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D E P A R T M E N T OF G E N E R A L SERVICES 
Records Management Division 

S C H E D U L E 
NO. 

C-477 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
P A C E 
KO . i 

) 

/ \ M M C A D i i M n F i r n i i W T V r .RPniT UN 1 ON 
A G E N C Y O l V I S I O N 

Item 
No. Description Retention 

1 EDITS 

Weekly 
in the 

computor p r i n t - o u t l i s t i n g of a l l transactions 
member accounts. 

RETAIN SIX YEARS THEN 
DESTROY 

2 CHECK BOOK STUBS AND CANCELLED CHECKS RETAIN TWELVE YEARS THEN 

Credi t Union record of a l l checks w r i t t e n , processed 
and returned for receipt of payment. 

DESTROY 

3 PAYROLL DEDUCTION LISTING RETAIN TWELVE YEARS THEN 

Weekly l i s t i n g by member account number of deductions 
from employee p a y r o l l . 

DESTROY. 

k 

) 

WITHDRAWAL SLIPS 

Replaced by the Ed i t computor p r i n t o u t , these s l i p s 
were signed by members when requesting withdrawals 
from the i r account. 

RETAIN FIVE YEARS THEN 
DESTROY 

5 MEMBERSHIP CARDS 

These cards contain employee name, address, department, 
soc ia l secur i t y number and amount of weekly payro l l 
deduction des i red . 

RETAIN FIVE YEARS THEN 
DESTROY 

6 LEDGER CARDS 

A record of each member account, these cards have been 
replaced by the quar ter l y statements (See item #7 ) . 

RETAIN TWELVE YEARS THEN 
DESTROY 

7 STATEMENTS 

Quarter ly statements l i s t i n g a l l transactions including 
loan accounts are prepared in dup l i ca te , wi th one copy 
sent to the member and one copy retained by the Credi t 

RETAIN TWELVE YEARS THEN 
DESTROY 

Schedule approved by Department, Agency or Division Representative 

T i t l e Dole 

Schedule Authorized by Hall of Records Commission 

Date Archiv is t 

Disposal Authorized by Board of Public Works 

Date Secretary 
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Item 
No. 

Description Retention 

7 (Continued) 
Union. 

8 LOAN REPORTS 

A summary prepared for the Board of Directors of a l l 
loans received by members. 

RETAIN FIVE YEARS THEN 
DESTROY 

Schedule approved by Department, Agency or Division Representative 

» Schedule Authorized by Hall of Records Commission Disposal Authorized by Board of Public Works 

Date Arch iv l t t Date Secretory 


