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National Chung Hsing University Archives Suggestion Table: Adding or Amending the File Name
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KT RRA ?:? & % 7 o According to 8.4.2 of the agency's archives management operatlon manual, after the archived cases are classified, files of the same nature and related ¢
ase details should be merged under the same case name. If there are no previous cases that can be merged, a new case should be created and given a brief case name.
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e classification and retention period division table, it is applicable starting January 1, 2020. If your organization does not find an applicable case name in the annual file classificat

ion list (see announcement board), and you need to modify the case name or add a new case, please fill in the fields such as case number and case name in the suggestion form. Af
ter approval by the contact person and unit’s supervisor, return it to the clerical department for processing.




