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RECORD-KEEPING POLICY 

 

General rules 

1. This policy aims to promote the standardization, 
institutionalization and optimization of the company's 
archival works, to further harmonize the management of 
the company's rating archives and to improve the rating 
files management, in compliance with the Securities and 
Futures Ordinance, Securities and Futures (Keeping of 
Records) Rules, and Code of Conduct for Persons Providing 
Credit Rating Services and other relevant laws and 
regulations, applicable to CSPI Credit Ratings Company 
Limited (“Company”). 

 

2. The archives specified in this policy refer to a 
collection of all historical records in various forms of 
writing, charts, audiovisual images, computer disks and 
objects, including documents, photo files, image files, 
electronic files, physical files and specialized business files, 
which are formed during the work of the Company. This 
policy is applicable to all business lines of the Company. 
 

3. The Company implemented a centralized 
management system for non-rating related archives. The 
documents, photographs, images, electronic files, physical 
files and specialized business files of non-rating related 
departments should be kept in accordance with the 
principle of centralized management, and in accordance 
with the established classifications to ensure that all 
archives are complete, authentic, accurate, safe, 
confidential, identifiable and efficient. 

 

4. The rating archives are managed by the 
designated personnel of the rating department. The 
designated personnel must keep archive confidential, 
except for when archives are borrowed in accordance with 
this policy. 

 

5. All employees of the Company must ensure that 
relevant archives are complete, authentic, accurate, safe, 
confidential, identifiable and efficient, and shall archive 
various materials in the course of business in accordance 
with provisions of the Record Keeping Policy, and no 
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individual shall use any Company’s documents as his/her 
own, and/or refuse to archive it. The company shall reward 
any person for outstanding archival work; the Company 
shall initiate disciplinary action against a person who 
causes damage, loss, and/or alteration, and/or makes an 
unauthorized copy/ publication and/or destruction of 
archives; If an activity has constituted a forgery or 
unauthorized access and sale of archives, the case shall be 
transferred to the law enforcement authorities for 
investigation.  
 

Types of Rating Archives and its 
Governance 

 

6. The Rating Committee files include: 
 

I. Materials used in the process of rating analysis 
and writing rating reports. 

 

II. Working papers and records generated during the 
rating process as a result of the initiation, revision, 
and withdrawal of ratings. 

 

III. Rating Committee materials. 

 

IV. Rating reports. 

 

V. Internal control records generated in the rating 
process. 

 

VI. Other written records produced in the rating 
process. 

 

7. The Methodology Committee files include: 

 

I. Rating criteria and models. 

 

II. Materials used to develop rating criteria and 
models. 

 

III. Other relevant documents approved by the 
Methodology Committee. 
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8. The rating files should be kept in paper-based or 
electronical form in Chinese or English.  

 

9. The rating archives shall be kept confidential. 

 

Completion of Committee archives 
 

10. The Committee secretary shall save the 
Committee documents after the Committee. The 
designated personnel appointed by a Responsible Officer 
(“RO”) shall keep the statistical form of the Committees, 
and sends a notice to all ROs and compliance department 
at the beginning of each month regarding the status of 
filing of the Committees of previous month. 

 

Storage of Archival Data 
 

11. All rating archives shall be kept for no less than 7 
years after the expiry of evaluated securities or after the 
expiry of the rating engagement, whichever is later 
(“Retention Period”). 

 

12. Relevant departments should regularly carry out 
inspections of archives, and should spot, troubleshoot and 
report problems in a timely manner.  

 

13. Paper archives should be placed in designated 
areas. File storages must be equipped with lockers and 
ensure reasonable protection from theft, pollution, dust, 
moisture, and misuse. Smoking is strictly prohibited in all 
premises of the Company. Archives must be kept neat, 
clean, and organized. 

Borrowing and Utilization of Archives 
 

14. Only the following persons can borrow the rating 
files for the purpose of rating, review or compliance: 
 

I. A RO, a Chair of the rating committee or a 
compliance officer; 
 

II. Analysts of the rating projects (including initial 
ratings, surveillance ratings and other rating 
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projects of the same rating target) upon a written 
approval of a RO. 
 

III. Committee members upon a written approval of 
the rating committee chair. 
 

IV. Other staff upon the written approval of a RO. 
 

15. Borrowers shall not lend or share rating files with 
others. 
 

16. No one shall use confidential information 
contained in the rating files to engage in transactions in 
shares of rated securities or entities through the accounts 
of the borrowers’ spouse, partner, minor children, or any 
account controlled by them.  
 

Identification and Destruction of Archives 
 

17. Rating archives can be destroyed after the expiry 
of Retention Period. Before destruction, the archived 
documents must be identified and confirmed by the 
relevant department heads and an RO. Any files that have 
not been confirmed for destruction shall be retained for a 
longer period of time, determined by the head of the rating 
department and an RO. 
 

Penalties 
 

18. For any of the following circumstances, 
depending on the severity of the situation, the Company 
shall initiate disciplinary action including but not limited to 
a warning, criticism in a circulated notice, or even dismissal: 
 

I. Refusing to transfer relevant files to archive 
personnel in accordance with the Company's 
policy, using the archived materials as a personal 
property or embezzling it for other purposes; 

 

II. Fabricating, altering, making unauthorized copies 
and transcripts, extracts, leaking out or destroying 
the documents; 
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III. Damaging or losing documents due to improper 
safekeeping. 
 

19. Any person who commits any activities as 
described in articles 18(I), (II), (III), shall be reported to the 
compliance officer. 
 

 


