SHEBOYGAN COUNTY HISTORICAL SOCIETY RECORDS RETENTION POLICY
The Society's policy is to comply with local, state and federal laws regarding the retention and disposition of Sheboygan County Historical Society records.
The purpose of this policy is to ensure that necessary records and documents are adequately protected and maintained and to ensure that records that are no longer needed or of no value are destroyed at the appropriate time. This policy is also intended to preserve Society history.
Records management and retention policies apply to all records, regardless of format, whether they be paper, electronic, or microform (e.g., microfilm, microfiche, magnetic tapes, and CD-ROM), or other more traditional media. The Society encourages record retention in an electronic format whenever possible. Where paper records are converted to an electronic format that captures and retains all information contained in the paper documents (e.g., PDF files), preservation of the original paper documents may not be required.
The Secretary of the Sheboygan County Historical Society shall be responsible for the retention of records and the destruction of records following the retention period. Documents should be destroyed in a manner that ensures that all sensitive or confidential material can no longer be read or interpreted. This means that paper documents should be shredded, and electronic documents should be erased or otherwise rendered unreadable
The retention and disposition of the Society's records pursuant to this policy shall be overseen by the Audit committee.
The committee shall be responsible for the following:
a.
overseeing the process of identifying and evaluating which records should be retained;
b.
publishing retention and disposition schedules to maintain compliance with local, state, and federal
laws;
c.
annually reviewing the record retention and disposition policy; and
e. monitoring compliance with the record retention and disposition program.
Retention periods or deviations from specified retention periods should be made to, and implemented only after review by, the Audit committee.
Any destruction or disposal of documents pursuant to this policy shall be suspended whenever the Society reasonably anticipates litigation or is the subject of a subpoena, governmental audit, or investigation. Once the Society has notice of litigation, subpoena, governmental audit, or investigation, the Society must preserve all documents and records (both hard copy and electronic) that relate to the matter.
This policy applies to all records, as defined in the "definitions" section below, generated in the course of the Society's operations, including both original documents and reproductions, and paper and electronic documents. It also applies to records stored on computer and microform as well as paper records.
For the purpose of this policy, "record" shall be interpreted to mean:
By law, Society records are any papers, books, photographs, tapes, films, recordings, or other documentary materials, or any copies thereof, regardless of physical form or characteristics, made,
produced, executed, or received by the Society in connection with the transaction of Society business, and retained by the Society as evidence of its activities or functions because of the information contained therein.
A schedule of records and required retention periods relating thereto is attached to this document as Schedule A
Non-Records
Certain categories of materials are not considered records:
—Stocks of printed or reproduced documents kept for supply purposes when file copies have been retained for records purposes; for example, handbooks or manuals prepared for the instruction of a particular course.
—Books, periodicals, newspapers, and other library and museum materials made or acquired and preserved solely for reference or exhibition purposes.
—Duplicate microfilm.
—Preliminary drafts of letters, memoranda, reports, worksheets, and informal notes which do not represent significant basic steps in the preparation of the record document.
—Materials not filed as evidence for department operations that have no informational value, such as telephone call slips, letters of transmittal, routing slips, etc.
When there is any doubt as to whether or not any document (paper or other format), record, or group of records is a Society record, it should be considered an official record until determined otherwise.
Approval:
This policy was adopted by the Sheboygan County Historical Society on
.
SCHEDULE A RECORDS RETENTION POLICY
INSTITUTIONAL AND LEGAL RECORDS:
Articles of Incorporation
Charter
By-Laws
Minutes of Directors Meetings
Minutes of Board Committee
Meetings
Deeds and Titles
Leases
Patent & Trademark Records
State Qualification of Doing Business
FEDERAL TAX RECORDS
Form 990 and support
Form 990-T and support
IRS Exemption Application & Determination Letter
State Tax Exemptions
ACCOUNTING & FINANCIAL RECORDS
Accounts Receivable and Subsidiary ledgers
Uncollected Accounts
Accounts Payable and Subsidiary ledgers
1099 and other federal forms
Check Registers
Description of Accounting System
General Ledgers & Operating Ledgers
Program Annual Financial Reports
Annual Financial Statements & Audit Reports
LITIGATION RECORDS
Claims
Court documents & Records Discovery Materials Settlement Documents
INSURANCE RECORDS
Property & Liability Policies Insurance claims documentation

Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
While active + 6 years
While active + 12 years
Permanent
Permanent Permanent Permanent Permanent
10 years
10 years
10 years
10 years
10 years
Permanent
While active + 9 years
While active + 9 years
Permanent
While active + 9 years While active + 9 years While active + 9 years Permanent
While active + 12 years While active + 12 years
BANK RECORDS
Bank Statements,
7 years
Bank Reconciliation's and
Cancelled checks
7 years
PERSONNEL FILES
Duration of employment
plus 7 years
