ARMA – MADISON 
RECORDS RETENTION AND DISPOSITION SCHEDULE

Last revised October 10, 2006
	Record Series
	Office of Record
	Active
	Retention Archives
	Total
	Disposition

	
	
	
	
	
	

	FINANCE & ACCOUNTING
	
	
	
	
	

	
	
	
	
	
	

	Accounts Receivable
	TR
	CY + 2 yrs
	4 yrs
	CY + 6 yrs
	Shred

	
	
	
	
	
	

	Audit Reports
	TR
	CY + 10 yrs
	LA
	LA
	Archives

	
	
	
	
	
	

	Balance Sheet
	
	
	
	
	

	    Revenue/Expense Reports
	TR
	CY + 2 yrs
	4 yrs
	CY + 6 yrs
	Shred

	
	
	
	
	
	

	Bank Statements -
	TR
	CY
	6 yrs
	CY + 6 yrs
	Shred

	   Cancelled Checks
	
	
	
	
	Shred

	   Check Stubs/Register
	
	
	
	
	Shred

	
	
	
	
	
	

	Budgets
	TR
	CY + 2 yrs
	-
	CY + 2 yrs
	Shred

	
	
	
	
	
	

	Check Stubs/Copies of Checks
	TR
	CY + 1 yr
	-
	CY + 1 yr
	Shred

	
	
	
	
	
	

	Financial Reports -
	TR
	CY + 2 yrs
	4 yrs
	CY + 6 yrs
	Shred

	    Trial Balance
	
	
	
	
	Shred

	    General Ledger
	
	
	
	
	Shred

	    AR Detail/Summary
	
	
	
	
	Shred

	    AP Detail/Summary
	
	
	
	
	Shred

	
	
	
	
	
	

	Deposit Advices
	TR
	CY + 1 yr
	5 yrs
	CY + 6 yrs
	Shred

	
	
	
	
	
	

	Disbursements
	TR
	CY + 1 yr
	5 yrs
	CY + 6 yrs
	Shred

	
	
	
	
	
	

	Expense Reports
	TR
	CY + 2 yrs
	4 yrs
	CY + 6 yrs
	Shred

	
	
	
	
	
	

	Invoices, Paid Credit
	TR
	CY + 2 yrs
	4 yrs
	CY + 6 yrs
	Shred

	    Card Transactions
	
	
	
	
	

	
	
	
	
	
	

	Journal, Posted
	TR
	CM + 1 yr
	-
	CM + 1 yr
	Shred

	Journal, Unposted
	TR
	CY
	-
	CY
	Shred

	
	
	
	
	
	

	Purchase Order/Bid Files
	TR
	CY + 2 yrs
	4 yrs
	CY + 6 yrs
	Shred

	
	
	
	
	
	

	Tax Reports/Records
	TR
	CY + 2 yrs
	4 yrs
	CY + 6 yrs
	Shred

	
	
	
	
	
	

	Adjustments
	TR
	CY + 2 yrs
	4 yrs
	CY + 6 yrs
	Shred

	
	
	
	
	
	


	Record Series
	Office of Record
	Active
	Retention Archives
	Total
	Disposition

	
	
	
	
	
	

	ADMINISTRATION
	
	
	
	
	

	
	
	
	
	
	

	Activity Reports - 
	
	
	
	
	

	    Committees
	SE
	CY + 2 yrs
	HR
	CY + 2 yrs + HR
	Archives

	    Officers
	SE
	CY + 2 yrs
	HR
	CY + 2 yrs + HR
	Archives

	
	
	
	
	
	

	Awards -
	PR
	CY + 1 yr
	LA
	LA
	Archives

	
	
	
	
	
	

	Correspondence -
	SE
	CY + 1yr
	HR
	CY + 1yr + HR
	Shred/ Archives

	
	
	
	
	
	

	Insurance Policies
	TR + SE
	ACE + 6 yrs
	-
	ACE + 6 yrs
	Shred

	
	
	
	
	
	

	Library Index
	LI
	SU
	-
	SU
	Shred

	
	
	
	
	
	

	Management Audit Reports
	PR
	CY + 10 yrs
	-
	CY + 10 yrs
	Shred

	
	
	
	
	
	

	Records Retention Schedules
	SE
	SU + 10 yrs
	-
	SU + 10 yrs
	Shred

	
	
	
	
	
	

	Studies and Reports
	LI
	CY + 10 yrs
	LA
	LA
	Archives

	
	
	
	
	
	

	CORPORATE
	
	
	
	
	

	Articles of Incorporation
	SE
	LA
	-
	LA
	Archives

	
	
	
	
	
	

	Banking Resolutions
	TR
	SU + 2
	-
	SU + 2
	Shred

	
	
	
	
	
	

	Bylaws
	SE
	LA
	-
	LA
	Archives

	
	
	
	
	
	

	Chapter Charters
	SE
	LA
	-
	LA
	Archives

	
	
	
	
	
	

	Contracts
	BD
	ACE + 6 yrs
	-
	ACE + 6 yrs
	Shred

	
	
	
	
	
	

	Membership Lists
	ME
	CY + 2 yrs
	8 yrs
	CY + 10 yrs
	Archives

	    (year end only)
	
	
	
	
	

	
	
	
	
	
	

	Minutes of Meetings/ 
	SE
	CY + 10 yrs
	LA
	LA
	Archives

	    Agenda Items
	
	
	
	
	

	
	
	
	
	
	

	Operating Manuals
	PR
	SU + 2 yrs
	8 yrs
	SU + 10 yrs
	Archives


	Record Series
	Office of Record
	Active
	Retention Archives
	Total
	Disposition

	
	
	
	
	
	

	PUBLIC RELATIONS
	
	
	
	
	

	
	
	
	
	
	

	Annual Report
	PR
	CY + 2 yrs
	LA
	LA
	Archives

	
	
	
	
	
	

	Brochures
	SE
	CY + 2 yrs
	HR
	CY + 2 yrs + HR
	Archives

	    (2 copies each)
	
	
	
	
	

	
	
	
	
	
	

	Newsletters (2 copies each)
	NE
	CY + 2 yrs
	LA
	LA
	Archives

	
	
	
	
	
	

	Photographs *
	LI
	Current
	LA
	LA
	Archives


· Chapter archivist should plan for migration of the current digital photographs to the most current, standard storage medium.

LEGEND FOR ASSOCIATION RECORDS

RETENTION AND DISPOSITION SCHEDULE
RECORDS RETENTION PERIODS:

AAD
=
After Asset Disposed Of

AC
=
After Annual Conference and Exhibition

ACE
=
After Contract Expires

ACT
=
Active

AE
=
After Enrollment

AET
=
After Employee Terminates

ARD
=
After Records Destroyed

CM
=
Current Month

CY
=
Current Year

HR
=
Subject to Historical Review

LA
=
Life of Association

LOP
=
Life of Plan

SU
=
Until Superseded

OFFICE OF RECORD ABBREVIATIONS:

BD       =         Board of Directors

LI         =        Librarian

ME       =        VP - Membership

NE       =         Newsletter Editor

PR        =         President

SE        =         Secretary

TR        =         Treasurer
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