NDA Circulation, Tracking and Maintenance 

Purpose: To provide guidance on tracking and maintenance, customers, vendors, and suppliers sign NDAs.  Note: All employees complete an NDA upon hiring with the company, which they use for the duration of their employment.
Scope: Ensure all NDAs are on file for the protection of Metro Plastics Technologies, LLC., as well as customers, vendors, and suppliers.
I. – Tracking  
1. The NDA Tracking e-Log L80.7004.1 will be utilized to ensure that all NDAs are accessible in a format that allows quick access for the company and expires in a central location. Within the L80.7004.1, you will find the following headers:

a. Company names are entered in alphabetical order 

b. Enter Vendor / Supplier or Customer 

c. Indicate the date signed by Customer and Metro’s President 

d. Agreement Timeframe 

e. Expiration Date 
f. Path of which document can be located 

g. Link the document utilizing hyperlink action and locating the path
II. – Maintenance 
1. Audit for the NDA List L80.7004.1 shall be conducted once a year to review dates that NDAs have expired or are no longer active.  

2. NDAs that have reached the end of their retention period should be kept in the obsolete folder under Compliance (J:) NDA\Obsolete.
3. Note that all employees once they join Metro Plastics Technologies, LLC., complete a blanket NDA upon hire.
Reference:
Work Instructions
80.7001QMS               QMS NDA
Forms & Logs

F80.7001.1
Condition of Acceptance
L80.7004.1
NDA -Tracking E- Log, Location: (J:) NDA
80.7002ADMIN


Lindsey Hahn


6/10/09





Latest Revision


7/16/2025


Revision 8














	Policy
	Procedure
	WI
	Form
	Retention

	8
	8.1
	80.7002ADMIN
	
	LOP


Page 1 of 1



