#0r until claim is mined out, abandoned or the
opticn record superseded, whichever occurs
last
000 General and legal information on foreign subsid-
iaries Active
000 Library of technicsi and statistical publications
(e.g., Federasl and State Bureeu of Mines publica-
tions Active
000 Techrical reports from other departments in
related work Active
000 Investigation progress reports Until
project
complete
or final
report
{ssued

KAISER ALUMINUM & CHEWMIZAL CORPORATION - RECORD SCHREDULE

(12/70)



30003884

Satianm
XPLORATION Poge Mo 14

Schedu’e Number Aecord Retention

000 Purchase Order copies on exported equipment. Activer >

*As long as we have the equipment oversess.

000 General Correspondence (incoming and outgoing). cC+1

000 Chronological Files. c+1
KACC BASa (19721 Rev. Dare: 12/70

KAISER ALUMINUM g CHEMICAL CORPORATION - RECORD SCHEDULTE
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Sectiim
FINANCIAL MANAGEMENT - ACCOUNTING Pege Mo.. 15
Scheduie Numbder Record Retention
101 Advertising C+ 6
Job Authorization
Y & R Estimates
Misc. Inveoices
Kaiser News Cash Depoaits
249 Reduction plant production records by cast (at plants) C+2
250 Production travelers or Lot Tickets which detail pro- C+6
duction steps taken on each order and ingot casting
records. These records are required to support draw-
back claims (at plants).
400 General ledger - (BA 135A). cC+ 6
401 Fixed Assets Ledger. C+ 6
402 Fixed assets detall records, including depreciation C+ 6
taken.
403 Certificates of Necessity. C+ 50
405 Plant and divisional financial statements. C+ 6
--at Oakland for fiscal year-end month (1l copy).
406 Plant and divisional financial statements (at plant). C+ 6
Its own statement for all months.
000 All other copies of Oakland consolidated, divisional C+1
and plant statements for all months. Was Sched. 408.
XACC 5854 '3 721 Rev. Dore: 12772

KAISER ALUMINUM & CHEMICAL CORPORATION - RECOAD SCHEDULE



Se.tom

— EXPLORATION Page No.. 14
Schedule Number Recort ARetention
000 Purchase Order copies on exported equipment. Active*
*As long a8 we have the equipment oversess,
000 General Correspondence (incoming and outgoing). C+1
000

Chronologicsl Files. c+1

RACC 5854 119772)

Rev. Dete: 12/70
WAISER ALUMINUM & CHEMICAL CORPORATION - RECORD SCHEDULE



Seitiun
FINANCIAL MANACEMENT - ACCOUNTING Page No. 15
Schedule Number Record Retention
101 Advertising C+ 6
Job Authorization
Y & R Estimates
Misc. Invoices
Ksiser News Cash Deposits
249 Reduction plant production records by cast (at plants) C+2
250 Production travelers or Lot Tickets which detasil pro- C+6
duction ateps taken on each order and ingot casting
records. These records are required to support draw-
back claims (at plants).
400 General Ledger - (BA 1354). C+ 6
401 Fixed Assets Ledger, C+ 6
402 Fixed assets detail records, including depreciation cC+6
taken.
403 Certificates of Necessity. C + 50
405 Plant and divisional financial statements,. C+ 6
--at QOakland for fiscal year-end month (1 copy).
406 Plant and divisional financial statements (at plant). C+6
its own statement for all months.
000 All other copies of Oakland consolidsted, divisional C+1
and plant statements for all months. Was Sched. 408.
RACC 5854 119 72 Rev. Date: 12/72

KAISER ALUMINUM & CHEMICAL CORPORATION - RECOAD BCHEDULR



Section

FINANC MANACEMENT - ACCOUNTING Page No.. 16
Schedu'e Number Record Aetention
410 Pinanciasl ststement worksheets for statements filed cC+ 6
with SEC, stockholders snd bondholders and others.
413 Transactions with affiliates and records of subsidiary C+ 6
— compaties.
413A Transactions with saffiliates and records of subsidiary C+ 10
companies - International Division.
414 Debit and Credit Memos. cC+6
418 Cash Receipts and Check Logs (KACC 185). C+ 6
419 Journal Vouchers. C+6
420 Expense Distribution Registers. cC+6
421 Vendor Invoices and Support - TAPS - Check Disburse- C+ 6
ments Journal.
423 Cancelled Vouchers and Registers. cC+ 6
NAPS Check Registers.
KACC General Fund Deposits.
Tally Rolls.
(Includes former Schedule 422).
424 Completed RFI's. (Accounting file omly). cC+6
425 All records necessary to support drawback claims. C+3
426 Defunct subsidiary company and dissolved corporation C+ 6
records -- including genersl snd fixed asset ledgers,
subsidiary ledgers, financial statements and other
records of legal, tax or sudit significance.
KACC 5454 (19721 Rev. Dete: 12/72

KAISER ALUMINUM & CHEMICAL CORPORATION - RECORD SCHEDULE
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Sectim
FINANCIAL MANAGEMENT - ACCOUNTING Page No.. 17 N ~
Schegure Numder Record Retantion =
427 Sales Invoices (file copy). cC+6
Billing backup (bills of lsding and sales orders).
434 Expense Account originals and supporting documents. C+4
Oskland Advances (petty cash).
Traveletter Drafts.
Employee Receivables Statements,.
Permanent Advances Records.
Expense Accounts.
437 Back-up records needed for sudit of {nternstional C+6
corporate tax returns. Record showing smounts and
basis for expenses clsimed, basis for inter-corporate
charges, allocations, selling prices, etc.
000 Physical Inventory Count Tickets (formerly Schedule cC+1
438A).
4388 Physical Inventory Detsil Listings, Summaries, Com- C+6
parisons and Adjustments., (Includes old Sched. 417).
438C Inventory Batches - Transfers, Adjustments, Receiving C+ 6
Reports.
439 Bills of Lading and paid freight invoices. Sales C+3
Accounting.
4u? Copies of various government and Aluminum Association cC+3
reports dealing with the receipt and consumption of
tin, slab zinc, etc., 89 well as the production, ship-
ment and stocking of sluminum (BDSAF).
476 Completed clsims files (Claim 17's). C + 2
520 Account Screen Fallouts (BA 116A). C+ 6
S22A Bank Statements & Reconciliations. (Also includes C+6
former Schedule 522B).
523 Government Reports. C+3
533 Companies Audit Repcrts. C+ 6
534 CAS Detail Activity (BA 632). C+ 6
535 D Tables (Chart of Accounts). (BA 197Y). C+ 6
536 Cycle Register (BA 121). C+ 6
537 XYZ Report (BA 198). C+ 6
538 Expense Allowance and Redistribution (CA 108). C+ 6
539 Expense Standard Input Documents (KACC 14B0, 1481). C+ 6

KACC 585% (V012

Rev. Dote: 12/72

KAISER ALUMINUM & CHEMICAL CORPORATION - RECOAD SCHEDULK



Se 1ian

FINANCIAL MANAGEMERT - ACCOUNTING Page No.. 17A 30003830

Screduie fumber| Record Retention
540 Cash Receipts Voucher (KACC 4653). C+ 6
541 Non-CAS Trial Balances and wires (KACC 4635). C+ 6
542 TAR Surmmaries. C+ 6
543 Freight Claims - carrier invoices, C+6
S44 Accounts Receivables TARS and Invoices. C+ 6
545 Sales Detail Transaction Runs. C+6
546 Account Reconciliations and Metal Flows. C+6
547 Invoicing Cross-reference Runs. C+ 6
548 Consolidated Trial Balance - YTD (BA 129C, 1301). C+ 6
549 Consolidated Trial Bslance (BA 129A). o +L§
550 Unmatched Receiver (P.0.) Listings snd Rece{ver Pro- C+ 6

cessed Listing including NAPS Detail suppnrt.
551 Monthly Tax Report, worksheet snd detsil runs. C+2
552 Year-end Inventory Report for tax purposes. C+ 2
000 Correspondence. C+1
000 Chronological Files. c+1
000 Daily Invoicing Cycle (EE 018-2). cC+2
To be retained in Sales Accounting - not to Records
Center.
000 SA Handcoded TARS. c+1
000 S & P Tape Input RAV & TRN. C+1
To be retained in Sales Accounting only.
000 Sales History and Fallouts. c+1
000 FF105 & 110; FF225 Control Sheets. cC+1
To be retained in Sales Accounting only.
000 All Product Listing (Decemb;r year-end have been re- c+1
tained. To be retained in Sales Accounting only.)
000 S/A Checklist - with Division. C+1
000 Summary General Ledger (BA 135B). c+1
000 Batch proof listings (BA 1054). cC+1
KACC s854 11912 Rev. Dote: 12/72

KAISER ALUMINUM & CHEMICAL CORPORATION -~ RECORD BCHEDULE
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XN

FINANCIAL MANAGEMENT - ACCOUNTING Page Ho.. 17B .

Schedule Number Record Retention
000 Records used only as keypunch source documents. 3 months
000 All punched tabulating cards which have been run to J-6wm h'}

produce reports for which cards were created.

|

CACC 5854 119 70 Rev. Date: 12/72
KAISER ALUM!INUM § CHEMICAL CORPORATION -~ RECORD SCHEDULE
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Seitina

o FINANCIAL MANAGEMENT-CORPORATE PLANNING Page No.. 18
Schecuvie Number Aecory

440 Historical and statisticsl informstion on metsls and
minerals, price trends, production, import snd export
shipments, etc., in various forms, e.g., government

. and society publications.

Primary sluminum production data.
Study reports prepared by Corporste Planning (2 copies)
Copy of Board of Directors agenda.

Copies of RFI's snd RFL's reviewed by Investment
Analysis.

Extra copies of Corporate Planning Reports.

e R e e g Yk,

B BRSNS S/

Correspondence (incoming snd ocutgoing).

Chronological files.

*Except selected material culled by department staff
members, after thie period, for longer retention.
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EACC $0%4 (19772} Aev. Dete: 12/72
KAISER ALUMINUM 8 CHEMICAL CORPORATION - RECORD SCHMEDULR
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Se.tiun

FINANCIAL MANAGEMENT - AUDIT Poge No.

19

Scheduir Number

Aecory

Aytention

448

000

000

000

000

000

000

000

All sudit working papers.
Coples of contrects.

Audit reports. These records are not voluminous and
do not require Record Center storage.

Consolidated Financial Report.
Chronological files.

Division Operating Reports.

Subject, Location snd General Information FPiles.

Time Reports.

Active

c+1

LACC S854 11970

fRev. Dote:

12/72

KAISER ALUMINUM 3 CHEMICAL CORPORATION - RECORD BCHEDULE
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Se.iinn

FINANCIAL MANAGEMENT-CORPORATE TREASURER]

Page Mo,

Schedu’e Number

Record

Rertont.on

449

450

451

452

453

456

511

512

512

514

000

wments.

Bank instruction files (for closed accounts).

Cancelled bank credit snd commerical paper notes.

assigned Account Screen Fallouts).

Correspondence (incoming and outgoing).

Various financing documents of long-term credi{t nature
Corporate Charter and by-laws.

Stockholder snd Board of Directors minutes and sgenda
(1l copy of esch).

Bond Indenture - purchase agreements, consents, certi-
ficates and releases.

SEC Reports (8-K, 10-K, 10-Q) and registrstion state-

Cancelled Stock Certificates.

Stockholder lists.

Regular financisl statements of the corporation and
sssociate companies, quarterly reports, annual reports
and similar publicly-distributed finsncial documents.

Internstional exchsnge control approvals and support-
ing documentation, including transfer correspondence,
during duration of investment.

Proxy cards. (Replaces duplicate number 520 which {s

Chronological files.

NOTE -

Several of the above smchedules, 449, 452, and
453 particularly, represent storsge of multiple
copies. They must be reviewed at least every
five yeare to continuslly reduce the mumber of
copies of s given document to a ressonable
Quantity for thst point in time.

C + 35
Permanent

Permanent

C+ 35

Permanent

4 years

RACC 5084 119772

Rev. Dete:
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Se ton
FINANCIAL MANAGEMENT-AZCOUNTS BECEIYABL;] Page No.. 2] "
Scheduie Number Aecord Retenion
L5TW Computer listing of open receivables by customer. cC+ 2
--Weekly Worklist (BF B58).
457A Computer listing of open receivables by customer. c+6
--Year-end Worklist (BF 858).
459 Monthly Accounts Receivables. C+6
Reconcilistion Report (BF 857).
460 Customer check copies and remittance advices forwarded cC+ 2
by "Remit-to" Banks.
000 General Ledger Account Report (Detail). 1 year
--Month-end Report (BF B60).
561 --Year-end Report (BF 860). C+ 6
562 Cash Application Edits (BF 815). C+ 6
--These reports will be referenced only 1f an unusual
reconciliastion is required on & customer's account.
563 TAR input and balance reports (BF 835 & BF 840). C+ 6
564 Cash Applicastion General Ledger Report (BF 813). C+ 6
000 Magnetic tape record of month-end customer account c+1
status.
000 Control worksheets, 2 years
o000 Aging schedules. C + 6 months
000 Correspondence. C+1
000 Chronologlicsl File. cC+1
000 Magnetic tape record of wonthly accounts receivable cC+1
reconciliation report.
KACC 5854 (13721 Rev. Dete: 12/72
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FINANCIAL MANAGEMEINT - GENERAL

Pagr No.

22

Schedute Numbe:

Aecord

Retention

463

465

000

000

000

000

Documents evidencing transfer of sccounting responsi-
bility for distributor materisl (e.g., transfer memos,
shipping notices, etc.)

Distributor inventory and withdrawal reports.

Physical inventory worksheet (distributor inventory).
Distributor statistical reports, product total Teportsy
Oaklend sales and product spread reports and other IBM

and summsry reports for mensgement review purposes.

Correspondence not covered above (incoming and out-
going).

Chronological Files.
Admin{strstive wires not covered sbove.
Daily postings journal.

Data concerning customer's credit standing.

-~Field Credit Office,
--Oakland General Credit Manager.

*In field, discard 3 years after customer becomes in-
active; in Oskland, discard 1 year after customer
becomes inactive,

C+2

C+ 6

C+6

6 months

C + 6 months

*Active
*Active

CACC $884 (19 721

Aoy, Oete:
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.

FIRANCIAL MANAGEMENT - INSURANCE _l Poge No.. 323
Scheduie Number Recort Refonton
466 Loss Statistics Summary. Permanent
467 Loss Statistics Detail. 3 years
Cancelled insurance policies snd pertinent corres-
pondence.
468 --Covering comprehensive liability. 10 yasrs*
469 --Covering workmen's compensation, 10 ysars*
470 --Covering physicsl property damage. 3 years*
sAfter date of expirstion.
Settled claims and pertinent correspondence.
471 --Regarding comprehensive lisbility. 10 years#**
472 --Regarding workmen's compensation. 10 years++
473 --Regarding property damage. 3 years®*
**After date of settlement.
000 Insurance i{nformation library. Active
CACC B854 11872 Rev. Dete: 12/72
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Seitron 000.36
PINANCIAL MARAGEMENT - PAYROLL Pege No.. 24 -98
Scheduie Number Aecord Retention
419 Journal Voucheras (confidential payroll copies). C+6
4B9 Copy of payroll tax and informstion returns and tax- C+5
sble wages paid with supporting details for FICA, FUI,
SDI, etc. (4 years after date of filing if records are
part of an outstanding claim).
Salary Payroll Register contsining, by individusl
employee, the period covered, hours worked, pay rate,
gross-to-net and cumulative year-to-dste gross earn-
ings.
492A -=Monthly Pinal, C+3
492B --December Final, C + 25
493 Cancelled payroll checks (hourly and salaried). C+ 2
Hourly payroll register (employee summary) containing,
by individual employee, the period covered, hours
worked, pay rate, gross-to-net and cumulative yesar-to-
date earnings.
LIUA --Weekly. cC+3
494LB ~-Week of last payroll paid in year. C+ 25
Original employee clock cards, time cards, weekly time
reports and overtime records.
495A --1f details transcribed to EDP or manual summary. C+2
495B ~-1f this is only record of hours worked detail and 4 years
there is no summary record covering a) daily hours
worked, b) the work schedule, and c) the wage rate
for man and job,
496 Final vacation register containing cumulative detailed c+3
record of all vacation paid for year-to-date.
4958 XKSRP and Plan B participants records. C+3
499 Oakland Account Code Register (Year-end). C+ 6
515 Pension and Welfare Report to Trustees. C+5
516 Pension Acturial Valustion Dsta. C + 25
000 Vacation Liability (Year-end). c+1
522C Bank Reconciliation Papers and Statements, Mail Codes cC+2
for Payroll Accounts.
6324 SUB Trust Fund Reports to Union with details. c+ 20
6328 SUB Individual Benefit payment folders. cC+3
565 W-2 listings. C+ 10
566 Salaried Manual Checks Voucher Coples. cC+3
KACC BOS4 (197720 Aev. Dere; 12/12
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MANACEMENT - PAYRQLL

Page No..

25

Schedule Aumder

Record

Retention

567

000

000

000

000
000
000

000

000

000

000
000
000

000

Bond Register containing record of deductions, pur-
chases and balsnce for each smployee for current
period.

Copies of all payroll reports, registers or advices
issued to others on payroll deductions; e.g. group
insurance, Credit Union, bond purchase, charity, etc.

Control records end supporting data used for the in-
ternal processing of pasyrolls.

Worksheets, listings, summarizstions, etc. used for
the internal processing of payrolls.

Alpha Force Report (all employees).
Labor Distribution monthly (all locations).
Hourly manual check voucher copies.

Copies of all employee papers that affect his payroll
status.

Workmen's Compensation Reports.

Bond purchase advice containing instructions for bond
purchases.

Correspondence (incoming and outgolng).
Chronological Files.

Salary Transaction Register (monthly final),

Bond register, containing record of deductions, pur-

chases and balance for each employee for current
period.

c+1

Active

c+1
13 'months

cC+1

RACC 3854 11972

Rev, Date:
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Secrun
_FINANCIAL MANACEMENT - TAX Page No.. 26
Schedute Numde: Record Retention
477 Federsl income tax returns (including fixed ssset Permanent
schedules, pension schedules, etc.)
478 Staste income and franchise tax returns. 20 years
479 Revenue asgents reports. Permanent
480 Resale certificates. 20 years
482 Tax studies. 10 years
483 Genersl tax correspondence (Oakland or plants). 10 years
484 City snd county tax returns (property). 10 years
4B5 Sales and use tax returns (including gross sales dis- 10 years
tribution backup).
486 Renegotistion reports and files. 10 years
000 Chronological Files. c+1
000 Correspondence Piles (not covered above). cC+1
RACC 3854 11972 Rev. Date:  12/72
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30003901

Yo ron
FINANCIAL MANAGEMENT-WAREHOUSE OPERATION Page No.. 27
Schedule Number Aecort Retention
000 Warehouse Monthly Operating Reports. c+1
000 Mill Invoices and Transfer Memo. cC+1
000 Sales Orders. c+1
000 Mill Replenishment Order. c+1
000 Receiving Reports, Shipment Reports, Shipping Notices. c+1
000 Transmittel of Accounts Paysble (copy). 13 months
000 Transmittal of Preight Bills (including freight and 13 months
bill copy).
439A Transmittal of Warehouse Documents (including original cC+3
bill of lading).
497B loventory Reconciliastions (Kardex & 6400). C+ 6
497C Monthly Warehouse Inventory Status Report. C+ 6
000 Completed Form 17's. cC+1
000 Carrier Claims (paid). c+1
000 Correspondence and wires. 13 month
KACC 5854 119 72 Aev. Dare: 12/72
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EXECUTIVE & GENERAL MANAGEMENT Page 28
,i:mr" Record Retention
#2500 Belected reports, publications, studies or
mesoranda containing important policy recommenda-
tions to top mansgement, summary statistical dats
of long rsnge value to the company, or importent
technical industry dala not being msinteined st
snother company location C ¢33 yrs
802 Extrs copies of Kaiser publicetions, brochures apd
other materisl for distribution to customers,
stockbolders, or public C 3 yrs
304 Extra copies of management material for internal
distribution such as manusl inserts C+2 yrs
505 Plant opersting cost studies and comparison, and
important RFI copies (in files of plant and
division managers) Active
510 Chronological files of president, vice-president,
general manager and legal counsel C* 2 yrs
000 Meetings and conference agendas, minutes, reports
(except set of Board of Directors agends minutes
retsined permanently by Corporate Treasurer) C+ 1lyr
000 Intra-company reports, IBM tabulations, publics-
tions, technical bulletins and memos, memorands
defining problems, requesting, justifying or
reporting actions, etc. C+1lyr
000 Budget snd expenditure data C+*1lyr
000 Goals and objectives data C*1lyr
000 Correspondence (incoming and outgoing) C*+*1lyr
000 All other chronological files C*1lyr
000 Expense account copies 6 months
000 Admipistrative wires 3 months
000 Spiral notebooks, phone conversation notes and
records, steno notebooks 3 months
000 Professionsl and technical association material
~- 0f technicsl pnature ~ also see Resesrch and
Development C *1lyr
-- Meeting announcements, agenda, etc, J sonths

*% Itea 500 is not eligible for storage in the
Records Center

KAISER ALUMINUM & CHEMICAL CORPORATION - RECORD SCHEDULE (12/70)
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IMDUSTRIAL RELATIOXS

Page 29
.Lz*:g:rf! Record Retentlon
600 Imployee identification card on terminated employes
(ahoving name, social security number, hire date,
Jjob title, termination date and resson for termi-
nation) maintained st locations remote from IR
files for use op reference inquiries, stc. Permapent
Individual employee folder on terminsted smployee
(including IR 25's, IR 32's, copy of injury reports
medical history — trangferred from sedical file on
termination, reference inquiries, disciplipary
records, employee requests for leave)
601 -~ if terminates for any reasop after 10 years
service Permanent
~= 1f quits or is discharged with less than
10 years service

8032 ~~ exempt employee Pesrmanent

603 -~ non-exempt emsployee 5 years

604 —= pon-exempt, mon-union clerical (e.g.

temporsry or summer smployees) c+1iyr
Union Contracte
730 ~~ Original (in Oskland IR Department) Permanent
-~ Primary duplicate with pertinent correspond-
ence

807 -~ Oakland IR Department 10 years

608 == Plant IR Department 10 ysars

609 ~= All other copiles Active

612 Disabling injury reports and claims (Oskland IR

copy) 10 years
613 istorical file of selected material on sales

contests and incentive campsigns 10 years
614 ile of basic tests and test program material 10 years

Stastistical summary records on employee turnmover,

sccidents, etc.

620 -- Oskland IR coples 10 years
-- Plant IR copies C+ 3 yrs
== All other copies cC+1lyr

630 krievnnce files, including settlementa, agreemants

and understandings C* 5 yrs
631 Records of labor disputes, labor negotiations,
strikes and strike settlements cts yre

632 Supplementary Unemployment Benefit Records .

See SUB manual for more detailed instructions ¢ 1yr

833 Foro.an reserve records C+ s yrs

637 bor relations records such as inequity notices,
inutes of grievance meetings, labor law inter-

retation, etc. C+ 2 yrs

KAISER ALUMINUM & CHEMICAL CORPORATION - RECORD SCHEDULE
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Secrion

INDUSTRIAL RELATIONS ]

Page No.-

30

Scnedule Number

Record

621
640
[¢]¢]s)

000

000

000

000

650

000

000

000

[elele}

000

0oC

000
040

738

Historical file of financial aid to education

Salaried job descriptions snd revisions
Cancelied salary descriptions

Non-disabling injury snd accident records and
reports (except | copy in employee folder)

Plant Medical Department employee records on termin-
ated employee (except injury repart copy to employee
folder)

Safety program records, minutes of safety meetings,
etc.

Duplicate individual (salaried) employee folder in
Central Salarled Personnel

Unselected employment applicents

Chronological files and all correspondence not
covered by other ltems

Senlority lists

Monthly Reports: e.g., IR status, narrative reports
to Oakland, goals and progress reports, budget and
cost contro! reports, organization charts, force
reports, absentee reports, vending machines income
and ex pnse reports, etc.

Accident and sickness insurance plan Information
(major medical, Blue CLross, Blue Shield, Group Life,
etc.)

Plant-wide job bid records, safety publications and
materials, MID Program material, MID individual

evaluations, tralning program and background material
wage surveys, and wage rate index sheets

Plant security records, e.g., car passes, visitors
passes, gate truck registration, daily guard reports
guard time reports, truck weights, etc.

Employee probatlonary evaluation reports

Administrative wires

Purchase contracts for company purchased employee
homes

30
Rerention ()Cle;Cl;
5 yrs.
Active
C+1yr.
C+1yr.

Y yr. after
terminstion

C+1yr.
\ yr. after
termination

C+ 3 yrs.

C+1yr.

6 mos.
6 mos.
Active

Active

3 mos.

3 mos.
3 mos.

€+ 6 yrs.

RACC %854 1'C 1

Rev. Date.
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Foction
LEGAL AND PATENT Page vo.. 31
Schedule Number Record Retert ion
The original record copy of all contracts, (except as
noted below), leases, agreements, deeds, mortgages,
patents, etc., involving the Corporation is filed in
the Oakland Legal Department vault. A folder contain-
ing & primary duplicste of the contract and pertinent
correspondence on it is kept In Legal Department
Central file. Retention periods glven (for items
701 to 731) below apply to:
-- Original record copies
-- The primary duplicate with correspondence in
Oakland Central Legal File
-- Duplicates with pertinent correspondence at
non-Oakland locations involved in bor affected
by the subject matter of the document
701 Deeds and mortgages Permanent
702 Real property and plent purchase asgreements including
pertinent background files. Permanent
Govermment contracts 5 years after
705 -- for research date of term-
706 -- for lease of company property ination, except
707 -- for other services or actlvity where additional
7¢c8 -- for purchase of aluminum (original filed at time requlired by
Oakland Sales Operatlions for 5 years) contract terms
or applicable
government
regulations.
710 Rea! property, plart and productlion faclllty leases S years after
-~ date of term-
in2tion.
712 Contracts for research and development by or for the 5 years after
Corporation (except with the government) date of term-
ination.
714 License and patent agreements S years after
—_ date of term-
ination.
. O
716 !Technlcal assistance agreements /Q /t) 178 /é/years after
/ date of term-
/)(";‘ PE ination.
718 Construction and facilities repair contracts 5 years after
(original filed at location} date of term-
Ination.
720 Optlons (when a separate document -- not part of 5 years aft
another contract) date of tern.-
ination
KACC $d64 11077 Aev. Dete: 6/71‘

KAISER ALUMINUM § CHEMICAL CORPORATION -~ RECOAMD SCHEDULE



Seciion

LEGAL

AND PATENT

q

Poge No.

:?()()(7:}:;()6;

32

Schedu'e Number

ARecore

Retention

721

723

725

727

Minera! options, contracts or agreements covering
mineral rights or rights to do developmenta! engin-
eering or exploration work

#* Or after date claim |s mined out, abandoned
or option record s superseded--whichever
occurs last

0fflce and warehouse leases

Agency, broker, distributor, jobber, P(8, and con-
signed stock contracts and agreements

Carrier contracts and voyage or time charters

Unlon contracts
-~ Original (filed in Dakland IR Department)
-~ Primary duplicate with pertinent correspondence
(in Oakland or Plant IR Department)

All contracts not otherwise specifled

—
e SN S o .

\_n,//) / )

All information copy dupllicates of contracts, leases

agreements, etc. {and their smendments)

-- At locations directly concerned
-- At a1l other locations
One copy of each lssue of Americar Metal Market
Published copy of lega! notices affecting corpor-

ation for all other contracts or transactions not
involving real property

5 years after
date of term-
ination **

after
term-

S years
date of
Ination

after
term-

S years
date of
ination

sf ter
term-

2 years
date of
Ination.
Originals to
be returned to
Marine Depart-
ment when file
is due for des-
truction

Permanent
10 years
S years after

date of term
Ination

Actlive
3 months

5 years

S years after

KACC 5854 0 72,

Rev. Dase.
KAISER ALUMINUM & CHEMICAL CORPORATION - RECORD

SCHEDULE

date of pub-
llcation
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Secian

LEGAL AND PATENT

]

Page No.. 33
Scheduie Nurber Aecord Retontion 30
Background Information on gQovernment activity or sress 0380
of interest of potential lega! or legislative effect :’
on company operations -- e.g., pertinent Congressional
hearings, case proceedings transcripts.
740 “- In files of OQakland Legal Department or
Washington 0. L. office 10 years
000 -- In main files of department or field locatlion
affected Active
000 == in all other files C+ 1 yr
741 Records pertinent to a potential or [mpending litiga-
tion or government investigation Actlve
42 1 d litl I d claims 11 d 2 after
7 Closed litigat on and claims es records T{f:f?ion
., (ovregponedesrcr \
~ closes
/vyl ~
743 Kaiser patent applications and technica! material
-7 + . [supporting the application, data on interference, or
{’;' 5’477 infringement actions, inventlon disclosures, under-
P A standings, U. S. and foreign fillng applications and
£ ¢ /] dockets (except microfiimed document or exhibits) 20 years
331 Quarterly or periodic Metallurgical/Technical reports
from mills (Patent Department copy) 20 years
345 Technical memos or reports of long range potential
interest or of value for patent matters 20 years
801 Kaiser Purchase Order with special patent indemnifi-
cation clause (signed acknowledgment copy) 20 years
Law Library materials
745 -- Books Permanent
000 -- Professional journals and periodicals (e.g.,
Patent Office Gazette) - Active
00¢ -- Legislative and lega! analysis, and digest
services Active
746 Genera! subject files Active
747 Lega! and patent routine correspondence files (not
otherwise covered above) including administrative
wires o, , C+2yrs
Geriplliareals
748 {ega! chronlogica! files C+2yrs
750 Traderark application, registration, and supporting *10 years
material (except when microfilmed)
*After ten-year retention this material ls reviewed
for discard if we no longer wish to use or protect
the mark, or for ten-year renewed retention if
trademark concerned is still good.
KA C BBY4 (1D Rev. Dare. /74
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Seciion
LEGAL AND PATENT i Page Mo 3L
Scheouie Aumder Aecort Rerencion
751 Microfilm pictures of documents, models, or exhlbits Permanent
pertinent to Kalser patent or trademark rights
752 Royalty payments and supporting papers C+6yrs.
760 Cloiid litigation and claims files releng W after
Pr portes itigation
L
closes
761 Real property and plant‘sale(:greements cC+ 0
[ ]
762 Garnishments C+2
763 Tax exemption contracts A years from
date of ex-
piration
764 Antitrust and Anti-reclprocity certificates C« \ 5
———————
765 Confidential dlisclosure agreements 5 yesars after
—_ux date of ex-
plration
766 Delegations of authority (¢ Fouwtas ok ATTY) C+2
CAUTION: WO boxes in the Lega! & Patent section are
to be destroyed at the end of the retention
period without specific approval of the
Lega! or Patent Department,
These dates (5 years, 2 years and | year)
noted above In the Retention column are
when the contract end significant specia)
provisions (e.g., non-disclosure) or rights
(e.g., renewa! optlons) have terminated.
Those dates will be shown on Legal Depart-
ment's contract file folders when they are
set up., When a folder 1s pulled for dls-
card It will be checked by the cognlzant
attorney before destruction can occur, |f
he must postpone destruction, it should be
a one-year deferment and the new destruc-
tion date stamped on the flle--after which
time It will again be reviewed for discard.
Active--means Information that is pertinent
or in effect, has not been superseded by
receipt of more up-to-date material!, and
is actively used.
KACC 8834 (10 72 Aev. Dare: 6/74
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Soction
LEGAL AND PATENT poge N0 34 A
Schedule Number Record Retention
The following schedules are relterated In this
section for convenience.
403 Certificates of Necessity € + 50 yrs.
[ k26 Defunct subsidiary company and dissolved corporatlon C+ 10 yrs.
P records -- including general and fixed afSet Tedgers,
financia) statements and other records of legal, tax
or audit slgnificence.
450 Corporate Charter sand by-laws (all corporations and Permanent
subsidiarles)
L11] Stockholder and Board of Directors minutes and ﬁenda Permanent
-~ (a1) corporations and subsidiarles)
930 Price change or price deviation reports and recommen- C+6 yrs.
dations
931 Genernl.correspondence regarding price changes, price C+6 yrs.

policy strategy and objectives, and Kaiser competi-
tive status

/.(/////./(f— 0/ ff/ (_:'l)(( X ey
;
Scnrs Viee Payirecs

SE¢ L F/J RS

(}//}
y

/)( i)

SACT o854 1022,

Rev. Date;
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Secrion

MARKET

RESEARCH & ANALYSIS J Page Mo

35

Schedule Number

Record

Aerention

940

941

9l

945

947
943

950

952
000

Books of market research significance

IBM summary statistical year-end reports of sales and
shipments (*)

Bound or loose leaf summary statistics of long term
validity published by government agencies, aluminum
industry, or research and consultant organizations

Sales analysis or market research project or study
reports (*)

Competitor technical data, statistics snd brochures

End-use files {i.e., market research data by product
end-use)

IBM4 annual summary Performance Report snd IBM annual
summary of Target Survey (*)

IBM summary trade relations report

== Trade Relations copy
~= All other coples

* ] copy - MRLA Department only

400039,

Permanent

Permanent

10 years

10 years

C+ 6yrs,
C+6 yrs.
C+5 yrs.

C+ 5 yrs.
1 yr.

[a}
+

KACC s454 (1CT12)

Rev. Darte.
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Secrion

MARXET RESEARCH & ANALYSIS Page Mo I5A
Schegue Nomber Recorr Retentron
954 IBM monthly Performance Reports and individual Yarget
Survey Questionalres (*) C+ 2 yrs.
956 Hemos responding to Inquiry requests Involving modest
research effort (i.e., one day) €+ 2 yrs,
000 Quarterly or periodic market development status
reports C+1yr.
000 Chronological files, incoming and outgoing corres-
pondence not covered sbove, routine and administrative
memos and reports C+ 1 yr,
000 Project time cards 6 months
000 Temporary memos and administrative wires 6 months
000 Published Journals and periodicals containing data of
economic and market research significance Active
* | copy - MRELA Department only
KACC 3858 0c T2 Rev. Date. 6/74
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OFFICE MANAGEMENT Page 36 ?
30
!sz.,m‘w::y" Recerd Retention 00381
. 000 Personnel files and records in departments out- 1 yr. after
side of IR containing duplicate copies of IR date employee
paperwork affecting employee terminates
000 Copy of vendors' invoices, TAP's, and TEA's cC+1yr.
000 Bank sccount records, memo copies of checks C+1yr.
issued, bank statement and reconciliation
000 Purchase requisitions C+1yr.
000 Work orders for office services, space moves and 6 mos.
utilities
000 All telephone records, phone company bills and 3 mos
back up
000 IBM listings of phone call expenditure and call ] wos
details either on commercial or private leased
line
000 All I1BM punched cards from which detail listings 3 mos.
are made
000 All call alips, card records and call logs, ) mos
maintained at switchboard or other locations
recording details of calls
000 Teletype room copies of incoming and outgoing 3 mos
wires
518 Refractories - International Sales C + & yrs.

KAISER ALUMINUM & CHEMICAL CORPORATION -

RECOMD SCHEDULE (12/70)



PRODUCTION

Page 37 ;?
Schedui .
Nc.,r:b.u. * Record Retention 00039
L 249 All production records by cast C+ 2yrs.
000 Test Report Data (see Page 46)
250 Production travelers or lot ti{ckets which detail See note for
production steps taken on each order, and ingot this item under
casting records required to support drawback "Accounting'
claims
Production summary reports for plant
251 --Plant controller or Production Department Copy | Permanent
-=All other copies C+1yr.
252 Start Up schedules (Ravenswood) C+ 5 yrs.
Production summary and analysis reports by mill
department
260 --Plant controller or Production Dept. copy C+ 5 yrs.
000 --All other copies cC+1yr.
000 Equipment operating procedure and inetruction *Active
000 Master die records *Active
Machine down-time reports
264 --For particular machines where there is need C+ 4 yrs.
for a long down-time history on the equipment
000 --For most machines and production equipment C+ 1 yr.
268 Scrap shipment records C+ 3 yrs.
000 Analysis of scrap receipts C+ 1 yr.
000 Scrap recovery "in process' records cC+ 1 yr.
270 Progreas reports from production departments C+ 2 yrs.
000 Machine production time records (e.g., hour C+ 1 yr.
cards)
000 Labor distribution records C+1yr.
000 Production performance reports C+1yr.
000 Machine loading and scheduling records, “in 1-3 mos
production' records on metal location, status,
on hold transfers, scrap weights, finish weights,
salvage, etc.; daily machine operating compari-
son reports
000 Planning Department reports of special availabilt ) mos

ties, lead times, promise performance, delinquent
status, etc.

*Ag long as we have the equipment or die

KAISER ALUMINUM & CHEMICAL CORPORATION - RECORD SCHEDULE
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PUBLIC AFFAIRS Page 38
zf"::::rl' Record Rstention
150 History file of KACC - containing three (3) copies Persanent
each of aignificant company reports, pudlications,
and other printed matter (normally material that
was putlished or relessed to the public) determined
by Public Affeirs Department to have historical
value. This file will be accumulated by or under
the direction of the Public Affeirs Department and
will include such {tems as:
- Mvertisements (including TV commercials)
- Annual reports to stockholders
- Article reprinots
- "Briefly"
- £, C, Pudblicity Review
- Films
« K.A. Kews
- News Notes
- Press releases
- Press summary
« Photographs
- Quarterly dividend statements and inserts
- Refractories Bulletin
- Residential Press Summary
- Sales promotion material
- Speeches
- Story of Aluminum
- Story of Kaiser Aluminum & Chemicael Corp.
- Story of Kaiser Bauxite
- Story of Kaiser Refractories
- TIP (Distributor newa letter)
% Each category of material in this history file
will be reviewed for poesible discard when 10
years old and et 10 year intervals theresfter.
Periodical meterial will be accumulated ip full
year collections before it s sent to the Records
Center.
000 Work papers and final copy on press stories C+1lyr
002 Press release coples C+1lyr
000 Customer or general public ipquiry letters C+1yr
000 File of data supportiing stories in K.A. News and
Alumination C+1yr
@Cmmﬂdence‘én? a:’;:_! a @
000 Dividend enclosures and declardtions includling
supporting work papers C+1yr
000 Correspondence (incoming and outgoing) C4+1yr

KAISER ALUMINUM & CHEMICAL CORPORATION - RECORD SCHEDULE (!2/70)



PURCHAS IRG Page 39
Schedul
N‘w:b:r * Record Retention
. 801 The acknowledgment copy, signed by the vendor/ 20 yrs.
supplier, of a purchase order for engineering,
production, or research equipment on which we
obtain specific patent protection through s
special indemnification clause. These acknowledg+
ment copies will be forwarded to and retained by
the Patent Department.
718A | Construction contract purchase order and file 2 yrs. sfter
--Plant (original) work completed
000 --0Oakland (duplicate) 1 yr. after
work completed
7188 | Construction contract and fi{le - Oakland C+ 2 yrs.
000 Construction purchase order and file - Oakland C+1yr.
805 Purchase orders (agent's alpha file) C+ 2 yrs.
000 Purchase orders (agent's numerical file) Active
000 P.A.'s personal copy of select or difficult Active
orders kept for work reference value.
000 Reports on purchasing and related activities, cC+1yr.
e.B., plant sctivity, consolidated purchasing
and sales, petroleum, etc.
000 Copies of contracts, rental agreements, leases 1 yr. after
completion
000 Purchasing publications and news-letters Active
000 General and technical information on commodities Active
and vendor supplies
000 Correspondence (incoming & outgoing) C+1 yr.

KAISER ALUMINUM & CHEMICAL CORPORATION - RECORD SCHEDULE
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RESEARCH & DEVELOPMENT pPage 40
zim’rh Record Refention
Reports and memoranda of laboratory research and
results (e.g., IMR formal reports)
320 -- At central research locations Permanent
00C -- At other campany locations doing related
technical wark Active
321 Laboretory Notebooks Permanent
322 Technical books snd librery materisls Permanent
000 Technical publicstions Active
323 Develomrent Engineering formal project reports
including product specs and design drawings Permanent
324 Photographs of research and development signifi-
cance Permanent
h\(ill petallurgical standard practice books and
change jssuaences
325 — Issuing office (book and all changes) Permapent
000 — Other locatioms Active
Regearch project files (including deta on lad
work, tests, literature research, and technical
source material but excluding duplications,
pencilled notes, draft copies of project report,
and all other papers of temporary or purely
administrative value)
326 — Majority of these projects 20 yeears
327 -- Selected projects, after 20 year retention,
determined to have continuing value Permanent
Produzt codes and specifications
329 ~ Historicel flle in office of chief
petalliurgist Permanent
000 — Other locations Active
Querterly or periodic metallurgical/technical
reports fram mills
331 —-- Petent Department copy 20 years
332 — Mi11 copy 10 years
333 — IMR copy C+6 yrs
000 —= All other locations doing related technical
work Active
335 Technical product, process, or product epplication
data (unless part of project files) 10 years
a3t Competition product or process data C+6 yrs
33 Aluninum technicel service reguests, replies, and
reports (except selected items pulled for longer
retentiocp at IMR) C+2yrs

KAISER ALUMINUM & CHEMICAL CORPORATION -

RECORD SCHEDULE (12/70)
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RESEARCH & DEVELOPMENT

Page 41 0

PsJip‘:::r’. Record Retention %J
. 340 Refractories industry service reports (except for | C + 2 yrs. b
selected items pulled for longer retention in
Oakland)
Professional and Technical Association msterial _
000 --In files of association committee member Active
-~Other locations - Also see General and cC+1yr.
Administrative Management
Periodic R & D progress reports
341 --DMR quarterly report (DMR copy) C+ S yrs.
000 --Other reports and coples C+1yr.
342 Field engineers reports C+ 6 yrs.
000 Project time cards 6 mos.
000 All chronoldgical files, incoming and outgoing cC+ 1 yr.
correspondence not covered above, miscellaneous
brochures, routine and administrative memos and
reports, and technical dats that is duplicated
in other more permanent sources or not of long
term value to research and development functions
000 "Temporary"” memos and administrative wires 6 mos.

KAISER ALUMINUM & CHEMICAL CORPORATION - RECORD BCHEDULE (12/70)
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Page 42

Schedule

Number

Record

Retention

S01

904

905

906

807

910

912

000

914

Master historical file of Kaiser Aluminum
published price information (Oakland).

Sales Order Folder:
-- Aluminum Intemational: 1 copy each of

- customer purchase order
- sales order

- invoice

- bil]l of lading

- insurance certificate

- consular invoice

- export declaration

* All other items in the folder and all duplicates
of documents listed are “C plus 1 yr". Folder
must be stripped of front cover, Acco fasteners,
and all C plus 1 yr. material before sending to
Record Center.

-~ Refractories Domestic: 1 copy each of

-~ customer purchase order

- sales order

-~ invoice
-- Refractories Export
* Folder must be stripped of front cover, Acco
fasteners, and all C plus 1| yr. material before
sending to Records Center.
-- Aluminum Domestic: 1 copy each of

- customer purchase order

- sales order

- invoice
** Orders involving claims or Form 8's must be
retained for 6 months after end of the calendar
year {in which the matter {8 settled.
Customer pre-sale inquiries.

Customer correspondence file (at location giving
sales and/or order entry service to customer),

Customers correspondence file {other than at
customer service location, e. g., Oakland
Product Administration offices).

Quotes -- Refractories (Export).

Permanent

C + 6 yrs*

C +2yrs.*

C+ 4 yrs?*

C +1yr.**

C +2yrs.

C + 2 yr8.

C t1iyn.

C + 4yrs.

KAISER ALUMINUM & CHEMICAL CORPORATION - AECORD SCHEDULE
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SALES Page &3 391 9
zz’:’:::r" Record Retention
000 Monthly reports, e.g., sales performance, C+ 1yt
expense budget comparison, shipping reports,
progress reports, consigned stock reports, etc.
915 Refractories Export Customer Files C+ 4 yrs. -
000 Quotes -- on government supply orders other 3 months
than sealed bids for bare and covered aluminum
conductor where KACC was not the successful
bidder.
916 Quotes -- sealed bids after 9 November, 1964, S yrs.
on bare and covered aluminum conductor to any
govemmental agency where KACC was not the
successful bidder.
000 Completed claims (Form 17's and Form 9's) and C+ 2 yrs.

sales order files affected.

KAISER ALUMINUM & CHEMICAL CORPORATION - RECOMD SCHEDULE
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SALES Page 44 ')n
J
PSJZ‘::::'. Record Retention 00'?9?
000 Tooling and die price files (at plant) Active®
SAs long as we have tooling/die contract with
customer.
000 Intra-company correspondence (whether filed
chronologically, by originator, or by subject) 6 months
000 Ssles Mansgers' and Product Managers' corres-
pondence and private files 6 months
000 Copies of expense accounts 6 months
000 Administrative wires (incoming and outgoing) 3 montbs
000 Salesmen's call reports 3 months
000 Personal records, e.g., spiral notebooks, phone
conversation memorandum notes, stenc notebooks,
etc. 3 months
000 Travel expense justificstion memos 3 months
000 Published competitor product and price information Active
000 Kaiser Aluminum price manual pages Active
000 Product informstion memos, bulletins, manuals, Discard as
technical materisl, etc., issued under controlled instructed
{ssuance procedure by Sales
Cperations
000 Technical slloy information snd techoicsl reports,
e.g., from research and development Active
708 Government contract orders of alusinum (entered
after July 1, 1960) 5 years
000 Engineering dsta on customer facilities for
technical service and sales service purposes
(e.g., Refractories customers) Active
<j000 ’“ie-pornry menos’ 3 months )
\‘_‘_’_’_ —_ - e i—
820 Sales Order folders ~ scrap sales C* 3 yrs
723 Office and warehouse leases o] yr after
date of
tersination
125 Agency, broker, distributor, jobber, PIB, and

consigned stock contracts sgreements

sl yr after
date of
termination

KAISER ALUMINUM & CHEMICAL CORPORATION - RECORD SCHEDULE {(12/70)
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Page 45
Rf(u’:::rl' Record Retention
L %30 Price change or price deviation reports and *C + 3 yrs.
recommendations
*Applies to copies in Legal Department and {n
the files of the executive in charge of
corporate pricing
931 General correspondence regarding price changes, C+ 3 yrs.
price policy strategy and objectives, and Kaiser
competitive status
932 Homegiding guarantees C + 20 yrs.
000 Price deviation forms and material related und 3 to 6 mos.

subsidiary to Item 930 above

KAISER ALUMINUM & CHEMICAL CORPORATION - RECORD SCHEDULE (12/70)



TECHN ICAL Page A ‘?000.?
Schedule R ; ‘ 92
Number ecord Retention 2
Nill metallurgical standard practice books and
change issusnces
325 ~= Issuing office Permanent
000 -- Other locatioans Active
Quarterly or periodic metallurgical technical
reports
331 == CopY to Patent Department 20 years
332 -= Mill copy 10 years
333 -~ DMR copy Ce 8 yro
000 -= All other locations Active
Technical reports spd memos of long range
techpical interest to company or potential wvalue
in patent considerations
345 ~=- Copy to Patent Department 20 ysars
346 ~- Mill copy 10 years
3aso Chemical analysis records {(plants) C+ 3 yre
352 Customer quality control files (plants) C* 3 yrs
354 Quality complaints and complaint correspondence
(plants) C* 3 yrs
356 Physical test records (st plant location only)
for 2000 sand 7000 series alloys 6 years
000 Heat treat records (plants) c* lyr
000 Physical test records (plants) except for
2000 and 7000 series alloys C *1yr
000 Ultrs-sonic test records (plants) C +1 3yr
000 Test reports to customers (plants) C *1yr

KAISER ALUMINUM & CHEMICAL CORPORATION - RECORD sCHEDULE (12/70)



TRAFFIC -~ GENERAL Page 47
Schedule Record
Number Retention

870 Rate pegotiation correspondence 10 years
871 Portions of selected cancelled tariffs (of histar-

ical rate-background value) dealing with Kaiser

corporate products, after physical separstion from

remainder of cancelled tariff which is to be dis-

carded 10 years
873 Export declarations and potice of export on

articles with benefit of drawback C+6yrs
875 Memo copy of export B/L, insurance certificate and

consular invoice. (Filed in International Division

order folder - also see Salep section of Records

Schedule) C+6 yrs
000 Published tariffs Active
877 Cancelled tariffs (except selected tariffs - mee

871 above) 3 years
8 Memo copies of B/L on outbound shipments (except

export shipments) C+2yrs
880 Original copies of B/L on inbound shipments C+ 2yrs
881 Receipted freight bilis (plants) C+2yrs
882 Demurrage records C+2 yrs
727 Carrier contracts and voyage or time charters 1 yr after

#Date of termination to be shown on folder termination®
label - also, see Llegal & Pateni section
of Records Schedule)

000 Claim payment records C+1lyr
000 Switching requests or car order records C+1yr
000 Package tickets C+1yr
000 Shipping notices C+1lyr
000 Load and tally sheets and packing slips C+1yr
000 Carrier, commodity and shipping cost information Active
000 Coples of sales order C+1yr
000 Reports on traffic management activity, tonneges

shipped, etc. C+1yr
000 Generel correspondence (incoming and outgoing) C+1yr
000 Chronological files C+1yr

KAISER ALUMINUM & CHEMICAL CORPORATION - RECORD $CHEDULE (12/70)
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TRAFFIC - MARINE Page 4B
zz:'::r‘. Record Retention
890 Records of ship damage and claims S years or
l year beyond
settlement
date
882 Jemsican backhaul 8 yoars
894 Statistical Date 2 yesrs
865 Records & data on non-bauxite shipments C+1yr
896 Yoyage f1iles 2 years
727 Carrier contracts and voysge or time charter 1 yesar beyond
expiration
of contrsct
000 FPreight Invoices including extras 1 year
000 Deadweight displecement calculations 1 year
000 ALCOA dats 1 year
000 General correspondence C +1 9yr
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