Rules for Handling Official Documents
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Article 1 (Purpose)
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The purpose of these regulations is to establish
the standards necessary for document storage
and management, and to ensure proper and
smooth document storage and management.
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Article 2 (Scope of Application)
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These regulations cover all documents, rules,
drafts/proposals, contracts, purchase orders,
reports, charts, statements, account books, and
all other records necessary for club business
which are created or acquired in the process of
operations that require preservation for a
certain period of time. Recording is not limited
to paper, but includes all electromagnetic
recording of microfilm, magnetic tape, optical
discs, magnetic disks, etc.
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Article 3 (Attribution)
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Documents created or obtained in the process
of carrying out club business must have a clear
administrator. In addition, the ownership of the
document and all other rights pertaining to them
vest in the club and cannot be privately held.
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Article 4 (Management)
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The general affairs department shall be in
charge of documents.
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Article 5 (Confidential Documents)
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1) A confidential document is a document
whose contents must not be leaked to
others, and is a document that falls under
any of the following.

1. Matters related to important policies and
important meetings such as the Board of
Directors or personnel and accounting-
related matters that are not allowed to
be disclosed to anyone other than the
relevant departments that handle them
in their duties.

2. Those that are prohibited from being
disclosed to anyone other than the
parties by contract, agreement or
agreement.

3. A document contamme "business
information" or “technical information"
necessary to maintain a competitive
advantage.

2) If any doubt arises regarding the judgment
of a confidential document stipulated in
Article 5(1), the department manager who
holds the confidential document shall make
a judgment.
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Article 6 (Obligation to preserve)
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Documents that are required by law, the articles
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of association, internal rules and other
provisions to be retained for a certain period of
time, and documents necessary for each
department to carry out its business (hereafter

RELGEINEGLEL, "documents to be preserved") must be
preserved.
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1. In each department, the documents
necessary to carry out the work must be
reliably stored at all times so that they can
be retrieved immediately when necessary,
and efforts must be made so as not to
interfere with the work.

2. The department head must sort and
organize the necessary documents and
save them according to the following
categories.

1. Electromagnetic recording:
Predetermined file folder
2. Hard copy: Storage shelf or warehouse

3. Especially important documents such as
confidential documents must be stored
according to the following categories to
avoid loss or theft.

1. Electromagnetic recording:
Predetermined file folder
2. Hard copy: Locked place
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Article 8 (Document Preservation Manager)
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The person in charge of document storage
(hereafter the "Manager") shall work under the
general affairs department manager.

F 9 F(XERFEERIR)

Article 9 (Document Storage Management
Ledger)
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1. The Manager must create and manage a
document storage management ledger
(hereafter "Management Ledger") for
documents with a retention period of 10
years or more specified in Article 10.

2. For business contracts and other
documents to be stored that can be
managed by an electronic system, the
relevant data shall be used as the
Management Ledger.
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Article 10 (Retention Period)

[y

SHTER. ERHAREF LT
DGERE ) ICEIEM . XEZRFL

BlIIhEEoiE0, XEOFREFRIEH

RE1ARE 2 D@ENET D, FIRE

1. AR 2. ZSECRFHREOED

BEXECDNTIE., FBLXEICETS

LOEL., BIEEFETEDOHIBRICHE,

2. REYRZEICTIEAEXEZREFFC

REITZEEE. HEORWMDICH

Do

3. XENSTEOHIMICONT, BEDHD

1. The club must retain documents for a
specified period based on laws, the Articles
of Assaociation, internal rules, etc. (hereafter
"Decree, etc."). The retention period shall be
as shown in Appendix 1 and Appendix 2.
Documents for which the retention period is
not specified in Appendix 1, Appendix 2, or
laws and regulations shall be in accordance
with the period for similar documents in the
judgment of the Manager.

2. When related documents with different
retention periods are stored together, they
shall be stored for the longer retention
period.
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3. If there is any doubt regarding document
classification, the Manager shall make a
judgment.
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Article 11 (Calculation of storage period)
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The starting date of the retention period of the
documents specified in Appendix 2 is
calculated from the first day of the year
following the year in which the document was
created or acquired.
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Article 12 (Shortening and extension of
storage period)
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Documents that have passed the retention
period, or documents that are within the
retention period, but whose retention period is
doubtful, should be either discarded or stored
for an additional fixed period in accordance with
the judgment of the Manager.
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Article 13 (Storage location)
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1. Documents shall be stored in a dedicated
place conducive to organized management.

2. The "dedicated place conducive to
organized management” stated in the
previous paragraph means an office or
archive (a place the document manager
recognizes as a dedicated place conducive
to organized management of the
document).
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Article 14 (Principle of complete deletion
and disposal)
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Documents that have passed the retention
period are to be, in principle, incinerated or
shredded in the case of paper documents, and
completely deleted from all file folders in the
case of electromagnetic records, in order to
prevent the leakage or misuse of confidential
information.
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Article 15 (Penalties)
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If officers or employees violate these
regulations, either intentionally or by gross
negligence, the penalty shall be decided with
reference to the Rules of Employment.

5 16 S (SHBE)

Article 16 (Amendment and Abolition)
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The amendment or abolition of these
regulations shall be by a resolution of the board
of directors.
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Supplementary Provisions
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These rules shall be effective from March 4,
2021.
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These rules are adopted in both the English
and Japanese. In case of any disagreement
between the two, the English language version
shall prevail.




