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Examples

= | eqgal paper
= Articles of incorporation

= Titles to property

* Personnel records

forming an organisation’s
araions = Sales records

+ Financial and tax records
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is Records as Evidence in Business Transactwn% Il

O o] Reason Organisations Keep Documents in a Proper Manner -% I|

m— Conduct business in an orderly, efficient and accountable manner I|

»— Provide continuity in the delivery of services

m—= Provide continuity in the event of a disaster

m»— Maintain the cerporate, personal er collective memory

I m— Support and decument policy formation and managerial decision-making
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