
ST. ANDREW'S PRESBYTERIAN CHURCH


POLICIES AND PROCEDURES MANUAL


APPENDIX K


RETENTION SCHEDULE


A.
General FilesPRIVATE 


Most all of the material in the general files related to Building and Grounds, all Reports, Equipment Inventory, Construction Plans, Leases, Pastors' Housing Folders, etc.  These files do not contain any general correspondence, except correspondence relating to the above files.  Any correspondence mentioned above is minimal and needs no retention. 


1.
Recommendation



a.
Building and Grounds - Plans




This is a new file and should contain construction or architect plans for the Church and copies of plans under the current building renovations and all future plans should be filed here.



b.
Equipment File




This file should be brought up to date to include a record of all current equipment on hand in the Church (typewriters, office equipment, landscape equipment, video, etc.).  All future purchases of equipment should be filed in this folder.

B.
Reports File


This file contains records that relate to the functions of the Clerk of Session, i.e., periodic reports from each Commission, baptism Records, Dismissal Certificates and Transfers to and from St. Andrew's Church.


1.
Recommendation



These files should not be removed from the Church office at any time. 

C.
Forms File


This file contains blank forms, such as those required for use within the Church (baptism forms, marriage forms, worship attendance forms, etc.).

C.
Forms File  (Continued)


1.
Recommendation



Review forms periodically and destroy old forms. 

D.
Current Bulletin File


Only copies of current year and prior year bulletins are kept in this file.


1.
Recommendation



Prior year's file should be transferred to Permanent Bulletin file at end of each year.  Under this system, the file contains no more than 2 years bulletins.

E.
Network File 


Copies of current Network plus prior 2 years Network should be kept in this file. 


1.
Recommendation



None

F.
Clerk of the Session


Church Register and Minutes of the Session are kept in this file and are kept separate from all other files.  These records, record all Historical Records of the Church. 


1.
Recommendation



At some point in the future, these records should be microfilmed in the event the original records are destroyed.

G.
Personnel


At this writing, Personnel Records are not on file in the Church office.

G.
Personnel  (Continued)


1.
Recommendation



All Personnel Records should be on file in the Church office.

H.
Financial/Treasurer's Records


A complete and accurate accounting system is maintained by the Church 


Treasurer.  With the exception of paid bills, bank statements and canceled checks, all of the Treasurer's records are filed in the Church office, but are filed in his office.  Paid bills, bank statements and canceled checks are retained in the Church office.


1.
Recommendation



None under current system.

I.
Pledge Records


Pledge records are not filed in the Church office.


1.
Recommendations



Pledge Records should be filed in the Church office in a locked cabinet and sealed by the Pledge Record Secretary annually.

J.
Church Secretary


Correspondence files are very minimal and are retained by the Secretary and discarded on an annual basis.


1.
Recommendation



Some of the Church Secretary's files are confidential as well as other material from the Pastor, which is also confidential.  Recommend that the Secretary's desk be locked in the absence of the Church Secretary.  

PERMANENT RETENTION

GENERAL FILE




WHERE 

BY WHOM

Articles of Incorporation



Safe Deposit

Bus. Aff.


Building and Ground Plans/Specifications




B. & G.


Church By-Laws







C of S


Deeds and Titles




Safe Deposit

Bus. Aff.


Leases






Lockable File

Bus. Aff.


Memorial Trust Funds







Memorials


Mortgages-Grants, etc.




Safe Deposit

Bus. Aff.


REPORTS

Annual Church Reports



File Cabinet

Bus. Aff.


Presbyterian/Synod Statistical Reports





Audits






Lockable File

Bus. Aff.


Budget and Financial Reports



Lockable File

Treasurer


General Mission Pledge



Lockable File

Treasurer


Stained Glass Windows



Taxes-Exemptions Files, etc.



Lockable File

Bus. Aff.


Register








C of S


Minutes of Session




File Cabinet

C of S


Baptism








C of S


Dismissal








C of S


Certificates of Transfers to and from 


   St. Andrew's








C of S


BULLETIN FILE

Prior years only

 


File Cabinet

Worship


NETWORK FILE

Prior years only




File Cabinet 

Secretary

TEMPORARY RETENTION

EQUIPMENT FILE                          
    
        
WHERE 

BY WHOM  


Review periodically and destroy all





Bus. Aff./


material no longer needed



File Cabinet

B. & G.  


COMMISSION REPORTS

Retain reports for the prior 3 






Chairs &


years along with the current report


File Cabinet

C of S


NETWORK FILE

Retain copies of Network for the prior


2 years and file oldest year in 


permanent file





File Cabinet

Secretary


PERSONNEL

Retail files for 5 years after termination


of employee.  (Pastor's file is permanent)

Lockable File

Personnel


INSURANCE FILES

Policies - retain for prior 3 years only


Lockable File

Bus. Aff.


Claims - retain copy of claim forms for 


prior 5 years only




Lockable File

Bus. Aff.


Permission Slips - retain copies of slips


for prior 3 years only




Lockable File

Bus. Aff.


MEMBERSHIP FORMS

Retain forms for prior 3 years only


FINANCIAL                                

              WHERE               BY WHOM

Retain the following for prior 3 years:



Bank Statements



Lockable File

Treasurer



Canceled Checks



Lockable File

Treasurer



Expense Vouchers



Lockable File

Treasurer



Pledge Records



Lockable File

Treasurer
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