Not-for-Profit Records Retention Schedule

It isimportant to hold onto your business records (which includes emails) only as long as they are useful
or needed to meet legal requirements. Retaining unnecessary records will soon exceed the storage space
available in most businesses. Therefore, you may wish to establish a retention schedule which takes into
account state and federal regulations, as well as industry standards. The retention periods shown here are
intended as general guidelines only. Before destroying any business records it is advisable to seek legal

counsel.
Retention Period

Accident reports/Claims (SELEd CASES) ......covevririiireres e 7 years
Accounts payable ledgers and SChEAUIES ..........cccciiiiiiiiee s 10 years
Accounts receivable ledgers and SChedUles ..o 10 years
AUGIT FEPOITS .ttt b bt e et a bbbt e e e e e e s ens Permanently
BanK SEAIEMENTS .....c.eiuiieiieiiteite ettt b bbb et n e 10 years
Bond records: statements of payments,

issuance documents, |oan agreements, reporting, EIC .........covvererereeieeiesesese s Permanently
CASN BOOKS ... e e Permanently
ChErtS OF @CCOUNES ......oueiiieiieiieiisie ettt b e bbbt bt b nn s e eneas Permanently
Checks (canceled checks for important payments, special contracts, purchase

of assets, payment of taxes, etc. Checks should be filed with the papers

pertaining to the underlying tranSaction) ...........ccoeoeieirenine s Permanently
Checks (cancelled except those Noted aOVE) ..........ccoeiiriiiiieieee e 10 years
Contracts and 18aSeS (EXPITEH) .......ciiiirerieieiei ettt se e nneas 10 years
Contracts and 1€aseS Still iN EfFECT ........ocuiiiieie e Permanently
COrreSPONTENCE, JENEIAL .....c.oiiiiiiteitirie ettt b ettt b et bene e e 4years
Correspondence, legal and impOrtant MEITENS .........cceoerererinerese e Permanently
Correspondence, routine with CUSIOMErS VENAOIS ........ccceoveireriiniiiierieieeeeee e 2 years
Deeds, mortgages and DillS Of SAIE ... Permanently
DePrecCiation SChEAUIES ........cccoiiiiiieee et Permanently
Donation records of endowment funds and of significant restricted funds.............cccccoeveenenee. Permanently
Dol gtz i(Te g N L= o0 (0 (ST 1 1< (R 10 years
DUPIiCaLE AEPOSIT SIIPS. ...ttt bbb er e 10 years
Employee personnel records (after termination) ...........ccoeoeoeeererineneseeeeeese e 7 years
Employment @pPIiCALIONS ........c.coiiiiiiiieie ettt n e 3years
Financial statements (year-end, other months optional) .........c.ccoceveieiiiiinineneseeeee Permanently
Expense analyses and expense distribution schedules (includes alowance and

reimbursement of employees, officers, etc, for travel
AN OLNEN EXPENSES) ...ttt b e et b b s stk s b b et e b e e es e e st et nn e 10 years

-over-
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Retention Period

General ledgers, year-end trial balanCes ..o Permanently
Grant expense disbursements and agreemMENtS.........cccevevierierriecse e 10 years
Insurance records, current accident reports, claims, poliCies, etC .......cccvvvveviveveesieesceesieenieens Permanently
Internal audit reports (MISCEIANEOUS) ......ocoeeieeciecee e sreesaee 3years
1 01V7= 100 Y=ol ] {0 LSS 10 years
INVOICES tO CUSLOMEYS OF frOM VENUOLS .....cceieieeciee et eneas 10 years
IRA and Keogh plan contributions, rollovers, transfers and distributions .............ccccceveenen. Permanently
B 011 g S 10 years
Minute books of directors, stockholders, bylaws and charter ...........cccooveveiceicecccicicecneeniee Permanently
Payroll records, summaries and taX FEIUIMNS .........cecoeiieeiieeie e see e re e e e e e sneas 10 years
Petty CSN VOUCKENS ...ttt st e e e re e r e e reenreens 3years
Property records, including costs, depreciation reserves, year-end

trial balances, depreciation schedules, blueprints, and plans ...........ccccceevievin e Permanently
PUICNESE OFUEI'S ...t e st e s re e st e saeeeabe e te e teenseesreesrneenteensenns 3years
S Y (=000 6 years
SAIESTECONUS ....oiiiecieeiie ettt s e s e s et e e e e te e te e teesreesseesatesase e seesseesaeesneesnteenseenseesreesns 10 years
Sl o1 o [ =V L= (o £ 10 years
Tax returns, revenue agents' reports, and other documents relating to

determination of income tax lHability .......cccooveiiiiiiciese e Permanently
Time cards and daily FEPOIS .......eciei it te e e e sre e sneesneeereenrean 10 years
Trademark registrations, patents and COPYIgNLS ......cccceceeieeiiesieesen e Permanently
Voucher register and SChEAUIES .........ocuv i 10 years
Vouchers for payments to vendors, employees, etc (includes allowances and

reimbursement of employees, officers, etc, for travel and entertainment expenses) ........... 10 years
A L8 1= = o] {0 3years
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