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Article1  Purpose

The purpose of these Rules shall be to set out the necessary matters regarding the
corporate records management at the Okinawa Institute of Science and Technology
School Corporation (hereinafter referred to as the “Corporation”), in accordance
with the Act on Public Records and Archives Management Act (Act No. 66 of 20009,
hereinafter referred to as the “Act”).

Article2 Policy

1. The Corporation’s officers and employees must prepare and store Corporate
Records electronically whenever it is possible, to achieve more accurate and
efficient administrative operations and to meet the environmental protection
objectives.

2. In recognition of the importance of documenting and preserving records of
organizational decision-making and administrative or business performance, the
Corporation’s officers and employees must keep such records searchable and
accessible for the purposes of present operations, internal and external
verification and audit, as well as future historical research.

3. In accordance with the relevant laws and regulations and these Rules, the
Corporation’s officers and employees must handle carefully and properly
manage the Corporation’s Corporate Records, regardless of their content.

Article 3 Definitions

The terms in these Rules shall be as defined in the following item;

(1) Corporate Records
Documents and records (including drawings and electromagnetic records,
the same applies hereinafter) created or acquired by the Corporation’s officers
and employees in the course of their duties and currently held by the
Corporation for organizational use by the Corporation’s officers and employees.
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However, research data, research papers and other documents created in the
course of research activities and not used systematically by the Corporation’s
officers and employees and those listed in each item of Paragraph 5 of Article 2
of the Act are excluded. Provided, documents and records used systematically
by the Corporation’s officers and employees, such as budget execution plans and
execution reports prepared in research promotion, application documents for
research expenses, records relating to research evaluation, minutes and
distributed materials at faculty meetings and other committees, etc. shall be
regarded as Corporate Records.

Corporate Record File

A set of the Corporation’s Corporate Records that are closely related to each
other and have been combined into a single set as it is appropriate to have the
same preservation period.

Corporate Record File Registry

A registry containing the classification, identifiable title, preservation period,
date of expiration of preservation period, record schedule, location of retention
and other necessary details of the Corporation's Corporate Record Files.

Electric Records
Arecord made by an electronic method, a magnetic method or any other method
that cannot be recognized by the perception of others.

Electronic Documents

The Corporate Records (including emails) created by electromagnetic records.

National Archive of Japan
The Incorporated Administrative Institution National Archives of Japan and the
archives established by them.

Minor Case

In cases where Corporate Records are not prepared and retained, this means
that they are not required to be verified after the fact, their contents have no
historical value and do not interfere with the decision- making or administration,
etc., of the Corporation.
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(8) Transfer

Unless otherwise stated, refers to transfer the Corporate Records to the National
Archives of Japan.

(9) University Archive

A corporate records archive established by the Corporation.

(10) Historical Records

Public Records and other documents of historical importance that fall into one

of the following categories [I] to [V].

[I] Documents containing important information concerning the review
processes, decisions, performances, and achievements of national policies;

[II] Documents recording important information concerning the people’s
rights and duties;

[III]Documents recording important information concerning the social and
natural environments, etc. surrounding the people;

[IV] Documents recording important information concerning the national
history, culture, academic affairs, and events, etc.; and

[V] Documents designated by the government or a government agency.

(11) Non-disclosure Information

The information as defined in Article 5 of the Act on Access to Information Held
by Incorporated Administrative Agencies (Act No. 140 of 2001).

Article4 General Manager for Corporate Record Management

1.

The Secretary General shall be appointed as the General Manager for
Corporate Record Management (hereinafter referred to as the “General

Manager”) in the Corporation.

The General Manager shall perform the following administrative duties;

(1) Preparing and updating the Corporate Document File Registry and
transfer-disposal registry;

(2) Making necessary response to the Cabinet Office or other relevant
ministers, pursuant to the related laws and regulations and
implementation of necessary improvements;

(3) Providing necessary trainings;

(4) Necessary measures for the Corporate Records management in connection
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with the establishment, revision or abolition of the organization of the
Corporation,;

Establishing and publishing necessary rules and standards to implement
these Rules;

Supervising administrations regarding Corporate Records Management at
the Corporation and organizing management as well as guidance;
Management and operation of the Corporation’s Document Management
System (hereinafter referred to as the “DMS”);

Operating the University Archive; and

Making necessary written reports to the Prime Minister or other relevant
ministers, pursuant to the related laws and regulations.

The General Manager shall periodically review and, if necessary, revise the

Appendix Table “Standards for Preservation Period and Record Schedule”.

Article5 University Archivist

The Section Leader of the Rules and Compliance Section shall be appointed as

the University Archivist in the Corporation.

The University Archivist shall be responsible for the Corporation’s Corporate

Records management stored in the University Archive, under the supervision of

the General Manager.

The University Archivist shall assist the General manager in the affairs listed in

Items 1 through 9 of Paragraph 2 of Article 4.

The University Archivist shall manage the setting of the permissions of DMS,

etc., on behalf of the General Manager.

The University Archivist may appoint an Assistant University Archivist from the

secretariat to carry out the practices mentioned in the preceding three

paragraphs.

Article 6 Responsible Officer for Corporate Record Management

The Vice President or Dean shall be appointed as the Responsible Officer for

Corporate Record Management (hereinafter referred to as the “Officer”) in the

Corporation at each of the departments provided in Article 4 of the Rules for
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Approval Authorities.

Under the direction of the General Manager, the Officer must take necessary
measures or give instruction as necessary for the proper management of

Corporate Records in the department under their jurisdiction.

When requested by the General Manager under Paragraph 1 of Article 24, the
Officer must report to the General Manager the status and the results of the
inspection of the management of Corporate Records in the department under

their jurisdiction.

Article7  Corporate Record Manager

1.

3.

The faculty member, Section Leader or person nominated by the General
Manager as equivalent shall be appointed as the Corporate Record Manager
(hereinafter referred to as the “Manager”) in the Corporation at each of the
departments provided in the responsibility table of the Corporation’s PRP Part

2 and each of the research units.

The Manager must, in accordance with the instructions of the Officer of the

belonging department, perform the following administrative duties in relation

to the management of the Corporate Records in each department, etc.

(1) Retention;

(2) Creation and management of Corporate Record Files;

(3) Assignment of record schedule;

(4) Administrations for the transfer or disposal of the Corporate Record Files;

(5) Necessary measures for corporate record management such as internal
transfer in accordance with establishment, rearrangement and abolition of
organization;

(6) Internal transfer of Corporate Record Files to the University Archive;

(7) Arrangement and inspection of management and match against the DMS;

(8) Report the Officer with the results of inspection of management;

(9) Order and instruction to the officer and employees under their
jurisdiction; and

(10) Appointment of the Corporate Record Administrator and report;

The Manager must, when appointed the Corporate Record Administrator under
Item 10 of the preceding paragraph, report to the University Archivist with the
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name of them, etc.

Article 8 Corporate Record Administrator
The Corporate Record Administrator must assist the Manager of the belonging
department with regard to the affairs listed in Items 1 through 9 of Paragraph 2 of

the preceding article and carry out their practical duties.

Article9  Audit Manager
1. The Corporation shall appoint the Audit Manager of corporate record
management, who shall be the Chief Internal Audit Officer.

2. The Audit Manager may, on a regular basis or as necessary, carry out audits of
the Corporation’s management of Corporate Records in accordance with these

Rules and related regulations.

3. The Audit Manager must report to the General Manager on the results of the

audits carried out in accordance with the preceding paragraph.

Article 10 Document Management System
1. The Corporation shall introduce the Document Management System (DMS) for
corporate records management of the Corporation.

2. Administration and operations of the DMS shall be conducted by the University
Archivist under direction of the General Manager.

3. The DMS shall have the books provided in the following items;
(1) Kessai registry;
(2) Register of received documents; and
(3) Register of retention box.

Article 11  Creation of Corporate Record File

1. The Manager must create a Corporate Record File for each fiscal year to
preserve Corporate Records related to the administrations of the department
under their jurisdiction.

2. The items stipulated in each of the following items shall be registered in the

Corporate Record File.
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(1) Fiscal year of creation or acquisition;

(2) Classification;

(3) Title;

(4) Name of Manager at creation or acquisition;
(5) Starting date;

(6) Preservation period;

(7) Expiration date of preservation period;

(8) Type of media;

(9) Retention location; and

(10) Record schedule.

The items of Item 2, 6 and 10 of the preceding paragraph shall be registered in
accordance with the Appendix Table “Standards for Preservation Period and
Record Schedule”. However, the Manager may, for the item of Item 2 of the
preceding paragraph, assign a classification according to the affairs of the
department under their jurisdiction. In addition, in case of electronic media,
this does not preclude the matters referred to in Item 2 of the preceding
paragraph from being registered by use of tag information, etc.

The Manager shall observe the following items when assigning a title of

Corporate Record File.

(1) Include keywords that prepare the search for Corporate Records in the
Corporate Record File;

(2) Straightforwardly presented for the contents of the Corporate Record File
in question;

(3) Avoiding expressions and terminology, etc. that can only be understood by
specified persons; and

(4) Avoid overly broad terms (“miscellaneous matters” or “others”, etc.).

If there is a Corporate Record File created only in paper form, the Manager
must immediately register the Corporate Record File in the DMS.

When a Corporate Record File in paper form is created, the Manager must
indicate the Items of Paragraph 2 on the heading and spine of the filing tools
(i.e., binders or storage boxes). If there is any change in the Items of Paragraph
2 with regard to the said Corporate Record File, the indication shall be revised
promptly.
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Article 12 Corporate Record File Registry

1. The General Manager must prepare a Corporate Record File Register listing
Corporate Record Files with a preservation period of one year or more, and
must update it at least once a fiscal year.

2. The General Manager must not enter confidential information, personal
information and non-disclosure information in the Corporate Record File
Registry.

3. Inaddition to the Items of Paragraph 2 of the preceding article, the entries in the
Corporate Record File Registry shall be as follows;
(1) Name of the Manager of Corporate Record File at the time of creation or
amendment of the Corporate Record File Registry; and
(2) Records of extension of preservation period, etc.

4. The General Manager must make the Corporation’s Corporate Record File
Registry publicly available on the Corporation’s website and at the
Corporation’s office for public access.

5. When a Corporate Record File which preservation period has expired is
transferred or disposed of, the General Manager shall delete the entry
concerning the Corporate Record File from the Corporate Record File Registry and

enter its name and the date of transfer or disposal in the transfer-disposal registry.

Article 13 Preservation and Management of Corporate Record File

1. The Manager must keep the Corporate Record Files in a usable condition in a
physical or electronic archive until the date of expiration of the preservation
period of the said Corporate Record File while following these Rules.

2.  When taking the Corporate Record Files (including stored Corporate Records)
out of office or bookshelf, etc. for reasonable purposes, such as business trips,
the Corporation’s officers and employees must obtain prior permission from
the Manager and handle them with the utmost care. Provided, all Corporate
Record Files that have been taken out must be returned securely in the presence
of the Manager.
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When using a portable electronic device to store Corporate Records or copies
thereof, the Corporation’s officers and employees must, after use or at the time
of sharing such device with another officer or employee, ensure that no such

Corporate Records or copies thereof are left on the device.

The Manager shall store highly confidential Corporate Record Files on lockable
bookcases or other storage locations with restricted access to prevent
unauthorized removal or theft.

The Manager shall assign shelf numbers to bookshelves, etc. where paper-
based Corporate Record Files are stored, and assign the same numbers to the
Corporate Record Files stored on said bookshelves, etc. for location
management.

Article 14 Creation of Corporate Records

1.

In making decisions (including the process leading to the decision) at the
Corporation, the Corporation’s officers and employees must prepare Corporate
Records in accordance with the Corporation’s Rules for Approval Authorities at
the time of the matter in question has taken place or as soon as possible after the
end of the matter concerned. However, if it is difficult to prepare a Corporate
Record at the same time as a decision is taken, a Corporate Record may be prepared
after the fact.

The Corporation’s officers and employees must prepare Corporate Records in
accordance with these Rules on the performance of their administrative and
business activities at the Corporation.

Notwithstanding the preceding two paragraphs, the Corporation’s officers and
employees may not prepare Corporate Records if the matter to be processed is
in Minor Case.

Procedures for the preparation of Corporate Records that require the Official
Seal of the Corporation to prove their legitimacy are set out separately in the
Corporation’s Rules for Official Seals Management.

The Corporation’s officers and employees must ensure that Corporate Records
created or acquired by them are accurately represented, have a simple and clear
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title and are identifiable by at least the record number, the date of creation and,
where they have been previously updated or are expected to be updated in the

future, the version information.

In principle, the Corporation’s officers and employees must prepare Corporate
Records in both English and Japanese. However, in the case of the following
Corporate Records, a translation may be made only in one of the languages,
either English or Japanese, with at least a translation in the title only.

(1) Documents routinely created;

(2) Documents that need to be prepared urgently; and

(3) Documents that are impractical or grossly inefficient to translate.

The Corporation’s officers and employees must classify the Corporate Records
they create or acquire, identify the Corporate Record Files in which they are
stored and store them appropriately.

The storage area for the documents or materials that do not fall under
Corporate Records, such as reference materials used by the Corporation’s
officers and employees for their own work, shall only be in the vicinity of the

desk, etc. of the relevant officers or employee.

Article 15 Acquisition of Corporate Records

1.

Regardless of the type of medium, the Corporation’s officers and employees
must treat as Corporate Records for documents obtained by the said officers or
employees through business communications with external entities, such as
documents relating to notifications or enquiries from the government or local
authorities, administrative communications from external entities and

documents or information of project proposals from business partners.

The Corporation’s officers and employees must properly record the subject,
name of the sender and information about the addressee of Corporate Records

obtained in accordance with the preceding paragraph.

Article 16 Confidential and Personal Information

1.

When Corporate Records created or acquired contain confidential information,
the Corporation’s officers and employees must clearly state this and handle the

said Corporate Records appropriately in accordance with the Corporation’s

10
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Rules for Information Technology and Information Security (Part 17 of the
PRP) in addition to these Rules.

When Corporate Records created or acquired contain personal information, the
Corporation’s officer and employees must clearly state this and handle the said
Corporate Records appropriately in accordance with the Corporation’s Rules
for Personal Information Protection in addition to these Rules.

When the personal information contained in a Corporate Record is deleted after
the purpose of its use has been completed, the Manager may process
pseudonymization or anonymization in accordance with the Corporation’s
Rules for Personal Information Protection, and the processed information may
be retained as a Corporate Record.

Article 17 Management of Electronic Documents

1.

The Corporation’s officers and employees must store Electronic Documents in
a condition that allows them to be easily retrieved and utilized in the

Corporation’s operations.

The Corporation’s officers and employees shall treat Electronic Documents,
regardless of their form, as having the same importance as paper based Corporate

Records.

The Manager must take special care to prevent falsification, leakage or loss of
information in accordance with the Corporation’s Rules for Information
Management (Part 17 of PRP) and the information security policy established by
the CISO in addition to these Rules, where necessary, appropriate access

restrictions.

The Manager shall endeavor to organize the hierarchical structure of the
configuration of the share server, etc. on which Electronic Documents are

stored, taking the Appendix Table into account.

The Corporation’s officers and employees may convert Corporate Records
created or acquired on paper media into electronic media using a scanner, etc.,
and may store them as Electronic Documents. However, in this case, the name

of the converted Electronic Document shall indicate that it has made by

11
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medium conversion.

The Corporation’s officers and employees may treat the Electronic Document
newly created in accordance with the preceding paragraph as a master copy and

the paper based Corporate Record from which the conversion was made as a
copy.

In principle, the Corporation’s officers and employees must provide internal
administrative communications and notifications by email or by posting them
on the Corporation’s internal website.

Article 18 Assignment of Preservation Period

1.

At the creation or acquisition of the Corporate Records, the Manager shall
assign a preservation period in accordance with the Appendix Table “Standards
for Preservation Period and Record Schedule”. However, in assignment of the
preservation period, the Corporate Document File in which the relevant

Corporate Record is stored shall be the unit.

The preservation period for Corporate Records shall be one of the following
items.

(1) Thirty years (30);

(2) Twenty years (20);

(3) Ten years (10);

(4) Seven years (7);

(5) Fiveyears (5);

(6) Three years (3);

(7) Oneyear (1); or

(8) Lessthan one (1) year.

Regular Use for preservation period shall be assigned of the Corporate Records
that should be kept continuously as those that are available regularly for use by

the Corporation’s officers and employees.

The maximum preservation period for those for which measures are transfer at

its record schedule shall be 20 years.

For the calculation of the preservation period, the starting date shall be the first

12
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day of the following fiscal year. However, for Corporate Records which
preservation period is less than one year, the date of creation or acquisition of
the Corporate Record may be used as the starting date for the preservation

period.

6. The Corporation shall establish a preservation period of at least one year for
Corporate Records that fall into the Historical Document. However, even if they
do not fall into the Historical Document, decisions (including the process
thereof) necessary for accountability regarding the proper and efficient
operation, etc. of the Corporation and Corporate Records that are necessary for
the reasonable tracing and verification of administrative performance shall

have a preservation period of at least one year in principle.

7. With the exception of those falling under the provisions of the preceding
paragraph, the Corporation may assign the preservation period to less than one
year for the Corporate Records that fall under the following items.

(1) Copies of the Corporate Records for which a separate master copy is
maintained;

(2) Routine or daily business communications, responding to enquiries, etc.
relating to the operations under their responsibilities and itineraries, etc.;

(3) Documents complied from publications and public announcements;

(4) Documents that are no longer suitable for use in terms of objective accuracy,
such as obvious errors; and

(5) Documents at an intermediate stage that are deemed to have no impact on

decision-making.

8. The preservation period for emails falling under the Corporate Records shall be
less than one year. However, if such emails contain information on the decision-
making process of the Corporation and have evidentiary value, a preservation
period of more than one year may be assigned. In addition, the Corporation’s
officers and employees must regularly or occasionally delete communications
not directly related to the operation of the Corporation or emails not involved

in decision-making.
Article 19 Assignment of Record Schedule

1. The Manager and the University Archivist must propose, as early as possible
before the expiry of the preservation period, the following affairs concerning

13
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measures to be taken when the preservation period of the Corporate Record

Files under their jurisdiction expires, in accordance with the Appendix Table

“Standards for Preservation Period and Record Schedule”.

(1) Extension of preservation period of the Corporate Record File;

(2) Disposal of the Corporate Records stored in the Corporate Record File; or

(3) Transfer of the Corporate Records stored in the Corporate Record File to
the National Archives of Japan.

The proposal referred to in the preceding paragraph must be approved by the
General Manager.

Article 20 Internal Transfer and Handover of Corporate Records and

Corporate Record Files

1.

In the event of the establishment, amendment or abolition of the organization of
the Corporation or a change in the duties under its jurisdiction, the Manager
must, under the direction of the Officer, ensure that all Corporate Records and
Corporate Record Files relating to the duties under their jurisdiction and the results of
the inspection of the management status are transferred by the internal transfer to the

Manager of the department that carries out the duties under its jurisdiction.

When a Corporation’s officer or employee leaves the duty or employment of the
Corporation, the said officer or employee must hand over all Corporate Records
to the Corporate Record Management Administrator, the Manager or the
Officer before leaving the Corporation.

The person who is receiving the internal transfer or handover under the
preceding two paragraphs must, in the presence of the previous Manager,
officer or employee, check the storage location and management status of the
relevant Corporate Record Files, etc. against the records of the DMS, and in the

case of paper based Corporate Record Files, update their labelling.

The internal transfer or handover on the DMS shall be carried out by the
department from which the transfer is made, with the agreement of the
Manager of the transferring department and the Manager of the receiving

department.

14
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Article 21 Extension of Preservation Period of Corporate Record Files

1.

Even when the preservation period specified in Article 18 has expired for the

Corporate Record File under management, the Manager must, in each of the

following items, extend the preservation period specified in each of the

following items has expired.

(1) Corporate Records required to perform procedural acts in litigation: Until
the conclusion of the relevant proceedings;

(2) Corporate Records that currently subject to audit, inspection, etc.: Until the
completion of such audit, inspection, etc.;

(3) Corporate Records required to perform procedural acts in appeals: Until
the resolve of the said appeals; and

(4) Corporate Records that is under disclosure request: Until the
completion of the procedures relating to the said disclosure.

Even when the preservation period specified in Article 18 has expired for a
Corporate Record File under their jurisdiction, the Manager and the University
Archivist may extend the preservation period of the Corporate Record File if it
is necessary for the performance of their duties.

When extending the preservation period referred to in the preceding two
paragraphs, the Manager and the University Archivist must specify the
preservation period to be extended, together with the reasons for the extension,

and obtain the approval of the General Manager.

When receiving the approval referred to in the preceding paragraph, the
Manager and the University Archivist must record the extension of the
preservation period of the relevant Corporate Record File in the DMS and take
the necessary measures, such as replacing the labeling in paper media.

Article 22 Transfer or Disposal of Corporate Record Files

1.

The Manager and University Archivist must dispose of Corporate Record Files
which the preservation period has expired in principle, except for those to be
transferred to the National Archives of Japan.

Upon disposal, the Manager and University Archivist shall carefully check

whether the Corporate Record Files to be disposed of contain items that should

be transferred and items that should be stored further, and dispose of them

15
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appropriately after obtaining the approval of the General Manager.

If the paper based Corporate Record File to be disposed of contains non-
disclosure information, the Manager and University Archivist must cut or
incinerate it to prevent the leakage of the said information.

In the case of those assigned as transfer in the Appendix table, the Manager and
University Archivist must transfer Corporate Record Files which the
preservation period has expired, to the National Archives of Japan, subject to the
approval of the General Manager.

When there are Corporate Record Files to be transferred to the National
Archives of Japan, the Manager shall inform the University Archivist and follow
the instructions.

The Corporation may reproduce all or part of the Corporate Record Files
transferred to the National Archives of Japan and continue to preserve them as new
Corporate Records, if necessary for the business of the Corporation, with the approval

of the General Manager.

Article 23 University Archive

1.

If there are Corporate Record Files that are assigned as transfer after the
preservation period has expired and the preservation period in the respective
department has passed five years, the Manager must transfer them to the
Corporation’s University Archive. However, Corporate Record Files with
Regular Use for preservation period may continue to be retained in the said
department.

Under the direction of the Officer, the manager must ensure that all Corporate
Records and Corporate Record Files subject to transfer to the University
Archive and the results of the inspection of the management status are

transferred to the University Archivist.

When receiving a transfer to the University Archive in accordance with the
preceding paragraph, the University Archivist must, in presence of the Manager
of the transferring department, check the storage location and management

status of the relevant Corporate Record Files, etc. against the records of the

16
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DMS, and in the case of paper based Corporate Record Files, update their labels.

The transfer to the University Archive on the DMS shall be carried out by the
transferring department, with agreement of the Manager of the transferring
department and the University Archivist.

The University Archivist must preserve the Corporate Record Files transferred
to the University Archive in a physical or electronic archive until the expiry of
the preservation period.

The Corporation’s officer and employee must obtain permission from the
University Archivist when attempting to access Corporate Records stored in the
University Archive.

Article 24 Inspection of Corporate Record Files

1.

The General Manager may request the Officer to inspect and report at least once
a year on the status of Corporate Record management in each department
under their jurisdiction.

When requested under the preceding paragraph, the Officer must order the
Managers of the departments under their jurisdiction to inspect and report on
the status of the management of Corporate Records in their departments, and
must report the results to the General Manager.

When receiving an order under the preceding paragraph, the Manager must
carry out an inspection of the status of Corporate Record management in each
department, mutually confirm it with the Corporate Record Management

Administrator, and report the results to the Officer.

The Manager shall inspect the recording media, processing routes, storage
methods, results of cross-checking with the DMS, etc. of Corporate Records in
each department on a regular and on an as needed basis, report the results to
the Officer, and if deemed necessary, report the results to the General Manager
through the Officer.

The General Manager shall evaluate the measures for the proper management

of Corporate Records from the perspective of effectiveness, etc., based on the

17
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results of the inspection referred to in the preceding paragraph or the audit
provided in Article 9, and if deemed necessary, shall instruct the Officer and
Manager to take measures such as review them, etc.

Article 25 Correspondence to Lost, Etc.

1. The Manager and University Archivist must immediately report to the General
Manager when it becomes apparent that Corporate Record Files or Corporate
Records have been lost or mistakenly disposed of.

2. The General Manager shall promptly take the necessary measures to prevent the
spread of damage upon receiving a report under the preceding paragraph.

Article 26 Training

1. The General Manager must, in cooperation with the Training and Education
Section, at least once each year, provide the Corporation’s officers and
employees with the training necessary to equip them with the knowledge and skills

required to properly and effectively manage Corporate Records.

2. The Officer and the Manager must actively involve officers and employees of the
department under their jurisdiction in the training provided in accordance with
the preceding paragraph.

3. The Corporation’s officers and employees must attend the training provided
pursuant to Paragraph 1 at the appropriate time.

Article 27 Secretariat
Administration regarding these Rules shall be conducted by the Rules and
Compliance Section.

Article 28 Disciplinary Actions

A Corporation’s officer or employee in violation of these Rules, by willful act or gross
negligence, or those involved in the said violation, shall be subject to disciplinary
actions provided in the Corporation’s Rules of Employment, etc.

Article 29 Miscellaneous Provisions

In Addition to matters stipulated in these Rules, other necessary details regarding
corporate records management shall be provided by the Secretary General.

18
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Article 30 Transition from OIST Promotion Corporation

All Corporate Records held by the Okinawa Institute of Science and Technology
Promotion Corporation at the time of transition to the Corporation must be
transferred to the Corporation and managed in accordance with these Rules.

Supplementary Provision
These rules shall come into effect from April 1, 2022.

Supplementary Provision
These rules shall come into effect from August 1, 2023.

19
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Major Class Medium Class Minor Class Type of Corporate Records Preservation | Record
RAYHE ok /N HE HENICGEDOHR Period Schedule
PRAFHARE PRI T
IRFOD$
Administrative General History and Development Documents concerning establishment of the Corporation 20 years Transfer
Operation Administrative TSRO and the University 204E ®BieE
(Egilbuiv-y Matters RO L O RFOFREIZ T 5 4IH
B
Events and Ceremonies Particularly important documents concerning inauguration | 20 years Transfer
1755 ceremony and other record of the Corporation’s history 204 B
AN LR O A REEICB T 00 D THERE
Events and Ceremonies Important documents of memorial evens hosted by the 20 years Transfer
T8 Corporation 204E B
FEAERETDRAITEICEAT OO THERE
Documents Documents concerning particularly important managerial | 20 years Transfer
43S matters 204 B
PR O HE R R EEARERICE TR
Documents Documents concerning loan for use of land 30 years Disposal
ek RO A EFICRE 95 30E 304 e
Events and Ceremonies Documents concerning entrance ceremony, graduation 10 years Disposal
1785 ceremony and commencement ceremony and other 104 FREHE
ceremonies hosted by the Corporation
AN = W< W V& e W 1 S /S U R T s
TR HE
Inquiries, Responses and Particularly important documents regarding mandamus, 10 years Disposal
Notifications notifications and correspondence from MEXT and CAO 104 PR
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Major Class Medium Class Minor Class Type of Corporate Records Preservation | Record
RH o HR ANGAE ENSCGEOER Period Schedule
PRAFHARE PRI T
IRFODH
HERLO
Inquiries, Responses and Particularly important documents concerning inspections 10 years Disposal
Notifications or notifications from supervisory ministers and agencies 104 FRIE
FRZ « (A1 - Jd BB E TS R oA ol A B o B S
Inquiries, Responses Documents concerning inspections conducted by 5 years Disposal
and Notifications overseeing ministries and agencies 54 BT
FRZ « (A1 - Jd BB B T IS L oA ol kI B 5 30
Inquiries, Responses and Documents concerning important notifications and reports | 5 years Disposal
Notifications EEC: AV AR S tlli ol A 54 PESE
MR« [B125 - JE
Documents Documents concerning general guidelines and plans 3 years Disposal
R —fREY AR R BB T CE 34F P 4
Inquiries, Responses and Documents concerning minor permissions, licenses, 1 year Disposal
Notifications approvals, notifications, and reports, etc. 14 B
FRZ « [RI2 - Jd A N SN G N i s N S A AR
Documents Documents concerning minor statistics and surveys 1year Disposal
EE e G it A ISR o 30 14 e
Liaison and Adjustment Documents to do decision-making on minor matters. Less than 1 Disposal
L « T G I IR D BRI EZATI 2O DLE year Ve 4
TR
Liaison and Adjustment Documents for internal matters distributed within Division |Lessthan1 Disposal
JEHLHK « G Ak or Section, etc. year B
FAEVar Tk a SN OHEHEE CE AR
Business Systems Retained data in business systems (excluding those with Regular Use
EH AT I preservation period under the law or & FH —
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Policies, Rules and Procedures

Major Class Medium Class Minor Class Type of Corporate Records Preservation | Record
RH o HR ANGAE ENSCGEOER Period Schedule
PRAFHARE PRI T
IRFODH
serviceresponsibilities)
FH AT DNDORAFT — & (L5 UTFTE ZEH ORI
M23825H D% R, )
Operation Business Plan Documents concerning business plan of the Corporation 30 years Disposal
EE IR S DT 304 P 5
Conferences and Meetings Meeting minutes and handouts of the Board of Governors 20 years Transfer
g and the Board of Auditors 204 ®Bie
P N O B 2= O Frdk X OVBCAT & B
Establishment and Abolition |Document concerning establishment and abolition of 20 years Transfer
of Organization organization, change of organization name 204 BE
AR IE - UFE MR OUBE , 4 PP EIZB 200
Litigation Documents concerning litigation 30 years Disposal
BTN EEAM RS 304 JEHE
Conferences and Meetings Meeting minutes and handouts of the Corporation 5years Disposal
a1 committees. 54 pEEE
IO T B 2 O ik b OB AT &k
Conferences and Meetings Documents concerning minor conferences Less than 1 Disposal
ik XS I R RIC T30 E year e
TR
Law and Registration of the Documents related to registration of the Corporation 30 years Disposal
Regulations Corporation ENBFLIC R 530G 304 FEHE
ERL BN
Policies, Rules and Procedures| Corporation’s Policies, Rules and Procedures (PRP) 30 years Disposal
(PRP) SRR D HA S5 BE - L— L - it (PRP) 304 BEEE
BRI - 8 P
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Policies, Rules and Procedures

Major Class Medium Class Minor Class Type of Corporate Records Preservation | Record
RH SRR ANGE ENSCGEOER Period Schedule
PRAFHARE PRI T
IRFODH
Policies, Rules and Procedures|Corporation's Policies, Rules and Procedures (PRP) (rules |5 years Disposal
(PRP) and detailed rules established by division heads) 54 BEFE
BRI E - PR FROFEART - —v - Fiot (PRP) (FRE-RIRTE DL K
OSHE)
Policies, Rules and Procedures|Documents concerning minor changes of Policies, Rules and |1 year Disposal
(PRP) Procedures 14E pEHE
BRI E - PR FEOEEARTTEE V— )b FRe DR FIT BT 530F
Document General Matters Corporate Document File Registry Regular use -
Management SCEE ENLET 7 AV W —
CEE
General Matters Transfer/Disposal Registry Regular use -
SCEE B B [BEFE S # —
General Matters Kessai Registry Regular use -
SCEAE REAFR & HH —
Received Documents Received documents from external organizations (excluding | 1 year Disposal
G 3CGE those with preservation period under the law or service 14 BEIE
responsibilities)
RN OBAFU 325 SCH GEF UIFTE 355 Lo R
MR HHLDOEERL, )
Corporate Official Seals Documents concerning establishment, modification and 30 years Disposal
ZNE abolition of the Corporate official seals 304 BEHE

NI E BRI B4 30E

Corporate Official Seals
2RH]

Official seal registry

INFIE Sk

Regular use
i
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Policies, Rules and Procedures

Major Class Medium Class Minor Class Type of Corporate Records Preservation | Record
Ror¥a oA N ENSCEORR Period Schedule
PRAFHARE PRI T
IRFODH
Special measures Particularly important Historical Materials 20 years Transfer
Fenl7p & RS SCEDILEERL O 204 B
Historical Materials related to establishment of criteria or |10 years Transfer
advisory within the Corporation 104 b A
JEE SRR SCE DS B 2 N O FEHEI & SUTFR R B S I2BI 9758
D
Historical Materials related to internal notifications within |5 years Transfer
the Corporation 54 B
JEE S SCEDS B E @ 2550
Minor Historical Materials 1 year Transfer
JEE S ST DS B R G 70t D 14 BE
Received documents regarding Historical Materials 1 year Disposal
JEE SR SCEZ B I 53245 S0E 14 e
Public Access Disclosure Requests Documents of record regarding results of examination for |10 years Disposal
IR/ B B REE K administrative appeal 104 pEEE
ITBURN IR A S DG RS FEIR S TS ICE
Disclosure Requests Amendment or abolition of the examination criteria for 10 years Disposal
BE REE K public access to information 104 BEIE
THHABIC B 2 B AL Y D
Audit / Inspection | Auditor’s Audits Particularly important documents concerning audits by 30 years Disposal
BRA-mE B A auditors 304 PEFE
B OMTOR AR5 CEHETEHERLD
Auditor’s Audits Document concerning audit conducted by auditor 5 years Disposal
Lok e o B MTORE A B0 30GE 54 PEHE
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Policies, Rules and Procedures

Major Class Medium Class Minor Class Type of Corporate Records Preservation | Record
RH o HR ANGAE ENSCGEOER Period Schedule
PRAFHARE PRI T
IRFODH
Internal Audits Document concerning internal audit 5 years Disposal
Rl ke WA BT 5b0 54F P 5
Whistleblower Documents concerning whistleblowing 10 years Disposal
INFR AR N RN ORI B 5 30 104 PEE
Compliance Security Export Control Documents regarding security export control 7 years Disposal
ALTIAT A | AR A P 2R PR R BRI B 35 30 TH P
Conflict of interest Conflict of interest annual disclosure forms 3 years Disposal
I ZE AR B B AR PR B~ 5 34F P
Public Relations General matters of | Publications Matters concerning academic bulletin, public relations list of | 30 years Disposal
T PR Hi R employees issued by the Corporation 304 PR
JE i FRPFEITT D2 — ALY —E BT 5D
News and Reports Important news and reports regarding the Corporation 10 years Disposal
HoE FEICEE T 5H0E TEERLO 104 e
News and Reports News and reports regarding the Corporation 5years Disposal
HiE FEIZEE 45 HoE 54F BETE
Website Publication information on the Corporation’s website Regular Use -
E AR FE DD =7 YA D P HH —
Website Operation and management of the Corporation’s Website 5 years Disposal
E AR V=7 P ARDOER ER BT 5HD 54 e
Campus tour/visit Documents concerning campus tour and visit 1 year Disposal
g/ R e AT 200 14 PEZE
General matters of PR Submitted data, etc. on the social networking services Regular Use -
TR — % V= VR N — I —EA~DOERG T — 5% H —
General matters of PR Minor documents regarding general PR matters 1 year Disposal
JEH 5 IR — B Db D TES b0 14 P
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Policies, Rules and Procedures

Major Class Medium Class Minor Class Type of Corporate Records Preservation | Record
RH o HR ANGAE ENSCGEOER Period Schedule
PRAFHARE PRI T
IRF D 1
Community Local Government Office Important matters related to Local Government Office 10 years Disposal
Relations and 15 EVRIRE DU RS 15 BV IRE DWW EBIZET 2O THERLD 104E PEHE
events
ok ATH
Events hosting Matters regarding events held by the Corporation 5 years Disposal
TAEA b FERPFERETDARMIETHD 54F PEE
Cosponsor ship and Support |Patronage/Nominal Support of the Corporation 5 years Disposal
Hefe - 4% FROBEAFIETIHD 54 PEE
Cosponsor ship and Support |Documents concerning participation in and assistance to 1 year Disposal
Jefit - 2 B2 external groups 146 FETE
OMEBE AR ~D I BN B 95 30H
Research Support |Safety and Health |Summary Documents concerning plans on safety and health 5 years Disposal
/Safety and Health | 724>/ T fE LARFEOF IR 5 30E 54F PEHE
WFIESCHE - 22 e fi
Safety Control Management Record materials 3 years Disposal
e B EHECEE R 34 e
Safety Control Minor management record materials 1 year Disposal
LA B R HL AR R 14 pETE
Research safety Radiation/RI Particularly important documents concerning radiation and | 30 years Disposal
Wred 4 /R RI 30%F PEZE
R, RUCB T 20D THERLD
Pathogen Particularly important documents concerning pathogen 30 years Disposal
TIA PERICE T 20O TEHELRLO 30%F BEZE
Human Subject Research Particularly important documents concerning human 30 years Disposal
NS LIS subjects research 304E e
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Policies, Rules and Procedures

Major Class Medium Class Minor Class Type of Corporate Records Preservation | Record
RH o HR ANGAE ENSCGEOER Period Schedule
PRAFHARE PRI T
IRFODH
AN BIFFEIC BT 20D TEHERLD
Recombinant DNA Particularly important documents concerning recombinant |30 years Disposal
Experiments DNA experiment 304E pEHE
AR 2 SR AR T Z ERICB T 2O TEELRLO
Controlled Substances and Particularly important documents concerning controlled 30 years Disposal
Chemical substance and chemical substance 304 e
Substances B E AL FWEICET 2000 b EE LD
HHIWE LW E S
Laboratory Wastes Particularly important documents concerning laboratory 30 years Disposal
FERFEFE) wastes 304 FEHE
TR TOLODIHEERED

Radiation/RI Documents concerning radiation and RI 5 years Disposal
et /RI Fe#R RICBIT 20 54 BEZE
Pathogen Documents concerning pathogen 5years Disposal
Jr AR JRIFARIZBE T 5b D 54F BETE
Human Subject Research Documents concerning human subjects research 5 years Disposal
NS 30K NS E 0 N S R ) 54 pETE
Recombinant DNA Documents concerning recombinant DNA experiment 5 years Disposal
Experiments BB R FEBRICBI T 50D 54 T
AR 7RI SEBR
Controlled Substances and Documents concerning controlled substance and chemical |5 years Disposal
Chemical Substances substance 54 BRI
Bl E L8 % BEIWE A EICB T 2b0
Laboratory Wastes Documents concerning laboratory wastes 5 years Disposal
KERPEIED FBRBEFEMIZRE T 50D 54F BEZE
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Major Class Medium Class Minor Class Type of Corporate Records Preservation | Record
RH o HR ANGAE ENSCGEOER Period Schedule
PRAFHARE PRI T
IRFODH
Summary Important managerial materials related to research safety |5 years Disposal
HAE Z DOMBFFEZ B § 5 H B0 B R 54F P 5
Summary Minor documents concerning research safety 1 year Disposal
st WHE LB T Db D TR S b D 147 PEE
Research Support |Animal Experiments Particularly important documents concerning animal 30 years Disposal
IS E EL7EA T experiments 304 P
YRI5 D0DIHEERED
Research Support |Animal Experiments Documents concerning animal experiments 5years Disposal
WHIE 1 g R B ERIZBE T 260 54F P
Vivarium Documents concerning Vivarium 5 years Disposal
Bt ek EULY/ i A et Y] 54E e
Records Record of research equipment use 1 year Disposal
RLR R IS =l EEREES 14 e
Research General matters of | Document concerning general | Particularly important document concerning notification 10 years Disposal
i research notification regarding regarding research in general 104F BE3E
g — research W — B 51l EE CEERL D
WFFE— R B 9% 1 55
Material Transfer Agreement |Document concerning Material Transfer Agreement 5 years Disposal
MTA MTA (FFFERRA R IR EH9) 1B 5 30HK 54 PESE
Joint research, Documents concerning joint research, commissioned 5 years Disposal
commissioned research and |research and sponsored research 54 B
sponsored research SL[EIAFSE - 52 FEMF IR - ZEREMFZEICBE 975 30
S[RIBFIE - 52 FEAFIE - R IE
Joint research, Documents concerning joint-use research 5 years Disposal
commissioned research and | :[EAFZER] FHIC R4 5 30E 54 PEHE
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Major Class Medium Class Minor Class Type of Corporate Records Preservation | Record
RAYHE ok /N HE HENICGEDOHR Period Schedule
PRAFHARE PRI T
IRFODH
sponsored research
L[EIE - 52 FEMTSE - ZERENTIE
Document concerning general | Document concerning notification regarding research in 5 years Disposal
notification general 54 FEEE
regarding research WFFE— MBI~ 2 i 5
WFFE— 2 B9~ % 5%
Document concerning general | Minor document concerning notification regarding research | Less than 1 Disposal
notification in general year BEHE
regarding research WFFE— MBI 958 TS 72 b D AR
WFE— B9 D@k
Evaluation for Research Documents concerning research evaluation 30 years Disposal
R i WEZEREAM I B 95 30 304 e
Workshops and Documents concerning research workshops, etc. 10 years Disposal
Conferences of Research WD — 2o ay 7 FICAT530E 104F PEFE
WFFED — o ay 7%
Research funds Competitive Funds Particularly important document concerning notification of |10 years Disposal
7 4 i Y 4B KAKENHI (Grants in aid for Scientific Research) 1048 R
B e E Al B 2B @ E TEELRL O
Competitive Funds Documents concerning KAKENHI (Grants in aid for Scientific| 5 years Disposal
BRI A Research) 54E BEFE
BEF TR BB A0 R EESIC BT 500
Grants and Sponsorships Documents concerning application to other grants and 5 years Disposal
W Bh Rk 4 sponsorship from private sectors for research 54 BEEE
PRI B 28 AR Bh & M ORI % B k4 0 i EE %12 B
HHD
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Policies, Rules and Procedures

Major Class Medium Class Minor Class Type of Corporate Records Preservation | Record
RH o HR ANGAE ENSCGEOER Period Schedule
PRAFHARE PRI T
IRFODH
Business Patents Particularly important documents of patent application 30 years Disposal
Development FEW - Ry FraF O HFRIZ B30 D THEERL O 304 BETE
HIERA R
IP General Particularly important document concerning copyright 30 years Disposal
R PE— % EVEMEICR T 2O TEERLD 304 PETE
I[P General Particularly Documents concerning trademark 30 years Disposal
R PE— % PARRICBE 2L DO THERL D 304 PETE
Materials and samples Particularly important documents concerning materials and | 30 years Disposal
produced during research samples produced during research 304 BEFE
WHERCRARIZET 500 | WFZERRAEMIZET 26O THERLD
Patents Documents of patent application 5 years Disposal
FEI KT Fraf O HBIZEA 200 55 e
IP General Document concerning copyright 5 years Disposal
B E — % FERHEIZRE 200 54E e
I[P General Documents concerning trademark 5years Disposal
SRS PE — i FAREICBI T 20 54 e
Materials and samples Documents concerning materials and samples produced 5 years Disposal
produced during research during research 54 BEFE
WFERCRAEMIZET 200 | BFERCRA I+ 25H 0
Patents Minor documents concerning patent application 1 year Disposal
FEW - Ry 5 Fraf O HFEIC B T2 30FE TR S b0 14 e
IP General Minor documents concerning copyright 1 year Disposal
RS PE — i FVEMEICE T 2O TS b0 14F pETE
IP General Minor documents concerning trademark 1 year Disposal
IR PE — X PARRICBE T 2b D TR S b D 14F BEZE
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Major Class Medium Class Minor Class Type of Corporate Records Preservation | Record
RH o HR ANGAE ENSCGEOER Period Schedule
PRAFHARE PRI T
IRFODH
Materials and samples Minor documents concerning materials and samples 1 year Disposal
produced during research produced during research 14 B
WHIERCRA R T 500 | HFERRARMIZE T 26D TR S 2H0
Industry/communi| Collaborations with Industries | Documents concerning events of industry-university 5 years Disposal
ty collaboration PEZEEHE collaboration 54 FRET
PESF « HUOE 4 PESEIEDITHICET o0 D
Collaborations with Minor documents concerning collaboration with industry 1 year Disposal
Communities and community 14 FEEE
A PES: - HUBOHHEIC B T~ 20 D TEES 72b D
Human Resources |General matters |Labor Management Important correspondence between labor and management |10 years Disposal
AN&HE sy I3t By il EAE SO 104 BETE
Labor Management Working conditions and group negotiation 10 years Disposal
I3t ok IESERIRIlEA3TR 104F BETE
Labor Management Documents concerning compensation for accidents 10 years Disposal
7% SKEMEICRE T D E 104F e
Employees Personnel Information Documents concerning personnel records 30 years Disposal
L N SE NP5 30HF 304 BETE
Recruiting, Hiring and Documents concerning hiring, retirement/resignation, leave,| 30 years Disposal
Resignation reinstatement and transfer of officers and employees 304 BEIE
BN EBIE S Rk B OOLR ) < B M - RNk - 1Rk - SR 2R3 30 &
Medical checkup Documents concerning medical examinations 10 years Disposal
T2 FEREZ W T 230 E 104F BEZE
Welfares Documents concerning welfare programs 10 years Disposal
R fEAEAEOF BB 530F 104 BEZE
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Major Class Medium Class Minor Class Type of Corporate Records Preservation | Record
RH o HR ANGAE ENSCGEOER Period Schedule
PRAFHARE PRI T
IRFODH
Performance evaluation Documents concerning employee performance evaluation |5 years Disposal
N Tk B O N FRIAR 2 B 5 &k 54F P 5
Social Insurances Documents concerning the loss of qualification for social 5 years Disposal
SRR insurance 54F BEFE
2 ORI R BRE GRS PRI B 530
Employee Training Documents concerning educational training 3 years Disposal
ik BLAIHME 25 A AR B2 30E 34 PETE
Attendance Documents concerning employees’ service and days taken |3 years Disposal
BHE off 34 BEFE
BN - ARIRIZ B9 2 30
Concurrent employment Documents concerning positions held concurrently outside |3 years Disposal
FHe of the Corporation 34 BEHE
AMER R BE 5 30
Appointment Documents concerning appointment of committee members | 3 years Disposal
ZE and part-time employee 34 BE3E
ZE - IEEDZRBIZEE 5 3CH
Commuting Documents concerning the payment of commuting expenses,| 3 years Disposal
BN honoraria, etc. 3UE FEgE
W W EHE ORI T 5 30HE
Payroll Payroll General Documents concerning withholding of tax 5 years Disposal
a5 e G-—x PRI B 95 S0 54E pETE
Payroll General Documents concerning payroll decisions including pay 5 years Disposal
BE—i% raises and promotions 54 BEE
TR AR B EICRE 5 3CE
Finance Ledgers and General Ledger General Ledger 30 years Disposal
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Major Class Medium Class Minor Class Type of Corporate Records Preservation | Record
RH o HR ANGAE ENSCGEOER Period Schedule
PRI PRI T
IRFODH
B4 records e E ek KB E TR 304 FEHE
Fixed Asset Ledger Fixed Asset Ledger 30 years Disposal
[ P [l 1 PE A 304 BESE
Budget Plan Budget Plan 30 years Disposal
T A THRE 304 PEFE
Accounting evidence Documents concerning evidential materials 10 years Disposal
PRPEREAR REHLESRRIC P45 30H 104 PEHE
General Matters | Financial Statements Financial Statement 30 years Disposal
S R TS WH R 304 e
Annual account settlement Approval documents concerning annual account settlement |30 years Disposal
FRRE FERR G B DR SCE 304 BEZE
Audit by accounting auditors |Audit Reports by accounting auditors 10 years Disposal
e R NG RAHEEE NI DA RS 104 BETE
Important matters on Documents concerning important accounting matters 10 years Disposal
accounting R BRI B 35 3G 104 BEZE
Ay 3L
bank transactions Documents related to bank transactions 10 years Disposal
FRATELS] HATIS BT 230 E 104F BEZE
Tax Tax filling documents 10 years Disposal
BiEs BB O 5 104 BEFE
Board of Audit of Japan Documents concerning accounting audits 5 years Disposal
ESpR N AetREICBET D 3E 54E pETE
Notifications and reports Documents concerning notifications and reports regarding |5 years Disposal
Jei H - R accounting and finance 54E e
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Major Class Medium Class Minor Class Type of Corporate Records Preservation | Record
RH o HR ANGAE ENSCGEOER Period Schedule
PRI DRAF AT T
IRFODH
Sat-MBICB DR - W 2B 95 30
Donations Document concerning examination for receiving donations |5 years Disposal
T bt 4 T D= AR 95 3CE 54F BETE
Board of Audit of Japan Documents concerning inspection results by Board of Audit |5 years Disposal
KRR AR EBEOR A Z T TR R BT 53 E 54F BETE
General accounting Documents concerning routine and regular account 3 years Disposal
PR — processing 3 BRIE
TET « TE 1 B 7 BRAL BRI Z B 35 30
Budget Budget Plan Materials related to budget and budget requests 10 years Disposal
TH T RS BLR J OV S B LR A 104F BETE
General accounting Ledgers other than general ledger 10 years Disposal
EHL— i FRENE TTR LIS O 104F BETE
Management Business trips Documents concerning business trips 5 years Disposal
i ok HigkICB 9 530F 54F e
Procurement Contracts Documents concerning important contracts and acceptance |10 years Disposal
A T inspections 104 FEHE
BT - BB 3530
Contracts Documents concerning minor contracts and acceptance 5 years Disposal
4 inspections 54 BRI
TS 7R 5K - BRI B % 30
Facility and Facility Facility management Documents concerning survey of facilities 30 years Disposal
Construction i it % L ik FEREFH AT 55D 304 BEEE
i s e
Facility management Original Drawings 30 years Disposal

34




OIST

Policies, Rules and Procedures

Major Class Medium Class Minor Class Type of Corporate Records Preservation | Record
RATFHE Ay HE INGTHE EANSCEOFER Period Schedule
PRAFHARE PRI T
IRFODH
i s e P JF X 30%F BEZE
Application/Notification Documents concerning important application forms, 30 years Disposal
MEE /s agreements and notification forms related to facility 304 e
MR ARD B TR H G E . ek & X% OV HEF B0 30F
THHERHOD
Facility management Important documents concerning buried cultural properties | 30 years Disposal
it L PRSI 20 O THERL D 304 PETE
Application/Notification Documents concerning application forms, agreements, and |10 years Disposal
FAGE /Jm notification forms related to facility 104 pEEE
MR I ARD B TR R G E . ek X OVa HEFICE T 500
Contracts Documents to be submitted when requesting rectification of | 10 years Disposal
44 defects 104 pEHE
HAHEDEMTE DFF R OB M B LI DH D
Facility management Request forms and documents concerning the 10 years Disposal
Jiti R implementation plans 104F BESE
FAEERE, i EE AT 550
Safety Documents concerning Fire Prevention and Control 10 years Disposal
goseey BhKEBICBIT 500 104 PEFE
Facility management Documents concerning maintenance of facilities (excluding |Lessthan 1 Disposal
i A records of periodical inspections) year 14FEAT | BEIE
fRx OMERFE P BT 28 D CEMRAE DR RICET 250
ZFR< )
Construction Construction Documents concerning design and cost estimate of 5 years Disposal
Eitg T construction works 54 B
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Major Class Medium Class Minor Class Type of Corporate Records Preservation | Record
RAYHE ok /N HE HENICGEDOHR Period Schedule
PRI PRI T
IRFODH
THREROBFAICET L0
Contracts Documents concerning construction contracts (excluding 5years Disposal
25 those to be submitted when requesting rectification of 54 e
defects)
THEFHARICET 20 (BHEDEMF O ROBRIZLE
E725bDERRL, )
Contracts Documents concerning consignment of design and 5 years Disposal
25 supervision 54 FRIE
B s TSl A )
Construction Documents concerning construction management 5years Disposal
T (excluding those to be submitted when requesting 54 BE3E
rectification of defects)
Tk TEENI 45 0 BEDEMFE DR ROEIZ L
BLR Db DZRS )
Construction Records of periodical inspections (including those 5 years Disposal
T required under the Building Standard Act and other related |54 PR
regulations)
TEHIRAORE ROFLERIC BT 00 O (EFLILHEILFRERIE S
IZkoboxgEte, )
Contracts Documents concerning qualifications of participants in 3 years Disposal
4 competitive biddings 34 BRI
BB INE BRI T 200
Contracts Documents concerning construction contracts and reports |3 years Disposal
5K THEH - MATIZBI I oM B4 5b 0 34E BEsE
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AN 45 NG R ENSCEOR Period Schedule
PRAFHARE PRI T
IRFODH
Construction Drawings and specifications Less than 1 Disposal
T BB 5b 0 year P 5
TAEA
Construction Documents concerning structural calculation for facilities Less than 1 Disposal
T+ REEE DR EFT I 26D year PETE
1A
Risk Management |Safety Control Documents concerning serious disasters and accidents 30 years Disposal
fabgE B e B BRI GEE - FHIZB D 30E 304 PEE
Safety Control Documents concerning disasters and accidents 10 years Disposal
g P TR e 104F e
Safety Control Documents concerning important directives and 10 years Disposal
T recommendations 104 EHE
HERIERE ST o 30HF
Safety Control Documents concerning compensation for accidents 10 years Disposal
e B SEMEICBE T D CE 104F e
Safety Control Documents concerning minor disasters and accidents 1 year Disposal
AR P BE G I I - B 9o 3R 14 BETE
Safety Control Minor management record materials 1 year Disposal
2R P R A PR Gk 14 pETE
Education Academic Affairs |Degree Degree conferment and report of degree conferment 30 years Disposal
HE o5 — i EZ (A LRI G- K QAR G BT 2b 0 304 e
Committees Meeting minutes and handouts of Faculty Assembly and 30 years Disposal
ZES Faculty Council 304 BRI

4, AR B 2 R e S OV AT R
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RH o HR ANGAE ENSCGEOER Period Schedule
PRAFHARE PRI T
IRFODH
Academic Affairs Establishment and dismissal of academic programs and 30 years Disposal
Hi Courses 304 PEHE
FR R L GEREORE K O o0 D
Degree Registry of diploma issuance and registry of certificate 30 years Disposal
==Y issuance 304 PR
FEREEFITHRIRNE ME TAEEREITAIRIZE 500
Academic Affairs Documents concerning recognition of credits 30 years Disposal
Ve HALREICBT 500 304 BEFE
Degree Documents concerning judgment of graduation 30 years Disposal
AL AR TE R 304 BETE
Academic Affairs Syllabus (For preservation) 30 years Disposal
s IR (RAFH) 304 e
Academic Affairs Student Handbook (For preservation) 30 years Disposal
s AR (TR 304 e
Degree Documents concerning judgment of student examination 20 years Transfer
AL B E R 204 B
Thesis Examination of degree thesis (including documents of 10 years Transfer
25 examination committee) 104E B
PR CERICET 20O TEHERLD (FEZEREET)
Degree Particularly important notification regarding degree 10 years Disposal
EZ (A FALICET D% CHERLD 104 e
Academic Affairs Documents concerning academic (after expiration) 5 years Disposal
B R DO AT EE BT 50 D (R2h#%) 54F pETE
Academic Affairs Credit Transfer 5 years Disposal
B EXVACK S0l At Y 54F BEZE
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RH o HR ANGAE ENSCGEOER Period Schedule
PRI PRI T
IRFODH
Student Affairs Student Records Document concerning school registration Regular use -
FAE— K EASET S S MR W —
Student Records Important documents concerning change of students’ status | 20 years Transfer
A0SR including disciplinary actions 204 BE
FAEDORIFEY 53O RN T 56O THERLO
Thesis Doctoral thesis 10 years Disposal
i 3L T 5w L 104 PETE
Student Records Document concerning change of students’ status including |10 years Disposal
A F ek disciplinary actions 104 pEEE
FAEDOEREY 5y ORBIZETHH0
Student Records Particularly important documents concerning scholarships |10 years Disposal
RAE R from Japan Student Services Organization and any other 104 BRIE
scholarship foundations
H AN SRS e O OB S R D32 22 B35
DTHELLO
Student entrance examination | Particularly important documents concerning notification of | 5 years Disposal
A student entrance examination 54 pEEE
ARICET 2@ ETHERLD
Student Selection Particularly important documents concerning student 5 years Disposal
FAEE recruitment 54E pEgE
FATEICETOCETHERLD
Student Selection Documents concerning student selection examination 5 years Disposal
RS N OB HBRICBE 50 D 54 PEFE
Summary Documents of admission procedures 5 years Disposal
HAE ANFFRIEHT 25D 54 P
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RH o HR ANGAE ENSCGEOER Period Schedule
PRAFHARE PRI T
IRFODH
Student Records Personal accident insurance for students pursuing education| 5 years Disposal
FAERLER and research 54 FETE
FABEM K EGERRICET2H0
Academic Affairs Documents concerning examination of credit recognition 5 years Disposal
s BN ERBRICEA 32D 54 PETE
Student Records Documents related to scholarship program for students 5years Disposal
S TS AT BRI T 200 54 BESE
Summary Document concerning research assistance of student 5years Disposal
eyl FAEDHFEMBNZEE 326D 54F P
Summary Record of student consultation 5 years Disposal
S FAAHRR R Bk 54F e
Summary Documents concerning waiver of admission fee and tuition |5 years Disposal
rs fee, etc. 54 BE3E
AN FRFEREDORIRICET 2D TEELRHD
Student Records Documents concerning students’ grade 5years Disposal
ARk RRARIZ B4 b0 54 BETE
Summary Minor documents concerning admission procedures 3 years Disposal
st ANFEFRIEHT DO TES b0 RES pETE
Student Records Documents concerning various forms of identification such |3 years Disposal
FAERLER as student identification card 34 FEHE
FAEREF OB/ MR ERITICET 200
Student Records Documents concerning non-regular students 3 years Disposal
AR R FEIEH P T 200 35 PEHE
Student Records Minor documents regarding student record 1 year Disposal
AR T T ORE TES b D 14F BEZE
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RH o HR ANGAE ENSCGEOER Period Schedule
PRAFHARE PRI T
IRFODH
IT General matters |Information Security Documents concerning data of users and passwords, etc. 5 years Disposal
(FES330 S X2l 7 4 FIRE, AT —REDT — 2T 550 54 BEZE
Software Documents concerning software 1 year Disposal
AEYS AVE VA N0 14 PEFE
Information Systems Minor Document concerning IT 1 year Disposal
VAT I THEHREINIZB T 2D TR S b0 14 BETE
Information Network Infrastructure Particularly important documents concerning network and |5 years Disposal
Infrastructure T "I —J A 75 AT/ ¥ |information infrastructure 54 pEHE
Th A — Xy R =7 R OEHREAR IO TEERLD
Network Infrastructure Minor documents concerning network and information 1 year Disposal
I "NT—J A T7F AT/ F % |infrastructure. 14 pEHE
— Ty T —2 R OMERIAEIC BT 2b O TRE b0
Materials and books | Library Management Library Catalog 30 years Disposal
GRL X E [ E A BB Jis & H 304 e
Use of Library Usage Statistics 30 years Disposal
A AR 304 BETE
Management Documents concerning criteria of library operation 10 years Disposal
Egi [ A OE E AR D IR BT 50 0 104 PESE
Management Documents concerning purchase of books 5 years Disposal
B EDIEAICET b0 54 PEFE
Management Notification regarding books 5 years Disposal
gt [ 35 (2 BE 9~ % e SN 4 54F pETE
Use of Library Documents concerning use of books 3 years Disposal
FIH] MEOHMIZET LD 34 BEZE
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