
 Records Retention Policy
Russell Park District 1545
1. Purpose
The purpose of this Records Retention Policy is to ensure that all records created, received, or maintained by the Russell Park Board District 1545 are preserved, protected, and disposed of in accordance with applicable laws, operational needs, and best practices for public agencies. This policy promotes transparency, accountability, and efficient management of public information.
2. Scope
This policy applies to all records—physical and electronic—created or maintained by the Russell Park Board, its members, employees, contractors, and volunteers. It covers administrative, financial, operational, and historical documents.
3. Definitions
· Record: Any document, regardless of format, that documents the organization, functions, policies, decisions, procedures, operations, or activities of the Russell Park Board.
· Active Record: A record used regularly in current operations.
· Inactive Record: A record no longer needed for daily operations but retained for legal, historical, or administrative reasons.
· Permanent Record: A record that must be preserved indefinitely.
· Retention Schedule: A list specifying how long each category of record must be kept.
4. Responsibilities
· Park Board: Approves the retention schedule and ensures compliance.
· Board Chair or Designee: Oversees implementation, storage, and disposal of records.
· Staff and Volunteers: Maintain records in accordance with this policy and report any issues related to records management.
5. Records Retention Schedule
A. Administrative Records
	Record Type
	Retention Period

	Meeting agendas & minutes (approved)
	Permanent

	Meeting recordings (audio/video)
	1 year after minutes approved

	Policies, bylaws, and resolutions
	Permanent

	Board member rosters & appointments
	Permanent

	General correspondence
	2 years

	Public records requests & responses
	2 years


B. Financial Records
	Record Type
	Retention Period

	Annual budgets
	Permanent

	Audit reports
	Permanent

	Bank statements
	5 years

	Invoices, receipts, purchase orders
	5 years

	Payroll records (if applicable)
	7 years

	Grant applications & reports
	7 years after completion


C. Operational & Park Management Records
	Record Type
	Retention Period

	Maintenance logs
	5 years

	Equipment inventories
	5 years

	Contracts, leases, and agreements
	7 years after expiration

	Incident/accident reports
	7 years

	Park usage permits & reservations
	3 years

	Maps, plans, and engineering documents
	Permanent


D. Personnel Records (if applicable)
	
	


E. Digital Records
Digital records follow the same retention periods as their physical counterparts. They must be stored in secure, backed‑up systems and protected from unauthorized access.
6. Storage and Protection
· Records must be stored in secure locations that protect them from damage, loss, or unauthorized access.
· Electronic records must be backed up regularly.
· Confidential or sensitive records must be stored with appropriate access controls.
7. Disposal of Records
Records may be destroyed only after:
1. The retention period has expired
2. They are reviewed for legal holds or historical value
3. Disposal is approved by the Board Chair or designee
Acceptable disposal methods include shredding, secure digital deletion, or other methods that ensure confidentiality.
8. Legal Compliance
The Russell Park Board will comply with all applicable federal, state, and local laws governing public records, including open meetings and public records requirements. When laws change, the retention schedule will be updated accordingly.
9. Policy Review
This policy will be reviewed at least every three years or sooner if required by changes in law, operations, or best practices.

