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Records Title

Administrative

Total Retention Period

Final Disposition

Administrative Records

Correspondence,

Executive

Correspondence,

Administrative

Correspondence,

Transitory

Logs

Mail or Memberships Lists

Media Other (VHS Tapes,
Videos, Flash drives)

Meeting Minutes

Photographs

Policy Manuals and

Statements

Procedural Manuals

Publications

Reports, Annual or Major

Reports, Working or Interim

Three Years

Permanent

Seven Years

Administratively Useful

Administratively Useful

Administratively Useful

Permanent

Permanent

Permanent

Permanent

Administratively Useful

Permanent

Permanent

Three Years

Destroy After Three
Years

Permanent

Destroy After Seven
Years

Destroy After No Longer
Administratively Useful.

Destroy After No Longer
Administratively Useful.

Destroy After No Longer
Administratively Useful.

Permanent

Permanent

Permanent

Permanent

Destroy After
Superseded

Permanent

Permanent

Destroy, Three Years
After Report Is Issued.



Administrative

Records Title Total Retention Period Final Disposition

Scrapbooks Permanent Permanent

Security Videos Thirty Days Destroy After Thirty
Days

Telephone Message Books Currently in Use Destroy After One
Year

Construction

Records Title Total Retention Period Final Disposition

Drawings Permanent Permanent (Transfer
to Diocesan Archives).

As Built Plans Permanent Permanent (Transfer

Construction Files

Operation Manuals

Specifications

Seven Years After Final Action
on Project .

Administratively Useful

Permanent

to Diocesan Archives).

Destroy, Seven Years
After Final Action on
Project.

Destroy, When
Superseded

Permanent (Transfer
to Diocesan Archives).



Education

Records Title Total Retention Period Final Disposition

Accident Report Seven Years Destroy Seven Years
After Report is Filed.

Asbestos Emergency Card Permanent Permanent

Attendance Registers Permanent Permanent

Cumulative Cards Permanent Permanent

Curriculum Current School Year Destroy After No Long-

Development er Administratively
Useful.

Emergency Cards Current School Year Destroy After School

Immunization Records

Special Education

Standardized Test Results,
Administrative

Standardized Test Results,
Students

Student Discipline Records

Student Files

Student Files,
Non —Transferred

Student Files,
International and Visa Cases

Student is Enrolled in School

Student is Enrolled in School

Eight Years

Student is Enrolled in School

Retain Until Resolution of
Issue

Student is Enrolled in School

Student is Enrolled in School

Student is Enrolled in School

Yearis Completed.

Destroy Three Years
After Student Has
Separated From
School.

Destroy Three Years
After Student Has
Separated From
School.

Destroy After Eight
Years

Permanent

Destroy After Resolu-
tion of Issue

Destroy Three Years
After Student Has
Separated From
School. Retain
Cumulative Card
Permanently.

Destroy Three Years
After Student Has
Separated From
School. Retain
Cumulative Card
Permanently.

Destroy Three Years
After Student Has

Separated From
School.



Tuition Records

Western Catholic Education
Association Report

Education

Records Title Total Retention Period __Final Disposition
Student is Enrolled in Destroy Three Years
School After Student Has
Separated From School.
Permanent Permanent
Finance

Records Title

Total Retention Period

Final Disposition

Accounts Payable/Accounts
Receivable

Assets, Capital, $ 1,000.00 or
More

Assets, Capital, Below
$1,000.00

Audits

Banking Account List

Banking

Chart of Accounts

Deprecation Schedule

Exempt Federal Income Tax
1RS 501 (c)(3) Letter

Fixed Assets

Fixed Assets, Inventory

Current Year + Six Years

Current Year + Six Years

Current Year + Six Years

Permanent

Permanent

Current Year + Six Years

Permanent

Permanent

Permanent

Currently Owned Assets

Current Year + Six Years

Destroy After Seven
Years

Destroy After Seven
Years

Destroy After Seven
Years

Permanent

Permanent
Destroy After Seven
Years

Permanent

Permanent

Permanent

Destroy, Ten Years After
Final Disposition of
Fixed Asset.

Destroy After Seven
Years



Finance

Records Title Total Retention Period Final Disposition
General Ledger Permanent Permanent
Giving, Donations, Fits and Current Year + Six Years Destroy After Seven
other Revenue Years
Giving Donation, IRS Tax Letter Current Year + Six Years Destroy After Seven
Years
Giving, Grants Seven Years or the Retention  Destroy Seven Years
Period Stipulated by the After Final Action or
Grant Provider. the Final Disposition
Stated by the Grant
Investments, Bonds, Current Year + Six Years Destroy After Seven
Securities, Stocks Years
Journal Current Year + Six Years Destroy After Seven
Years
Marketing Current Year + Six Years Destroy After Seven
Years
Paycheck Protection Loan (PPP) Six Years After the Loan is Destroy Six Years
Forgiven or the Loan is Re-  After Either the Loan
paid is Forgiven or the
Loan Has been
Payroll Records and Taxes Current Year + Six Years Destroy After Seven
Years
Sales Tax Receipts Current Year + Six Years Destroy After Seven
Years



Human Resources. General

Records Title

Total Retention Period

Final Disposition

Application Files

Employment Eligibility
Verification Form (I-9)

Retain for One Year After
Personnel Action is Taken

Three Years After the Dare
of the Hire or One Year After

the Date the individual’s
Employe is Terminated,
whichever is later.

Destroy One Year After
Personnel Action is
Taken.

Destroy, If the Employ-
ee Leaves Before Their
Third Year of Employ-
ment, Retain for Three
Years. If the Employee
Separates After the
Third Years of Employ-
ment, Retain for One
Year After Separation.

Human Resources. Personnel Files

Records Title

Total Retention Period

Certificates and Continue
Education Documents

Diocesan New Hire/Employee

Termination Form

Direct Deposit Form

Performance Evaluations

Record of Corrective Action

Resignation Letter/
Termination Letter

Currently Employed

Currently Employed

Currently Employed

Currently Employed

Retain for Seven Years
After Separation or Retain

for Seven Years After Case is

Closed.

Currently Employed

Final Disposition

Destroy, Seven Years
After Retirement or
Termination.

Permanent

Destroy, Seven Years
After Retirement or
Termination.

Destroy, Seven Years
After Retirement or
Termination.

Destroy After Seven
Years After Separation
from Employment or
Destroy Seven Years
After Case is closed.

Permanent



Human Resources, Personnel Files

Records Title

Signed Benefits Forms

Signed Employee Acknowl-
edgment Policy Form

Total Retention Period Final Disposition

Currently Employed Destroy, Seven Years
After Retirement or
Termination.

Currently Employed Destroy, Seven Years

After Retirement or
Termination.

Human Resources, Employee Legal Files

Records Title Total Retention Period Final Disposition
Statement Abuse: and Permanent Permanent

Neglect of Minors

Uniformed Services Employ- Permanent Permanent

ment and Reemployment

Rights (USERRA)

Whistleblower Complaint Permanent Permanent

Human Resources, Medical

Records Title Total Retention Period Final Disposition
Family and Medical Leave ~ Three Years After Employee’s Destroy Three Years
Act (FMLA) FMLA Absence Ends After Employee’s FMLA
Absence Ends.
Insurance
Records Title Total Retention Period Final Disposition
Appraisals Permanent Permanent
Boiler Inspections Four Years Destroy Four Years After
Certificate is Issued.
Certificate of Insurance Permanent Permanent




Records Title

Insurance

Total Retention Period

Claims

Risk Inspection

Special Events Coverage

Records Title

Twelve Years

Twelve Years

Twelve Years

Legal
Total Retention Period

Asbestos Files

Contracts

Constitutions, Charters,
Bylaws

Legal Correspondence

Licenses

Warranties

Records Title

Permanent

Seven Years After Expiration
of Contract

Permanent
Permanent
Seven Years After Expiration

License

Seven Years After Expiration
of Warranties

Parish

Total Retention Period

Annual Parish Financial
Report

Bulletins
Marriage Preparation Files

Mass Intention Books

Permanent

Permanent

Permanent

Permanent
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Final Disposition

Destroy Twelve Years
After Claim is Resolved.

Destroy Twelve Years
After report is issued.

Destroy Twelve Years
After Event is Held or
Claims are Settled.

Final Disposition

Permanent

Destroy Seven Years After
the Expiration of Contrac-
tual Agreements.

Permanent

Permanent

Destroy Seven Years After
the Expiration of the
License.

Destroy Seven Years After
Expiration of Warranty.

Final Disposition
Permanent
Permanent

Permanent

Permanent



Records Title

Parish

Total Retention Period

Final Disposition

Pulpit Announcements

Sacramental Registers

Permanent

Permanent

Weekly Donation Envelopes Current Year + One

Safe Environment

Records Title

Total Retention Period

Permanent
Permanent

Destroy After Two
Years.

Final Disposition

Allegation Intake
Background Check

Circle of Grace “Opt Out”
Form

Circle of Grace Children’s Safe
Environment Training Report

Circle of Grace Children’s
Safe Environment Training
Worksheet

Consent to Participate Form
Deanery Audit Checklist for
Parishes and Schools/Parish

and School Audit Question-
naire and Checklist

Disclosure Information and
Consent for Background
Check

Driver Information Form

Field Trip Permission Form

Permanent
Permanent

Permanent

Permanent

Permanent

Seven Years

Permanent

Three Years

Seven Years

One Year
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Permanent
Permanent

Permanent

Permanent

Permanent

Destroy Seven Years
After Program Ends.

Permanent

Destroy Three Years
After Background Check
is Performed.

Destroy Seven Years
After Form is Signed.

Destroy Seven Years
After Form is Signed.



Records Title Total Retention Period  Final Disposition
Publications/ Social Network- ~ Seven Years Destroy Seven Years
ing/Social Media Authorization After Agreement Has
Release Form Expired.
Sex Offender Guidelines and Permanent Permanent
Talking Points/Sex Offender
Checklist Forms (Adults)
Sex Offender Guidelines and Retain Until Student of Destroy after student
Talking Points/Sex Offender parishioner turns eighteen  or parishioner turns
Checklist Forms (Minors) years of age or school/ eighteen years of age or
parish receives written school/parish receives
notification that the student written notification
or parishioner’s juvenile that the student or

record has been expunged. parishioner’s juvenile
record has been ex-
punged.

Teresa Mixco —Chancery Secretary, Early 1980s
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» STATUTA DIOECES!S

4. De Acdifeiis Parorcialibns Esatruendis et Covservendis

221, Eccleaia, domas parochialis, schela vel alivd gaodibet }

perceciale sedificiem 5% crigater misl prias obieste scrizte

consensu Ordinarii ¢t propriciate aedifell tranalats, o poesi-
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corum servetur I arehivo patoecian, aliud deponstur in Cane
cellaria.

225, Prodester gt navh‘ndmd.u(whﬁ
gendo vel fastaarando sudificlo stantar

daorun vel triom Laicorsia dbunht\m!- n-vih
prassteat.
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Do assecuratione omalara ecclalaatioonsa et
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CArUT X1
De Libris Parocciatibes of Deccmastls a4 Canceliariam.
Trazsmittesdis

228, In emanibus paroecis habeantur:
Libri de guibes saprs dictum est: (a) Baplinato-
ram; (b) Cesfinastorum; () Primarum Comma-
oo (d) Matrimonlorum; () Defusctorum.

a FTATUTA DioECESIS : Lacus saist »
238, Quotanals a4 Cancclariam dioccsanam ttantar: "DECRETUM DE SYNODO TERMINANDA
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Books and Documents to be Maintained by Parishes.
Synod of the Diocese of Salt Lake City, 1929
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St. John Parish, Silver Reef, 1878-1884

Holy Cross Sisters with Students from the Parish School.

Version One 20230921
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