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Forms envelope label

	Please affix this label with tape to the outside of the envelope

	Responsible Guider
	     
	Date of event/activity 
	     

	Unit, district or area name (eg. 1st Vancouver Brownies) 
	     

	Unit, district, or area iMIS number 
	     

	Description of event/activity, or function of forms inside 
	     

	Please indicate the number of forms of each type

	 INS.01
	     
	WA.2
	     
	 STG.1
	     
	H.7
	     
	BCC311
	     
	BCC3
	     

	 SG.1
	     
	WA.3
	     
	 STG.2
	     
	 BCIP504
	     
	BCC312
	     
	A.5
	     

	 SG.2
	     
	GS.3
	     
	 STA.1
	     
	 BCIP504A
	     
	BCC402
	     
	A.5R
	     

	 SG.3
	     
	IT.2
	     
	 STA.2
	     
	 BCI500F
	     
	BCC403
	     
	R.3
	     

	 SG.4
	     
	IT.3
	     
	 STS.1
	     
	 BCI700A
	     
	BCC404
	     
	
	     

	 SG.5
	     
	IT.4
	     
	 STS.2
	     
	 BCC306
	     
	BCC406
	     
	
	     

	 SG.6
	     
	IT.5
	     
	 H.3
	     
	 BCC307
	     
	A.1, A.7, S.1, S.2 & S.3 – submit in an envelope, marked ‘Screening Records’.

	 SG.7
	     
	IT.6
	     
	 H.4
	     
	 BCC308
	     
	

	 SG.8
	     
	IT.7
	     
	 H.5
	     
	 BCC309
	     
	IR.1 – submit in an envelope marked ‘IR.1’ - are retained indefinitely.

	 WA.1
	     
	IT.8
	     
	 H.6
	     
	 BCC310
	     
	Financial & accounting records must be retained at the level where they were created.

	OFFICE USE ONLY
	Retention period
	     
	Destruction date
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Forms envelope label

	Please affix this label with tape to the outside of the envelope

	Responsible Guider
	     
	Date of event/activity 
	     

	Unit, district or area name (eg. 1st Vancouver Brownies) 
	     

	Unit, district, or area iMIS number 
	     

	Description of event/activity, or function of forms inside 
	     

	Please indicate the number of forms of each type

	 INS.01
	     
	WA.3
	     
	 STG.2
	     
	 BCIP504
	     
	BCC312
	     
	A.5
	     

	 SG.1
	     
	GS.3
	     
	 STA.1
	     
	 BCIP504A
	     
	BCC402
	     
	A.5R
	     

	 SG.2
	     
	IT.2
	     
	 STA.2
	     
	 BCI500F
	     
	BCC403
	     
	R.3
	     

	 SG.3
	     
	IT.3
	     
	 STS.1
	     
	 BCI700A
	     
	BCC404
	     
	
	     

	 SG.4
	     
	IT.4
	     
	 STS.2
	     
	 BCC306
	     
	BCC406
	     
	
	     

	 SG.5
	     
	IT.5
	     
	 H.3
	     
	 BCC307
	     
	BCC3
	     
	
	     

	 SG.6
	     
	IT.6
	     
	 H.4
	     
	 BCC308
	     
	A.1, A.7, S.1, S.2 & S.3 – submit in an envelope, marked ‘Screening Records’.

	 SG.7
	     
	IT.7
	     
	 H.5
	     
	 BCC309
	     
	

	 SG.8
	     
	IT.8
	     
	 H.6
	     
	 BCC310
	     
	IR.1 – submit in an envelope marked ‘IR.1’ - are retained indefinitely.

	 WA.1
	     
	STG.1
	     
	 H.7
	     
	 BCC311
	     
	Financial & accounting records must be retained at the level where they were created.

	OFFICE USE ONLY
	Retention period
	     
	Destruction date
	     

	








