RECORDS MANAGEMENT PROGRAM



ROTARY'S RECORDS MANAGEMENT PROGRAM GOALS

Retain important records with operational, legal, fiscal, and/or historical value;

Appropriately dispose of records that are no longer necessary for the proper functioning
of Rotary or required by law;

Ensure that each employee of Rotary knows what records should be retained, the length
of their retention, means of storage, and when and how they should be destroyed;

Identify and secure confidential and private information and data;

Identify records that are of sufficient and continuing informational and historical value to
warrant their transfer to and preservation in Rotary’s archives.
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ROTARY’S RECORDS COORDINATORS



RECORDS COORDINATOR RESPONSIBILITIES



ARCHIVES TRANSFER CALENDAR



ARCHIVES TRANSFER CALENDAR

International Assembly Moira will send 2 English copies to Archives right before
Promatonal Matenials the LA Promobon Commities meeting in Mandh/Apri

Strategic Planning Committes Send when aeated
Advance Mema

S | ORIGINATOR

Rotary Leader Orline oy newshetter Publighed bimonthly, Retmeve from Desgn POFs

Peace Symposium Promotonal Brochures, program books, final report. Ocors Send to Archives when created,

Materials and Final Repart every three years.

Alumni Award winner bookdets Alumni Assodation of the Year Sened to Archives annually; typically prepared before
Global Service to Humarity Award Convention

Board of Drectors Minutes Minustes; board typecally meets 4 times & year Send signed copies to Archives once approved; board
typically meets 4 imes a year
Code of Polices - R1/TRF Compilation of policy-related dedsions for RI Send to Archives when created; board and brustees eadh
and TRF typically meet 4 tmes 8 year

Send to Archives once approved; rustees typically mest
4 times a year

Communications Commities
Minutes

: & year: Winter, Spring, Fal

Trustees Mesting Minutes Minutes

TRF Investment Committes
Advance Mamo

International PokoPius

Typicaly meets quarterty; downioad from Investment
Committes workgnoup

Send when oeated

Committee Advance Memo

Exequtive Dedsions Related This information is not contained elsewhere. Send spreadsheet to archives annually; typecally finalized
to Clubs and Districts Inchudes change in name, locality, in July/Bugust
renstatements, and terminabions
Treasurer's Report to the Online report, narrative with graphs that PDF can be downloaded from website
Conveniion explains how wel or poorly the company
performed

Board of Directors Minutbes Minutes; board bypically meets 4 imes a year Send signed coples to Ardhives once approved; board
typucally meets 4 tmes & year

Code of Polices - RI/TRF Compilation of pobcy-related decsions for RI Send to Archives when created; board and frustess aach
and TRF typically meet 4 tmes a year

Trustees Meeting Minutes Mnutes Send to Ardhives once approved; trustees typically meet
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ARCHIVES TRANSFER CALENDAR

International Assembly
Promatonal Matenials

Strategic Planning Committes
Advance Mema

Communications Commitiee
Minutes

RI Finance Committes
Advance Memoranda

Board of Directors Minutes

Trustess Mesting Minutes

TRF Investment Committes
Advance Mamo

International PolioPius
Committee Advance Memo

Exequtive Dedsions Related
to Clubs and Districts

Treasurer's Report to the
Convenibon

Board of Directors Minutbes
Code of Polices - RI/TRF

Trustees Meeting Minutes

Moira will send 2 English copies to Archives right before
the LA Promobon Commities meeting in Mandh/Apri

Send when aeated

Send when appproved; typically meets twioe a year (Apri

RECORD SERIES

Orine orfy newshsther

Brochures, program books, final report. Ocours
every three years.

Alumni Assodation of the Year

Global Service to Humarsty Award

Minutes; board typcally mests 4 tmes a year
Compilation of policy-related dedsions for RI
and TRF

Minutes

This information is not contained elsewhere.
Inchudes change in name, locality,
renstatements, and terminabions

Online report, narrative with graphs that
explains how wel or poorly the company
performed

Minutes; board bypically meets 4 imes a year
Compilation of pocy-related decsions for RI
and TRF

Mnutes
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Publighed bimonthly, Retmeve from Desgn POFs
Send to Ardhives when ceated,

Send to Archives annually; typscally prepared before
Corvvention

Send signed copies to Archives once approved; board
typically meets 4 imes a year

Send to Archives when oeated; board and trustees each
typically meet 4 tmes 8 year

Send to Archives once approved; rustees typically mest
4 times a year

Typicaly meets quarterty; downioad from Investment
Committes workgroup

Send when oeated

Send spreadsheet to archives annually; typecally finalized
in July/Bugust

PDF can be downloaded from website

Send signed coples to Ardhives once approved; board
typucally meets 4 tmes & year

Send to Archives when ceated; board and trustees each
typically meet 4 tmes a year

Send to Ardhives once approved; trustees typically meet
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ARCHIVES TRANSFER CALENDAR

International Assembly
Promatonal Matenials

Strategic Flanning Committes
Advance Mama

Communications Committes
Mirnites

RI Finance Committes
Advance Memorands

Aupdit Committes Advance
Memos

Rotary Leader

Peace Symposium Promotional
Materials and Final Report

Alumni Avard winner booldets
Board of Directors Minutes
Code of Polides - RI/TRF
Trustees Meeting Minutes
TRF Investment Committes

Advance Mamo

International PolioPius
Committee Advance Memo

Exequtive Dedsions Related
to Clubs and Districts

Treasurer's Report to the
Convenibon

Board of Directors Minutes
Code of Polices - RI/TRF

Trustees Meeting Minutes

Oriline only newshattier

Brochures, program bocks, final report. Ocors
every thres years.

P ;

This information is not contained elsewhere.
Inchudes change in name, locality,
renstatements, and terminabons

Online report, narative with graphs that
explaing how well or poorly the company
performed

Minutes; board bypically meets 4 times a year
Compilaton of pobcy-related decsions for RI
and TRF

Minutes
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Moira will send 2 English copies to Archives right before
the LA Promobon Commities meeting in Mandh/apri

Send when aeated

Send when appproved; typically meets twice a year (Apri

Publighed bimonthly, Retreve from Design PDFs
Send to Ardhives when created,

Send signed coples to Archives once approved; board
typicaly meets 4 times & year

typically meet 4 times a year

Send to Archives once approved; rustees typically mest
4 times a year

Typicaly meets quarterty; downioad from Investment
Committes workgroup

Send when oeated

Send spreadsheet to archives annually; typecally finalized
in Julyf Puagust

PDF can be downloaded from website

Send signed coples to Ardhives once approved; board
typucally mests 4 tmes & year

Send to Archives when created; board and trustees each
typically meet 4 tmes a year

Send to Ardhives once approved; trustees typically meet
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ARCHIVES TRANSFER CALENDAR

International Assembly Moira will send 2 English copies to Archives right before
Promatonal Matenials the LA Promobon Commities meeting in Mandh/apri

Strategic Flanning Committes Send when aeated
Advance Memo

Communications Committes
Mirnites

weswws— FDUE DATES (MONTH, YEAR)

Aupdit Committes Advance
Memos

Rotary Leader Oriline only newshattier Publighed bimonthly, Retmeve from Dessgn PDFs
Peace Symposium Promotional Brochures, program bocks, final report. Ocors  Send to Archives when aeated,
Materials and Final Report every three years,

Alumni Avard winner booklets Alumni Assodation of the Year Send to Archives annually; typically prepared before
Global Service to Humarsty Awand Convenban

Board of Dwectors Minutes Minutes; board typically meets 4 tmes a year Send signed copies to Archives once approved; board
tymcally meets 4 tmes a year
Code of Polides - RI/TRF Compilation of policy-related dedsions for RI Send to Archives when ceated; board and trustees each
and TRF typscally meet 4 tmes a year

Send to Archives once approved; rustees typically mest
4 times a year

Send when appproved; typically meels twice a year (Aprd

Trustess Mesting Minutes Minutes

TRF Investment Committes
Advance Mamo

International PokoPius

Typicaly meets quarterty; downioad from Investment
Committes workgroup
Send when oeated

Committee Advance Memo

Exequtive Dedsions Related This information is not contained elsewhere. Send spreadsheet to archives annually; typecally finalized
to Chubs and Districts Inchudes change in name, locality, in July/Bugust
renstatements, and terminabons
Treasurer's Report to the Online report, narative with graphs that PDF can be downloaded from website
Conveniion explains how wel or poorly the company
performed

Board of Directors Minutes Minutes; board bypically meets 4 times a year Send signed coples to Ardhives once approved; board
typucally mests 4 tmes & year

Code of Polices - RI/TRF Compilation of pobcy-related decsions for RI Send to Archives when created; board and frustess sach
and TRF typically meet 4 tmes a year

Trustees Meeting Minutes Minutes Send to Ardhives once approved; trustees typically meet
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ARCHIVES TRANSFER CALENDAR

International Assembly Moira will send 2 English copies to Archives right before
Promatonal Matenials the LA Promobon Commities meeting in Mandh/apri

Strategic Flanning Committes Send when aeated
Advance Memo

Communications Committes
Mirnites

Mt s REQUESTED, RECEIVED

Aupdit Committes Advance
Memos

Rotary Leader Oriline only newshattier Publighed bimonthly, Retmeve from Dessgn PDFs
Peace Symposium Promotional Brochures, program bocks, final report. Ocors  Send to Archives when aeated,
Materials and Final Report every three years,

Alumni Avard winner booklets Alumni Assodation of the Year Send to Archives annually; typically prepared before
Global Service to Humarsty Awand Convenban

Board of Dwectors Minutes Minutes; board typcally mests 4 tmes a year Send signed copies to Archives once approved; board
tymcally meets 4 tmes a year
Code of Polides - RI/TRF Compilation of policy-related dedsions for RI Send to Archives when ceated; board and trustees each
and TRF typscally meet 4 tmes a year

Send to Archives once approved; rustees typically mest
4 times a year

Send when appproved; typically meets twice a year (April

Trustess Mesting Minutes Minutes

TRF Investment Committes
Advance Mamo

International PokoPius

Typicaly meets quarterty; downioad from Investment
Committes workgroup
Send when oeated

Committee Advance Memo

Exequtive Dedsions Related This information is not contained elsewhere. Send spreadsheet to archives annually; typecally finalized
to Chubs and Districts Inchudes change in name, locality, in July/Bugust
renstatements, and terminabons
Treasurer's Report to the Online report, narative with graphs that PDF can be downloaded from website
Conveniion explains how wel or poorly the company
performed

Board of Directors Minutes Minutes; board bypically meets 4 times a year Send signed coples to Ardhives once approved; board
typucally mests 4 tmes & year

Code of Polices - RI/TRF Compilation of pobcy-related decsions for RI Send to Archives when created; board and frustess sach
and TRF typically meet 4 tmes a year

Trustees Meeting Minutes Minutes Send to Ardhives once approved; trustees typically meet
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