
KEEPING OF RECORDS - TIMING

Some years ago, NFWI obtained some expert information on the keeping of records and it is suggested that the following might be used as guidelines.

WOMEN’S INSTITUTES

· Signed Rules
Permanently

· Minute Books
Permanently

· Record Books
Permanently

· Annual Reports
Permanently

· Financial Statements and Account Book
7 years

· Registration Certificates (Charity Registration,
Permanently

             etc, where applicable) 

· Insurance Policies (if applicable)
Permanently or until expired

· Lease (if applicable)
Permanently

· Scrapbook
Permanently

· Correspondence with Federation or NFWI
5 – 10 years as applicable

             about Rulings, or other fundamental matters

             affecting the running of the WI

· Correspondence with Income Tax Authorities
Permanently

            (where this has occurred)

· Arrangements for WI Programme, special
1 year after completion 

             events, etc

· County Federation Monthly Letters or
Current year and 1 year back

             News Sheets

· All trivial correspondence
Destroy as you go or at end of year.

If Secretary keeps a good address book, it will be found that much correspondence kept only for this

reason can go


