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Association Record Retention and Access

Proper record retention and timely disposal of all documents is essential. There shall be disposal of
documents and records on a systematic basis which are no longer necessary to corporate operations. Any
material related to employment, finance, professional standards, executed contracts, or documents /
correspondence dealing with confidential matters shall be shredded before disposal.

The records of the BCBR & MLS shall be of confidential nature and shall not be provided to any employee,
REALTOR® member, or Board of Directors, unless deemed relevant to their position in the organization.
Requests for records shall be made to the Chief Executive Officer. All copies of confidential material
provided to the Board of Directors during their service to the organization shall be returned to the Board at
the expiration of their term, and all copies shall be destroyed.

Record Type Retention Schedule
Accident reports and claims  (SEttIEd CASES) ......cvverririririiir e s 30 years
Accounts payable ledgers and SChEAUIES ............cocviiei e 7 years
Accounts receivable ledgers and SCNEAUIES ..o e 7 years
N Lo L =7 0T £SO Permanently
BanK rECONCTHALIONS ...ttt sttt b et bttt e b e ne s 7 years
Capital stock and bond records; ledgers; transfer registers; issues; options; etC..........c.cccevvrvenene. Permanently
CASN DOOKS.......eee bbb Permanently
(@8 g F- T (o) - T oo 11 [ 3SR Permanently
Checks (canceled; see eXCeption DEIOW) ........ccooiiiiiiiiiiiiieeee e 4 years
Checks (canceled; for important payments such as taxes, purchases of property, etc)................. Permanently
Contracts and 188SES  (EXPINEA) ...c..euiiuiiririeerer ettt et se et 7 years
Contracts and 1eases (Still IN effEC) .......cvcvieiiiie e Permanently
Correspondence (routing) With CUStOMErS OF VENAOIS.........ccceerriririeirieese st 1 year
CorreSPONAENCE (GENETAI) ....oveieeieieeicerie ettt e et e e e se st e se s e e e sesae e eneseenennes 3 years
Correspondence (legal and important matters ONlY) ........cccoereniinnninee e Permanently
Deeds, mortgages, and bills OF SAIE..........ccoeiiiiei e Permanently
Depreciation SCNEAUIES.........ccciiiiee ettt b e e enas Permanently
Dividend checks/records — (CANCEIEA) ......coveiierieirieisire e Permanently
DUPICALE AEPOSIT SHIPS ... eveeieirtiieieiteis ettt ettt sttt bttt nb et b e s s 7 years
Employee personnel records (after termination) ...........cccceeeiereiisereieserese e 3 years
EMPIOYMENt @PPIICALIONS .....c.ccviiiiiieiee et bttt ne et 3 years
Expense analyses and expense distribution SCNEAUIES ...........ccceiveereireiece s 7 years
Financial statements (end-of- year other months optional)............ccccooeiiiininiiniensecee, Permanently
General and private ledgers (and end-of-year trial balances) ........cc.ccocevvrvrecvcisirse e Permanently
INSUranCe POLICIES (EXPITEA) ...c.viuiiiiieieiieiete ettt bbbttt ne et b e ene s 3 years
Insurance records, current accident reports, claims, policies, and so forth ..........ccccceecvveivvennne, Permanently
INTEINAL QUAIE FEPOITS......eeeeieeeee bbbt b et b bbbttt b e ne s 7 years
Inventories of products, materials, and SUPPIIES.........coviiieiieee e 7 years
INVOICES 10 CUSTOMIEBIS ...ttt sttt ettt ettt b et b e b ettt b et ettt e et e e ene s 7 years
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LYo [or= T 0] 0 AV 0T (o] £ 7 years
JOUINAIS ..t b bbbt b e bRt b et b et bt e et e b et n Permanently
Minute books of directors and stockholders, including bylaws and charter.............cccoccoeevrennnne. Permanently
Notes receivable ledgers and SChEAUIES............coo i e 7 years
Occupational injury and iI1INESS FECOIUS ........coviuirieirieieerices et ae s saeneenes 5 years
Payroll records and summaries including payments t0 PENSIONENS .........cccoverereenenineneese e, 3 years
PELLY CASN VOUCKETS ...ttt ettt s et e e e nesnenenn e e nnens 7 years
Professional Standards Ethics Decision: In member’s file. ..., Permanently
Professional Standards Arbitration Decision: In member’s file. .........cccooveivieiciicisccsccee, Permanently
Professional Standards Ethics Case File..........ccocooiiiiiniiiiiniieeeeinn 1 year after discipline complied
Professional Standards Arbitration Case File ... 1 year after award paid
Property appraisals DY OULSIAE APPIAISEIS .......cuiveirierieirieiere et see e enas Permanently
Property records including costs, depreciation, blueprints and plans...........ccccoeeeveiniercineinne, Permanently
REOIJANIZALION FTECONUS......eiviietirieieie ettt e et e b e b et be b s et e e e b bt ebeseenennas Permanently
ST Lo (=T o 0] (1SS Permanently
Stenographer's NOENOOKS...........ci i bbbt 1 year
Stock and bond certificates (CANCEIEA) ......cocoveerieiicee s 6 years
Y0 LY [ 1T TV (=T [0 T OSSR 7 year
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