	Step 5.1 Example Records Control Index

	
Record Owner (Responsible Position)
	Identification
	Responsible for
Maintaining
	Storage
	Retrieval
	Minimum Retention
Time

	EnMS Man Rep
	Management Review Minutes
	Quality Mgr.
	K:\EnMS\Records|ManReview
	Date
	2 years

	EnMS Man Rep
	Internal Audit Reports
	Quality Mgr.
	K:\EnMS\Records\IA_Reports
	Date
	2 years
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