
In order to meet all financial and legal data requirements, this policy sets the minimum retenƟon periods 
for criƟcal Analemma Society (AS) documents. 

The Recording Secretary shall keep the following records: 

Item DescripƟon Min RetenƟon 

1 LeƩers of DeterminaƟon Life of AS 

2 LeƩers of RegistraƟon Life of AS 

3 ArƟcles of IncorporaƟon Life of AS 

4 Analemma Society Bylaws Life of AS 

5 Analemma Society Policies Life of AS 

6 Analemma Society Annual Reports Life of AS 

7 CooperaƟve Agreements between FCPA and AS Life of AS 

8 Board MeeƟng Minutes 10 years 

9 List of Board of Directors 10 years 

10 Annual General MeeƟng Minutes 10 years 

  

The Correspondence Secretary as Chairman of the Membership CommiƩee shall keep a list of members 
and volunteers and as stated in the bylaws, maintain a record of all Analemma Society events (including 
Friday Night Observing, Parktake Classes, and other events such as Astronomy FesƟvals, Equinox and 
SolsƟce events). 

Item DescripƟon Min RetenƟon 

1 Membership & Volunteer LisƟng 3 years 

2 Analemma Society Event LisƟng 3 years 

3 Visitor AƩendance Records 3 years 

4 Volunteer Records 3 years 

  

 



The Treasurer shall keep the following records: 

Item DescripƟon Min RetenƟon 

1 Monthly Treasurer's Reports 10 years 

2 Annual Treasurer's Reports Life of AS 

3 Restricted Funds DocumentaƟon Life of AS 

4 Scholarship DocumentaƟon and Disbursements 10 years 

5 Bank TransacƟons 10 years 

6 Purchase Invoices & Receipts 10 years 

7 Federal and State Income Tax Life of AS 

8 Government NoƟces 10 years 

9 W-9 3 years 

  

Analemma Society uses a charge card, receives PayPal membership dues and donaƟons, and 
reimbursements of grant funds held by the Fairfax County Park Authority (FCPA).  These transacƟons 
shall be held by the Treasurer as part of the Bank TransacƟons, Invoices and Receipts. 

In the event that W-9s must be issued, the records containing confidenƟal informaƟon must be 
destroyed by shredding at the end of the retenƟon period. 

  

The designated AS Agent for Virginia shall keep the following records: 

Item DescripƟon Min RetenƟon 

1 ArƟcles of IncorporaƟon Life of AS 

2 Analemma Society Bylaws Life of AS 

3 Analemma Society Policies Life of AS 

4 LeƩers of DeterminaƟon Life of AS 

5 LeƩers of RegistraƟon Life of AS 



6 AS Annual Reports 3 years 

7 Federal and State Income Tax 3 years 

8 Annual Financial Statement 3 years 

  

Documents may be retained longer than the minimum required period.  ConfidenƟal informaƟon shall 
be shredded. Record custodians will noƟfy the Board before destroying retained informaƟon. In addiƟon 
to the above, electronic files criƟcal to Analemma Society operaƟon are to be rouƟnely backed-up with 
back-ups stored in a safe locaƟon. CriƟcal electronic files include: 

 Financial Spreadsheets that support the Financial Statements 

 ArƟcles of IncorporaƟon, Bylaws, DeterminaƟons, and Policies 

 Annual Reports and Event Records 

 Membership/Volunteer Database 
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