016-1
RECORDS MANAGEMENT GUIDE

This manual provides guidance for storing and destroying records retained by groups within the
church. Following these guidelines will make record keeping and document retention decisions easier.
As records are developed, make decisions about retention and storage when the documents are no
longer needed on a regular basis. For example, financial records need to be kept for a fairly long period
of time. Attached to this guide is a retention schedule for common office records. This schedule can
provide assistance as agencies decide how long to maintain a record.

First, determine what records exist and how frequently they will be used. This information can be entered
on the PCA Record Management Form (see following page). The following comments may help clarify
various parts of the form.

Type of Record: One form should be created for each record type or sub-type

Examples of types of records could include:
Financial/Balance Sheet, Ledgers, Canceled Checks
Administrative/Minutes, Reports, Correspondence
Legal/Contracts, Property Titles
Insurance/Copy of Policy, Claims
Personnel/Pay Records

Date(s) - should be inclusive for all documents within a record set, e.g., 1998, or 1985-1988
Location — Record location if other than the local office file, i.e., filed in Box 7 in Room 135
Physical Arrangement - this section will be particularly important to the Historical Center
Frequency of Use - this section helps make retention decisions

Ensure that the denomination does not drown in a sea of old paper. Before disposition decisions are
made, review the suggested retention schedule, or if necessary, seek legal assistance on document
retention.

If documents cannot be destroyed after five years, and are used infrequently, they are candidates for
shipment to the Historical Center. Space within the Center is extremely limited. The Center must
know if the documents it receives from the agencies/offices are for permanent retention, should be
reviewed for historical value after a specified period of time, or ultimately destroyed.

Developing an active on-going record management program in your office enables elimination of
unnecessary and unwanted files and conservation of office file space.

The PCA Historical Center retains and maintains the historical records of the denomination. From a
corporate standpoint, as opposed to a personal collection, the Center will permanently retain the
follow items:

-- Records designated for permanent storage by Agencies or required by the PCA Records
Retention Plan.

-- Policy statements by the Office of the Stated Clerk, Agencies and their sub-divisions, and all
official committees.

-- Minutes and Reports - all General Assembly, Agency, Committee and sub-committee
minutes and official reports.

-- Correspondence - official correspondence relating to policy, plans, programs or personnel.

-- Financial Reports - annual financial reports and statements and audited reports. Periodic
reports will be retained if they are not superseded by annual reports.

-- Publications - a minimum of one copy of newsletters, prayer letters, magazines, journals,
etc.

--  Photographs and other audio-visual records of denominational personalities and activities.

-- Records of Special Events - such as ground-breakings/dedications.

-- Other items deemed by the Historical Center to have historical significance.
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016-2
PCA RECORDS MANAGEMENT FORM

Agency Date

Office:

Type of Record:

Location (if other than office files)

Organization: [circle one] Alphabetical Numerical Date Other
Frequency of Use: 1St yr 2" & 39 yrs | 4" & 5" yrs Over 5 years

weekly

monthly

yearly

Disposition (in Agency/Office)

Retain in Agency/Office until then destroy locally

Retain in Agency/Office until then ship to Historical Center

Disposition (After shipment to historical Center)

Retain in Historical Center until then destroy

Retain in Historical Center until then Historical Center will review
materials for historical value and destroy remaining documents.

Retain permanently in Historical Center.

One copy of this form is to be maintained with records

Disposition of records - approved by

Date:
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016-3
SUGGESTED RETENTION SCHEDULE

The Retention Schedule shown below was adopted from a nationwide survey of record retention
schedules, and is provided as a guide to retention decisions. Each church, Presbytery, office or
Agency should determine its actual retention periods. A blank space is provided after each retention
period, so that each office can establish its own particular retention period, if it differs from the
suggested time period. Individual state legal requirements may also call for longer retention periods
than those shown. If documents are to be sent to the Historical Center for temporary or permanent
storage, the Center will need to have a copy of the approved office retention schedule if changes have
been made in the suggested Retention Schedule.

ACCOUNTING Years
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Financial statements, Certified ..o et et aaaaees p
Financial statements, PeriodiC ......ooiiiiiii et p
Fixed capital FreCOIAS ... ..o et e p
General Cash DOOK ... e 25
General JOUINAL ... et e 10
L= 0 [ = p
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o= 1Y 0] | =T 0 ] = 7
=] Y o= 1] g I =Y ] o £ 3
Trial balance Sheets . ... e p
UNCOIECTIDIE ACCOUNTS ... e et et e e 7
ATAY o] 8 1T o o F=T o 1= £ 2

ADMINISTRATIVE
Audit reports, INTEINaAl. ... ettt ettt aaaas 10
F X8 (o ) A =T o o] p
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= T V=T o 1] Vo S 3
L= o U €Y= 2
[0 7= 1T o= | 3
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RECOIdS OFf PrOCERAUIES ...ttt et ettt et et ettt e ee e enees p
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ADVERTISIN
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Drawings & ArtWOrIK ... ... et et eaaas p
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Marketing data & SUINVEYS ...t ettt ettt et et e e e e eae e 5
Media SChEAUIES ... et 5
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Authorization for eXPeNnitUIES . ... ..o aae e 3
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INSURANCE & PERSONNEL
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Claims, WOrkKmen's COMPENSAtION. ... ettt e e a e ee e aaneaaaneeanns 10
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WOFrKMEN'S COMPENSATION .....e e e e e e e e eaees 10
INnsurance records, group & EMPIOY e .. ... e 6
Medical folders, EMPIOYEE ... ... e e ettt 5
L= 1Y o ] | =T o o L p
=T =] T o 1o = o p
Pension plan appliCations ... et p
Pension plan Claims. ... ... s p
Pension plan CorreSPONUENCE. ... .. ittt ettt ettt e e e enees p
Salary and rate ChaNQES ... .o 10
LI o= o £ PP 5
TrainNing MaANUALS . ...ttt e p
Withholding, exemption certificates ........c.oviiiiiiii e aaae 8
Workmen's compensation FEPOITS . ...t 10
LEGAL
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Claims & lITIGAtIONS .. ..ottt ettt ettt e e p
(@70 074 o 01 5 p
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[ [p[eTol g oTo] g=1uTo] o I g =Telo] o L3 S p
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