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User Guide: Maintenance and Protection of Hardcopy Records

· Quality Records must remain legible, readily identifiable and retrievable.
· Hardcopy Records must be stored in a suitable environment to protect and prevent damage or deterioration and in a manner to prevent loss.

· Harcopy Records boxed for long-term storage must be labeled with Name of the record, Date interval of the record, and Dispostion (ex: destroy date, maintain indefinitely, etc.).
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