Current Storage Records Retention Schedule

 

	Description
	Retention Period

	Advertising Rates
	 

	Antitrust Record (Last presented on ____)
	 

	Awards
	 

	Backgrounder/Fact Sheet
	 

	Benefits Information
	 

	Board List/Labels
	 

	Bylaws/Articles of Incorporation
	 

	Calendar of Events
	 

	Career Information
	 

	CE Information
	 

	Committees
	 

	Convention
	 

	Corporate Documents - State of Florida
	 

	Credit Bureau Report
	 

	Elections/Nominations
	 

	Financial Reports
	 

	Fundraising
	 

	Mgmt. Contract
	 

	Hotel Histories
	 

	Insurance
	 

	IRS Correspondence
	 

	IRS - Letter of Determination
	 

	Job Description
	 

	Laws and Rules
	 

	Local Chapter Info
	 

	Legislation - Upcoming Session
	 

	Legislation - Historical
	 

	Logos/Graphics
	 

	Minutes
	 

	Membership Brochure
	 

	Minutes (or in notebooks)
	 

	Mission Statement
	 

	National Affiliation Info
	 

	Newsletter (or in notebooks)
	 

	News Articles (on industry dated no more than 12 months unless VERY important)
	 

	Photos
	 

	Potential Advertiser/Exhibitor
	 

	Press Releases
	 

	Previous Management
	 

	Strategic Plan
	 

	Trade Press List
	 

	Tax Returns - State
	 

	Tax Returns - Federal
	 

	Other
	 

	Other
	 

	Other
	 

	Other
	 

	Other
	 


