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Policy:

It is the Federal Bar Association’s (FBA) policy to maintain complete, accurate and high-quality records
electronically or in local, damage-proof storage Records are to be retained for the period of their immediate use,
unless longer retention is required for historical reference, contractual, legal or regulatory requirements or for
other purposes as may be set forth herein. Records that are no longer required, or have satisfied their required
periods of retention, shall be destroyed.

No officer, director, employee, volunteer, or agent of FBA shall knowingly destroy a document with the intent to
obstruct or influence the investigation or proper administration of any matter within the jurisdiction of any
government department or agency or in relation to or contemplation of any such matter or case. In the event of a
governmental audit, investigation, or pending litigation, record disposal may be suspended at the direction of the
Executive Director or President. This policy covers all records and documents of FBA. FBA reserves the right to
amend, alter and terminate this policy at any time and for any reason.

Employees are expected to utilize documentation practices as trained and are required to comply with the
documentation standards outlined in this policy. Failure to do so could result in disciplinary action, up to and
including termination of employment. Employees with questions about this policy should consult with
management or seek legal advice.

Documents maintained solely in electronic format will be scanned and retained in highly organized electronic
folders on the Association’s network in accordance with this schedule. All records or directories will be password
protected and will be physically stored on separate network servers from their original server, with access only
provided to the appropriate employee(s). Daily backups will be performed and the records will be stored off site
in a security warehouse that meets the Association’s strictest security handling and safety practice requirements.
The Association’s management shall conduct spot checks and visits to ensure the appropriate backup and
handling of the information.

The Executive Director of FBA (or his/her staff designee) shall be responsible for administering this policy. As
part of this role, the Executive Director of FBA (or his/her staff designee) shall ensure that FBA documents and
records retained by officers, directors, employees, volunteers, or agents are stored or destroyed in a manner
consistent with this policy. Destruction of paper files and electronic media will be performed by an independent,
outside service for shredding and disposal. Disposal of specific electronic files will be performed by outside
service through the use of a scrubbing program. Disposal of records or electronic media into our general trash
service is strictly prohibited.
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Purpose:

The purpose of this policy statement is to allow the Federal Bar Association (hereinafter “FBA” or the
Association”) to identify, retain, store, and dispose of the Associations’ records in an appropriate, legally sound,
and orderly manner. Except as otherwise indicated, documents shall be retained for the number of years indicated

in Part B.

Change Notice:



A. RECORD RETENTION GUIDELINES

INSTITUTIONAL AND LEGAL RECORDS

Articles Of INCOMPOTALION .......c.ecieiiiicie st re e sreenes Permanent
ATLOINEY OPINION LELEEIS. ... .itiieieieeieeie sttt sttt seeste s e ste e e eesreeneeseeenes Permanent
2 PSR Permanent
CONSTITULION ...ttt b bbb bt e bbbt nb e Permanent
Contracts and 1€aSES (EXPINEA) .......oiiiieriiieieieise sttt 7 years
Contracts and 1eases Still in effECt ..o Permanent
[ eT T L g0 B N1 PR Permanent
Government RelatioNS FECOITS ........c.oieiiiiiieiie sttt 10 years
JOUINAIS/NEWSIELETS ...ttt neenes Permanent
I TT=T TSP Permanent
Litigation/claims/administrative proceeding dOCUMENTS..........cccvvrirererierierieisese e Permanent
Minutes of Board Of DIreCtor IMEELINGS ........cvviriririirieieieist e Permanent
Minutes of National Council MEELINGS ........ccecviiiiicece e Permanent
0] 1T TSP Permanent until
superseded
Trademark reQIStIAtIONS. ......cciii ettt st be s ae e sresbe e b e sreetaebesre s Permanent

EMPLOYMENT RECORDS

ACCIABNT FEPOITS. ... ettt ettt st et e e b e st e e te e besaeestesbeesbesbeeteebesreestesteaneesrentes 10 years

Date of hire, renire, O tEIMINALION .......oooveeeee et e et e e e et e e e e e e e e e e e e naneeeeaas Permanent

EMployee HanADOOK ...........coiiiiiiiiic e Permanent

JOD DESCIIPLIONS ...ttt bbbttt b Until
Superseded plus 3
years

Job Announcements and AAVEITISEMENTS.........ccoririirieiiiiiisese e Current year plus 2
years

(O ] O =T o To] o £ TSRS Permanent

Employee personnel records, includes resume, terms of employment, handbook
acknowledgement, job description, evaluations, attendance records, disciplinary
warnings, termination notice, promotion notices, garnishments and salary history

(@Fter TEIMINALION) ....c.eiuiiiei ettt 7 years
Employment appliCatioNS/TESUMES ..........ciiiiriiieieieees e 1 year
e o 0 S PTOSTORN 1 year after
termination

or three years
after hire date
(later of two)

Payroll records and summaries, including timesheets............cocviiireieicieise e 7 years
CLAIMS FILES

Worker’s COmMpPENSation ClAIMS .........cooiiiiiiiieeeee e 7 years
Unemployment insurance/ compensation Claims ............ccccevviviieiecieese e 7 years
Life, accident, and long-term disability Claims ...........cccceiiiiiiiie e 7 years

COBRA claims (and claims under any other group health plan that provides
health coverage to terminated employees or employees who experience
2 “QUANITYING BVENT) .ottt eesne e e seeeneeseeenean 7 years



0T 30 1] 1T SRS 6 years
ANNUAL 10SS SUMIMAITES.....eueiie ittt sttt e ettt te et e ntesseeseesteeseesbesneeneesneaneeseeenen 6 years
Releases and SEIIEMENTS ..........oiii e 25 years

PENSION DOCUMENTS AND CORRESPONDING EMPLOYEE DATA
Pension plans, amendments, and summary plan descriptions..........c.ccocevereiniiniiniencneneneens Permanent
Pension plan determination letters issued by taxing authorities ............cccocevvininincieneiens Permanent
Individual employee records including:

e Employee service;

e Eligibility for pension (name, address, social security number, period of

employment, pay type-hourly or salaried, hours worked, and any breaks in service;
e Authorizations to pay;

o Other related FOrMS ......cooiiiiiie e Permanent
Report of pension(s), plans, and forms filed with the Department of Labor or

the Internal Revenue Service (including FOrm 5500) .......cccocceviiieiiiiecic e Permanent
Memoranda, notices, and letters provided to pension plan participant (S) ......c.ccceevevverierueane. Permanent

INSURANCE RECORDS

Insurance policies, amendments, endorsements, and related correspondence .............cc.cc...... Permanent

Certificates of insurance iSSUE OF FECEIVEU ........civeeereieeiiseeiesie e see et sre e Permanent

YA (o [) R0 = To U 11 1T ] SO S R 2 years after final
adjustment

Summary plans and reports on group insurance and benefit plans ..........c.ccccooeiiiiiiiiienns 6 years after filing of
IRS Form 5500

FINANCIAL/ACCOUNTING RECORDS

Accounts payable ledgers and SChedUIES...........c.coeiiiiiiiiieic e 7 years
Accounts receivable ledgers and SCheUIES............covcveiiiicicii e 7 years
AUdit reports OF ACCOUNTANTS.........cviviieiiiei it Permanent
BanK reCONCIIIALIONS .........eoiieiiciece et st s re e be e nreane 7 years
BanK dePOSIt FECOINAS ......veeeeieiciiecie sttt be et sreeseeste e e e nreanes 7 years
BanK STAIEMENTS. ... e 7 years
BUGGET ...t b e 7 years
Capital Stock and DONA FECOIMS.........cviiiiiieiece et re e Permanent
08 1] 1 o100 &SSP Permanent
(O P S = Tol oo 11 SO Permanent
Checks (canceled, but see eXCeption DEIOW) ........coviveiiiieiiiiie e 7 years

Checks (canceled for important payments, i.e., taxes, purchases of property,
special contracts, etc. Checks should be filed with the papers pertaining

t0 the underlying tranSACtION.) ......cc.civiieiiie e Permanent
Depreciation SCHEAUIES .........ooi et st ens Permanent
D012 T3 T o PP 7 years
EXPEINSE TEPOMS ...ttt ettt ettt h ettt b e b e bt e b e e e b et esb e et e e ebe e sbeesbeesnnennbeennas 7 years
Electronic fund transfer dOCUMENTS.........voiiiiieiiie it 7 years
Financial statements (EN0-0F-YEAI) .......coeiiii e Permanent
General and private ledgers (and end-of-year trial balances)..........c.cccocvveievieiicie v, Permanent

INVOices t0 MeMDBErS aNd CUSTOMIEIS........oouiiii ettt sttt nee e nneas 7 years



INVOICES TIOM VENAOIS ... .ecvieiiceecie ettt sttt beste e e e teeraesaenre s 7 years

IRS DEterMINALION.....ceiiieceieite ettt ettt besre e e sbeaseentesteeeeseeeseenaenneas Permanent
Membership @PPIICALIONS. .........ceii ettt see e e enes 7 years
PEttY CASN VOUCKNELS ...ttt sttt st e e te e e e aesbe e e e nreenes 7 years
U (ol g o 0 [T PSR 7 years
ST LTSy Tt ] o PSP 7 years
SPPONSOISIIPS. ..ttt bbbttt bbb 7 years
Tax returns and worksheets; revenue agents’ reports and other

documents relating to determination of income tax liability ..........ccccccovevinniiiin i, Permanent
Voucher register and SChEAUIES ..........oovi i sreenree s 7 years
Vouchers for payments to vendors, employees, etc. (Includes: allowances and

reimbursement of employees, officers, etc., for travel eXpenses.) ......c.cccocvvveveeieiecviennnn, 7 years

ADMINISTRATIVE RECORDS

AWArAS APPIHICATIONS ..ot 7 years
AWAET WINNEES <...eietietieeie sttt sttt et e e se et e se st e sa et et e s e e seeneebeeseebeneesbenee e ene e Permanent
CLE applications and approValS...........ccceeieiiiicie st se ettt sre st sbesre e 7 years
CONTEIENCE AGENUAS. ... vttt bbbttt e e 7 years
COUISE IMALEIIAIS. ......cuviiiiiic ettt e s e e e be s ae et e be e b e sbeeteebesaeenrenre e 7 years
Course Materials (EIECIFONIC) .......iiiciiiiie ettt st sre e re e Permanent
Election reCcords/DalIOLS ..o 3 years
INTEINAL FEPOITS ...ttt bbbt bbb 7 years
REGISIIALION TISES ...vviviiiiciciice et be et et sbe b e e be s be e e e sbeeneesaears 7 years
Marketing Flyers, brochures and plans............cocooiiiiiie e 7 years
MEMDEISNID FTEPOITS......eiviitieeste ittt bbb Permanent
PSS TRIBASES ... vttt ettt sttt b bbb bt et s e Rt e R e bttt e e e eneas Permanent
Recruitment/Retention plans and promotional PIECES ........cccvvveievececic s 7 years
StrategiC or 10Ng range PIANS ........ooviiiiiiie e Permanent until
superseded

PROPERTY RECORDS

Inventories of products, materials and SUPPIIES........ccveveiiiiciecece e 7 years
IMTAENEENAINCE ...tttk b b ettt b bbb 10 years
Property appraisals by OUtSIde aPPraiSErS.........coviveiieiiiiiiriree e Permanent
Property records, including: costs, depreciation reserves, end of year trials balances,

depreciation schedules, blUeprints and PIaNS..........c.ccveviiiiieieiece e Permanent

E-MAIL AND OTHER CORRESPONDENCE

E-mail and any files attached thereto (unless other provisions of this policy apply) ............... 90 days
Routine correspondence (no acknowledgment or follow-up required) .........c.ccocvvviviciiinnnne 1 year
Interdepartmental or other association correspondence where another copy of same

correspondence kept in originating department’s file.........ccccooviviiii i, 1 year
General inquiries and replies which complete a cycle of correspondence and have no

value after possible reference from correspondent within a reasonable time ................... 1 year
Correspondence requesting specific action which has no further value after changes

are made or action has BEEN TAKEN .........cceoveiiiice e 1 year
Correspondence pertaining to inconsequential subject matters or which definitely

close correspondence and no further reference IS NECESSANY .......cevvvveverenieneseeie e 1 year

Chronological correspondence fileS ... 1 year



Letters relating to the establishment of credit/credit turn-downs ...........ccccevveviviivivi e 5 year
Letters constituting all or part of a contract or that are important in clarification
Of certain POINtS OF @ CONIFACT .......ooiiiiie et For life of principal
document that it
supports
Letters denying liability of the aSSOCIAtION .........cccooiiiiiiiie e For life of principal
document that it
supports
Other letters that association might need to produce in court to disprove liability
or enforce assoCiation’s MGNES .......oiiiiiii e For life of principal
document that it
supports

DIGITAL STORAGE MEDIA AND OTHER ELECTRONIC INFORMATION

Employee hard drives and storage Media..........c.cccveieiiiieiic e 6 years plus current
Year after separation
of employment

NETWOIK NArd ArIVES .....vevicicce ettt st e et s reebesbe e e aeenes 2 years from
cessation of use; 5
years if programs
contained thereon are
no longer used

Storage media used for routine backups of network information.............ccocceeveiiiniicnenens 1 month

Web site (archive version and CUrrent VEISION) ........ccooveveiririnininiesieseeseeee s 3 years

Web site user records (i.e.,login tracking information) ...........ccccoccviiiiiiie e 1 year

Source code (copyrighted, patented or protectabel trade SECIets) .......cccvvvevieveieeveie s, Life of the copyright,
patent, trade secret,
or 5 years

Voicemail records (stored electronically)..........cccccviviiiiiicic i 90 days

Blogs (archive versions and CUITeNt VEISION) ..........oouerverreieirininie s 3 years

DIALADASES ...ttt Rttt b b 2 years from

cessation of use; 5
years if program is no
longer used
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