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[Insert name of individual responsible for recordkeeping] will be responsible for filing and maintaining all STC-related documentation including licenses, classifications, advisory opinions from the government, bills of lading and all other transactional information.  
The files shall be maintained for 5 [or country specific] years and will be located in [Room X in Building Y].  [Describe multiple locations if necessary including the physical location of any hardcopy files that may need to be sent to a warehouse due to space limitations].  The following personnel will have access to the files
Name/Title and telephone
Name/Title and telephone
Name/Title and telephone
[and any other personnel or staff identified due to their related role or responsibility]
If you have any questions regarding [insert enterprise name] documentation requirements, please contact [Insert name of individual responsible for recordkeeping] at the telephone number above.

Sincerely,

[To be signed and communicated by the CCO]

