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File Maintenance and Retention Policy Template
Affiliate officers are responsible for forwarding copies or electronic files of pertinent records to new officers or, if applicable, the affiliate executive director at the end of each officer year (June 1 through May 31). 
Contracts, financial statements, minutes, and other records, as appropriate, shall be retained for the following time frames. Documents may be either hard copy or electronic.
	TYPE OF RECORD
	RETENTION PERIOD

	Accounts Payable Ledgers and Schedules


	At least 7 years

	Accounts Receivable Ledgers and Schedules


	At least 7 years

	Annual Reports


	Permanently

	Articles of Incorporation


	Permanently

	Audit Reports


	Permanently

	Bank Statements/Reconciliations


	At least 7 years

	Bylaws


	Permanently

	Budgets


	At least 7 years

	Capital Stock and Bond Records


	Permanently

	Cash Books


	Permanently

	Charts of Accounts


	Permanently

	Checks, Cancelled


	At least 7 years

	CPEU records 


	No less than 7 years (per CDR guidelines)

	Contracts


	At least 10 years after the contract has expired if greater than or equal to $50,000 or a work for hire



	Other Contracts:
	

	Sponsorships
	10 years post exp

	Fact Sheets
	10 years post exp

	Corporate Projects – Consumer Ed.


	10 years post exp

	Vendors (Consultants, Researchers, Etc.)


	7 years post exp

	Copyright Registrations/Assignments


	Permanently

	Depreciations Records and Schedules


	At least 7 years

	Donor Records


	At least 7 years

	Expense Reports


	At least 3 years

	Employee Retirement Income Security Act Plan Documents/Contribution Reports


	Permanently

	Employment Tax Records


	Employment tax records, including each employee’s Social Security number, pay, dates of payment, taxes withheld (including FUTA and FICA taxes) - retain for at least 6 years

	Employment Verification - Form I-9 and Related Documents


	The Employment Eligibility Verification Form I-9 (and related documents) required under the federal Immigration Reform and Control Act (IRCA) - retain for at least 3 years from the date of hire or one year from the date of termination, whichever is later



	Ethics Complaints & Case Records


	At least 5 years

	Expense Analyses and Schedules
	At least 7 years



	Financial Statements, Audited


	Permanently

	General Ledgers


	Permanently

	Insurance Policies/Claims/Reports


	At least 1 year following the expiration of the time allowed for making claims under the policy; if the policies and related documents are the subject of litigation, retain until final disposition of the litigation



	Inventories, Records of


	At least 7 years

	Invoices (both received by & issued by Affiliate)


	At least 7 years

	Leases


	At least 10 years after the lease has expired



	Legal Correspondence/Litigation Files


	Permanently

	Lobbying Documents
	Previous and current session of Congress

	Membership Records


	At least 3 years

	Minutes (BOD)


	Permanently

	Minutes (Committees  & Task Forces)


	Committees & Task Forces at least 2 years



	Patent Materials


	Permanently

	Pension/401k Plan Materials


	Permanently

	Petty Cash Records


	At least 7 years

	Planned Giving Documents


	Permanently

	Property Appraisals


	Permanently

	Property Records


	Permanently

	Purchase Orders


	At least 10 years

	Registration Eligibility and Related Records 


	At least 5 years

	Real Estate Contracts/Closing Documents


	Permanently

	Sales Orders (for Affiliate products)


	At least 1 year

	Tax Correspondence


	Permanently

	Tax Returns and Worksheets


	Permanently

	Trademark Registrations/Assignments


	Permanently

	Unemployment Insurance



	At least 5 years

	Wage and Hour Materials


	Payroll records, certificates, agreements, plans, notices, time cards, work-time schedules, wage rate tables, etc. - retain for at least 3 years
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