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Record Title Record Code 
Reference 
Document 

Retention 
Period 

Storage 
Location 

Responsible 
Person 

Remarks 

Attendance 
Registers 

EOMS/ACA/REC/01 
Academic 

Policy 
5 years 

Department 
Office 

Class 
Coordinator 

Physical + 
Digital 

Internal 
Audit 

Reports 
EOMS/IAU/REC/02 Audit SOP 7 years IQAC Room 

Internal 
Audit Lead 

Confidential 

       

       

       

       

       

       

       

       

       

       

       

 

   


