APPENDIX D
RECOMMENDED DESTRUCTION OF RECORDS POLICY

NATIONAL ASSOCIATION FOR COURT MANAGEMENT

November 3, 2001

One copy of all official records of the National Association for Court Management, preferable on diskette, should be maintained for the history of the Association.

Following the Mid year and Annual Conferences all Conference Materials and Notebooks should be sold.  Items should be advertised on NACM’s web page.  All materials not sold should be destroyed on the following destruction schedule. 

Records




Retention Period

Disposition

Correspondence



3 full years


Destroy

Minutes of Board Meetings, Permanent
Permanent


Permanent

Resolutions, Bylaws, Policies

Committee Reports and Actions

3 full year


Destroy

Conference Hand material, programs

Retain a full copy

Permanent

From Midyear and Annual Conference

Materials

Hotel Arrangements



3 full years following 

Destroy

Conference

Midyear and Annual Conference Materials
3 full years


Destroy

Contracts, Grants



6 full years


Destroy 

Financial Records
6 full years


Destroy 

Cancellation Policies, 
1 full year from 

Destroy

Liability Policy
expiration date
 

1
1/27/05

