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Records Retention


This is a sample of a standard operating guideline (SOG) on this topic. You should review the content, modify as appropriate for your organization, have it reviewed by your leadership team and if appropriate your legal counsel. Once adopted, make sure the SOG is communicated to members, implemented and performance monitored for effective implementation.

Purpose:
To establish Standard Operating Guidelines for maintaining various records of the department.

Procedure:
The _____________________________________ will adhere to the following basic record retention guidelines:
· Incident reports – indefinite
· Personnel files - indefinite
· Financial records – 7 years
· Meeting records – 10 years
· General correspondence – 2 years
· Contracts – 5 years after termination




This is a sample guideline furnished to you by VFIS. Your organization should review this guideline and make the necessary modifications to meet your organization’s needs. The intent of this guideline is to assist you in reducing exposure to the risk of injury, harm or damage to personnel, property and the general public. For additional information on this topic, contact your VFIS Risk Control representative.
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