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All businesses need to keep certain records for legal and commercial reasons. The difficulty lies in knowing
which documents should be kept and for how long. Building on the success of the "ICSA" booklet, "A Short
Guide to the Retention of Documents", this updated and enhanced Guide provides an overview of the law
and best practice relating to the retention and storage of key business documentation. It outlines the main
principles that should be applied when framing a retention (and disposal) policy and suggests minimum
retention periods for different types of documents based on good commercial practice and, where applicable,
the minimum retention periods required by law.The Guide is divided into two parts: Part I focuses on the
principles of framing a retention policy and the procedures and issues associated with retention, review and
disposal. It also looks at the practicalities of retrieval and storage systems, with particular emphasis on the
range of electronic storage methods and systems now available. Part II is divided into separate chapters for
different business areas, such as share registration, accounting and tax and health and safety. Each chapter
includes a commentary of the requirements for each topic area and a detailed retention schedule, which
makes recommendations for the retention of specific documents.This book: combines law and principle with
procedure and best practice; covers a wide range of regulatory areas - including company law, accounting
and tax and health and safety; and, features ten detailed schedules summarising retention recommendations
for a wide range of key business documents. It brought completely up to date to include coverage of:
Companies Act 2006; Electronic Communications Directive; Financial Services and money Laundering
Regulations 2007; New case law developments; And, penalties for obtaining, disclosing or selling personal
data under the Criminal Justice and Immigration Act 2008. Revised throughout, there is now expanded
coverage of: privileged documents; and, health and safety issues in relation to specialist areas of chemicals
and construction.
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From reader reviews:

Nancy Lowery:

Have you spare time for just a day? What do you do when you have more or little spare time? Yep, you can
choose the suitable activity for spend your time. Any person spent their spare time to take a walk, shopping,
or went to the actual Mall. How about open or maybe read a book eligible The ICSA Guide to Document
Retention? Maybe it is being best activity for you. You understand beside you can spend your time along
with your favorite's book, you can wiser than before. Do you agree with the opinion or you have other
opinion?

Lucille Chenier:

The book The ICSA Guide to Document Retention can give more knowledge and information about
everything you want. So why must we leave a good thing like a book The ICSA Guide to Document
Retention? Several of you have a different opinion about publication. But one aim that will book can give
many facts for us. It is absolutely suitable. Right now, try to closer together with your book. Knowledge or
facts that you take for that, you could give for each other; it is possible to share all of these. Book The ICSA
Guide to Document Retention has simple shape but you know: it has great and massive function for you.
You can look the enormous world by wide open and read a guide. So it is very wonderful.

Mary Crist:

People live in this new day time of lifestyle always aim to and must have the spare time or they will get wide
range of stress from both lifestyle and work. So , if we ask do people have extra time, we will say absolutely
sure. People is human not really a robot. Then we ask again, what kind of activity do you possess when the
spare time coming to you of course your answer will certainly unlimited right. Then do you try this one,
reading textbooks. It can be your alternative in spending your spare time, often the book you have read is
usually The ICSA Guide to Document Retention.

Nancy Herman:

The book untitled The ICSA Guide to Document Retention contain a lot of information on the item. The
writer explains her idea with easy approach. The language is very straightforward all the people, so do
certainly not worry, you can easy to read that. The book was compiled by famous author. The author will
bring you in the new period of literary works. It is possible to read this book because you can read more your
smart phone, or model, so you can read the book within anywhere and anytime. In a situation you wish to
purchase the e-book, you can wide open their official web-site as well as order it. Have a nice read.
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