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RECORD RETENTION POLICY

I. PURPOSE

This policy establishes a standardized record retention policy for the Public Agency Risk Managers Association (PARMA). Each year PARMA generates and receives hundreds of documents and records.  By adoption of this record retention policy the PARMA Board of Directors is establishing that the necessary records and documents are being maintained and that those no longer needed can be discarded at the proper time.  

II. APPLICABILITY

This policy applies to all physical records generated in the course of PARMA’s operations, including original and reproductions of documents.  This also applies to electronically stored information.
III. RETENTION PERIODS

The “Class” indicates at what point documents may be deleted or destroyed.  Definitions of classes are as follows (years indicated are from the October 1, following dates of last activity):


Class A
Indicates permanent record

Class B
Indicates a record worthy of temporary preservation and may be destroyed  



After 7 years

Class C
Indicates a disposable record which may be destroyed after 3 years

Class X
Indicates an exception document or record
Most correspondence should be retained for the same period as the document they pertain to or support.   Not all e-mail or other electronically stored information needs to be retained.  It will depend on the subject matter and the retention schedule defined in this policy.  In certain cases a document will be maintained in both paper and electronic form.
IV. MAINTENANCE OF RECORDS

The records described in this policy shall be maintained by either the Secretary–Treasurer of PARMA , the Chapter Secretary-Treasurer, or the PARMA contract consultant as outlined in the following tables:

1. PARMA Secretary-Treasurer

2. Chapter Secretary-Treasurer

3. Contract Contractor
V:
DESTRUCTION OF RECORDS

When documents or records have reached destruction dates, a record of destruction date and type of document will be completed using the attached form, and forwarded to the PARMA Secretary-Treasurer for retention.
VI:
TYPES OF FILES/RECORDS - LENGTH OF RECORD RETENTION
OFFICE / ADMINISTRATION FILES

	Type of File
	Class
	Responsible for Maintaining

	Board of Director Applications
	A
	1

	Conference Reports/Records
	B
	1,3

	Conflict of Interest Forms
	A
	1

	Contracts
	B
	1, 3

	Insurance Policies
	B
	1

	Membership Records
	B
	3

	Minutes/Agendas
	A
	1

	Miscellaneous
	C
	1,2,3

	Nominating Committee Records
	A
	1

	Scholarship Records
	B
	1


FINANCIAL FILES
	Type of File
	Class
	Responsible for Maintaining

	Cancelled Checks, Invoices, Bills, Bank Statements, Credit Card Statements, Deposit Records, other Financial Reports
	B
	1, 3



	Chapter Checking Acct. Records
	B
	2

	Income Tax Files
	B
	1

	Inventory of Equipment
	A
	1,3

	Misc. 1099 documents
	B
	1


LEGAL DOCUMENTS

	Type of File
	Class
	Responsible for Maintaining

	Articles of Incorporation
	A
	1

	By- Laws
	A
	1

	Correspondence/Opinions from

Legal Counsel
	A
	1

	Misc. Legal Documents
	A
	1

	Non-Profit filings with Secretary of State
	A
	1


VII:
EFFECTIVE DATE

The effective date of this Policy is :  April 24, 2010  (Board Approval Date)
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________________________________


______________________________

Susan Eldridge





Bryant Newcomb

Secretary-Treasurer





President

RECORDS DESTRUCTION FORM

The records listed below are scheduled to be destroyed, as indicated on the Record Retention Policy of the Public Agency Risk Managers Association.
Description




Document Date(s) (Start-End)


DOCUMENTS HAVE BEEN REVIEWED AND APPROVED FOR DESTRUCTION:

__________________________

___________________________


Responsible Person




Date

Date Scheduled for Destruction:________________


___________________________

___________________________

PARMA Secretary-Treasurer


Date Approved 

-----------------------------------------------------------------------------------------------------------------------------
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