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PROCEDURE FOR THE RETENTION OF INVESTIGATION RECORDS 

 

1. General  

1.1. The purpose of this Procedure for the retention of records of official investigation 

activities (hereinafter referred to as the “Procedure”) is to regulate the processes related 

to the creation, registration, review, retention, protection, database establishment, use, 

and transfer of such records to the State archives for permanent preservation. 

2. Organization of Records Retention Activities 

 2.1. Activities related to the creation, registration, review, retention, protection, and use 

of records generated in the course of official investigation activities shall be 

implemented. 

2.2. The Bureau shall designate a full-time records management officer responsible for 

records and information management. 

2.3. Records of investigation activities shall comprise the following: 

2.3.1. Documentary evidence 

2.3.2. Preliminary report 

2.3.3. Draft report 

2.3.4. Final report 

2.4. Retention Period 

2.4.1. In accordance with Article 27.1.11 of the Law of Mongolia on “Archives and 

Official Recordkeeping,” official documents shall be stored in the records storage room 

for 8 years. 

2.4.2. After the retention period in the records storage room expires, the documents 

shall be regularly transferred to the state archives. 

3. Records Compilation and Registration 

3.1. The records and information management officer shall be responsible for arranging, 

filing, and preparing descriptions of records that are complete, accurate, duly 

maintained in accordance with the approved list, page-numbered, and accompanied by 

an internal inventory and a certification sheet. 

3.2. To ensure the integrity of records, each page containing text of all records, whether 

for permanent or temporary retention, shall be numbered in Arabic numerals in the 

upper right corner. 



3.3. The staff member responsible for compiling the documents shall prepare an internal 

inventory and indicate the totals and quantities in both figures and words. The inventory 

shall include the staff member’s position, signature, printed name, and the date (year, 

month, and day), and shall be attached to the front of the file. Any amendments or other 

relevant information shall be recorded in the “Remarks” section. 

3.4. Paper and electronic documents shall be classified by retention period and 

recorded in separate registers. 

4. Document retention and protection 

4.1. The document storage facility shall be protected against disasters, environmental 

hazards, unlawful interference, and other risks that may result in damage or loss of 

documents. 

4.2. The responsible unit shall ensure the integrity and security of documents by 

providing appropriate storage and protection conditions, in accordance with established 

storage procedures, and implementing preventive measures against potential risks. 

4.3. The document storage facility shall be located in a dedicated room. 

4.4. The document storage facility shall meet the following requirements: 

4.4.1. It shall be located on the shaded side of the building, on the ground floor, in a 

location where documents are not exposed to direct sunlight, and shall be separated 

from offices, public areas, catering facilities.  

4.4.2. The facility shall be fully equipped with fire safety equipment, ventilation systems, 

and related technical means, including fire extinguishers. All primary and backup fire 

protection equipment shall be maintained in good working condition and shall be intact 

and free from defects. 

4.4.3. The facility shall be secured against unauthorized access and unlawful 

interference and shall be fitted with an outward-opening reinforced metal door. The door 

shall be lockable and sealable. 

4.5. The document storage facility shall be equipped with the following essential 

equipment and technical means: 

4.5.1. a ventilation system; 

4.5.2. an automatic gas fire suppression system, fire extinguishers, and basic 

firefighting equipment; 

4.5.3. dedicated storage cabinets; 

4.5.4. a humidifier; 

4.5.5. humidity and temperature measuring devices. 



4.6. The document storage facility shall comply with established requirements for 

lighting, temperature and humidity, sanitation, and hygiene. 

4.7. The temperature and humidity levels in the document storage facility shall be 

regulated according to the type of documents stored. The temperature and humidity 

conditions shall be as follows: 

 

 

 
 
 

Table 1 
 

№ Type of document Temperature(С) Relative Humidity (%) 

1 2 3 4 

1 Paper documents (+14)-to (+19) 50-55 

2 Film 

Black and 
white not exceeding (+10)-(+15)- 40-55 

Colour ≤-5 40-55 

3 
Photographic 

film 

Black and 
white ≤+15 40-55 

Colour ≤-5 40-45 

4 
Photographic 

paper 

Black and 
white 

(+15) to (+20) 40-55 

Colour (+2) to (+4) 40-55 

5 Magnetic tapes and disk-

based media 
(+15) to (+20) 50-65 

6 Video film (+4) to (+10) 50-65 

 
 
 



5. MISCELLANEOUS 

5.1. The following actions shall be prohibited: 

5.1.1. accepting documents that are incomplete or not fully certified; 

5.1.2. removing documents from the storage facility, transferring them to others, taking 
photographs, copying them onto portable electronic media, making video recordings, or 
stealing them, except as permitted by law or with proper authorization; 

5.1.3. damaging, losing, tearing, marking, altering, or otherwise degrading documents, 
or disrupting the order and arrangement of documents stored on shelves, in cabinets, 
boxes, files, or envelopes; 

5.1.4. causing fires, smoking, using electrical heaters, or storing flammable or explosive 
substances, chemicals, food products, or other foreign materials in the document 
storage facility. 

5.1.5. Employees are prohibited from entering the records storage room without 
permission from the head of the office or the chief inspector. 

 


