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All businesses need to keep certain records for legal and commercial reasons The difficulty lies in knowing which 
documents should be kept and for how long Building on the success of the ICSA booklet A Short Guide to the 
Retention of Documents this updated and enhanced Guide provides an overview of the law and best practice relating 
to the retention and storage of key business documentation It outlines the main principles that should be applied when 
framing a re About the Author Andrew C Hamer Andrew C Hamer LLB ACIS a partner of The Mentor Partnership 
writes and lectures widely on company secretarial and legal issues He is assistant editor of the ICSA information 
service Company Secretarial Practice and editor of 
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1 acknowledgment this guidance was produced jointly by the institute of chartered secretaries and administrators icsa 
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products 2000 businesses use capterra each week to find the right software the hkics has full responsibility for 
ensuring that its examinations meet international standards and hong kong variant papers are now set in key 
examination subjects 
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