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Fact Sheet: 
How to archive and keep records

Archiving time lines

Financial information needs, by law, to be kept for 6 years. After then it can be disposed of. 
The Ramblers recommend Area and Groups that non-financial information should be kept for 2 years - unless the Committee feels otherwise.  This can be raised at a committee meeting for consensus.

An Area can set up an archive scheme for the Area and its Groups - some of our Areas pay for archiving space as they do not have space for filing, but only if 100% essential (do not keep unnecessary documents) and if this is so, please obtain a few quotes, to find the cheapest rate but where possible find space in-house to be more cost effective.  Unfortunately, Central Office does not provide archiving facilities centrally.  

Please keep only essential documents, such as minutes of meetings that you may need to be referred back, but only for information that is still outstanding or that may need referring back to, such as, a serious case.  Please recycle all other paperwork that is out of date and anything non-financial that is more than 2 years old.
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