


Document Retention Schedule
This Document Retention Schedule is part of the Nonprofit Network Document Retention Policy.

Document Retention Schedule

The following types of documents will be retained for the following periods of time.  At least one

copy of each document will be retained according to the following schedule.

	Type of Document
	Time to Retain

	
	

	Accounts payable ledgers and schedules
	7 years

	Annual tax filing (IRS Form 990)
	Permanently

	Article of Incorporation
	Permanently

	Audit reports
	Permanently

	Bank deposit slips 
	7 years

	Bank Reconciliations
	2 years

	Bank statements
	3 years

	Board meeting minutes 
	Permanently

	Board Policies
	Permanently

	By Laws 
	Permanently

	Business expenses documents 
	7 years

	Checks (for important payments and purchases)
	Permanently

	Contracts, mortgages, notes and leases (expired)
	7 years

	Contracts (still in effect)
	Permanently

	Correspondence (general)
	2 years

	Correspondence (legal and important matters)
	Permanently

	Correspondence (with customers and vendors)
	2 years

	Credit card receipts 
	3 years

	Deeds, mortgages, and bills of sale
	Permanently

	Depreciation Schedules
	Permanently

	Directors and Officers Insurance Policy 
	Permanently

	Documents involved in a current investigation or litigation
	7 years after appeal period

	Duplicate deposit slips
	2 years

	Employment applications
	3 years

	Expense Analyses/expense distribution schedules
	7 years

	Financial statements 
	7 years

	General Ledger Permanent
	7 years

	General Liability Insurance policy
	Permanent

	Year End Financial Statements 
	Permanently

	Insurance Policies (expired)
	3 years

	Insurance claims applications 
	Permanent

	Insurance disbursements/denials
	Permanently

	Insurance records, current accident reports, claims, policies, etc.
	Permanently

	Internal audit reports
	3 years

	Inventories of products, materials, and supplies
	7 years

	Investment records (deposits, earnings, withdrawals) 
	7 years

	Invoices (to customers, from vendors)
	7 years

	IRS Form 1023 (tax-exempt and/or charitable status) 
	Permanently

	Letter of Determination from granting tax exempt/charitable status
	Permanently

	Minute books, bylaws and charter
	Permanently

	Patents and related Papers
	Permanently

	Payroll records and summaries
	7 years

	Payroll tax withholdings 
	7 years

	Personnel files (terminated employees)
	7 years

	Petty cash receipts/documents 
	3 years

	Property Insurance Policy 
	Permanent

	Retirement and pension records
	Permanently

	Sales tax exemption documents 
	Permanently

	Tax or employee identification number designation 
	Permanently

	Tax returns and worksheets
	Permanently

	Timesheets
	7 years

	Trademark registrations and copyrights
	Permanently

	Withholding tax statements
	7 years

	Workers’ Compensation insurance policy Permanent
	Permanent

	Workers’ Compensation  records
	5 years

	W-2 statements 
	7 years
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