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Public Risk Management Association 

Records Retention Policy
In order to comply with legal and accounting standards related to the maintenance of PRIMA records, yet be able to identify and dispose of unnecessary records, the following records retention schedule has been developed.  Computer/electronic records should be maintained in accordance with the same schedules as paper records as set forth below.  

Note:  All retention periods shall be suspended for any records that are the subject of legal action (e.g. subpoena, litigation, investigation).  

Schedule:

I. Accounting Records

1. Accounts payable and receivable, other subsidiary ledgers – 7 years

2. Audit reports – Permanent
3. Bank Reconciliations – 3 years
4. Bank statements – 3 years
5. Chart of Accounts -- Permanent
6. Budgets – 3 years

7. Deposit Slips – 3 years

8. Expense reports – 6 years

9. Canceled checks (other than those viewed as important corporate records) – 3 years

10. General ledgers and journals – Permanent

11. Payment vouchers – 7 years

12. Contractor time cards – 7 years 

II. Business Operation and Corporate Records

1. General Business Operations 

a. Checks given in payment for taxes, for property, and on major contracts – Permanent

b. Exemption and resale certificates – 4 years following completion of last sale covered by certificate
c. Leases and contracts – Life of contract plus 3 years

· Includes registration forms, hotel and vendor contracts, and other agreements, documents, forms relating to annual conference – 3 years 

· Drafts – 1 year from finalization

d. Membership records, including applications and payment information – life of membership plus 3 years

e. Tax records, including returns and working papers – Permanent 

f. Purchase orders – 3 years

g. Requisitions – 3 years

h. Sales contracts – Life of contract plus 3 years

i. Sales Invoices – 3 years 

2. Shipping and Receiving Records

a. Export declarations – 3 years

b. Freight bills – 3 years

c. Manifests – 3 years 
d. Shipping and receiving reports – 3 years

e. Waybills – 3 years

f. Bills of lading – 3 years

3. Business Plant and Location Records

a. Leases – 8 years from expiration

b. Contracts for Improvements – 8 years from expiration of lease
4. Corporate Records 

a. Copyright records – Permanent

b. Trademark registration records – Permanent

c. Board of Directors & Executive Committee minutes – Permanent

· Meeting backup materials – 3 years  
d. Committee minutes – 7 years

· Meeting backup materials – 3 years

e. Chapter formation and incorporation records – Permanent

5. Correspondence Files * (see Miscellaneous below)

a. General business correspondence – 3 years

b. Correspondence related to licenses or permits – Permanent

c. Production-related correspondence – 8 years

d. Legal, including tax, correspondence – Permanent

6. Insurance Records

a. Accident reports/claims – Permanent
b. Current and expired policies – Permanent

c. Insurance claims – Permanent 
III.  Personnel Records

1. Employment Contracts – Permanent
2. Employment Application/Resumes – 1 year

3. Employee Handbook, Policies – Permanent

4. Payroll records and summaries – 7 years 

5. Pension records – Permanent

6. Personnel files on terminated employees – 7 years from termination 

7. Retired and related papers – Permanent

8. Withholding tax statements – 7 years 

IV. Products, Services and Publications (including Conference materials)

Books, magazines, other publications, media kits and all Conference and other Society materials (e.g., research reports, surveys) – retain one copy permanently for reference purposes.  Maintain a reasonable supply on a current basis for anticipated requests.  
V. Miscellaneous
1. All drafts should be kept no more than 6 months from finalization of documents

2. General Computer and Network backup should be retained for one (1) full calendar year

3. *Correspondence files:  all files in Outlook should be reviewed monthly and non-business related correspondence deleted at that time.  Business related correspondence should follow time periods above.

4. Anything that does not fall within above categories – 6 years 
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