The PTA Treasurer

Records Retention Schedule

Itis very important that certain records be retained. It helps to develop a records retention policy.
Listed on this page are items that should be reviewed on a periodic basis and kept in a safe place.

Records to be Retained Retention Period

Accounts Payable reCOrdS . .. ... e 7 years
ANNUAL QUL FEPOITS .ottt ettt e et ettt Permanently
Articles of INCOMPOratioN .. ... .ttt e e e e et Permanently
Bank reconCiliations. . . .. ..o 1 year
Bylaws, including all amendments. . ... ...ttt e Permanently
Cash reCeIPT FECOIAS . ...ttt e e e e e e 7 years
Checks (canceled) (see exception, NEXt lINE) ......o.iiiii i it eeeaes 7 years
Checks (canceled) for important payments, i.e., taxes, special contracts, etc.

(checks should be filed with the papers pertaining to the transaction) ......................... Permanently
Contracts and 1€ases (EXPINEA). ... vttt et e ettt e e e e 7 years
Contracts and leases still in effect. ..o Permanently
Corporation reports filed with the secretary of state ... Permanently
Correspondence with CUSTOMEIS OF VENAOIS . . ... e ettt ettt et e e eaeae 1 year
Correspondence (GeNEral). .. ...t e 3 years
Correspondence (Iegal) . ....o.vuin i e Permanently
DUPliCate AEPOSIt SlIPS . v v ettt e e e e 1 year
Employee records (post-termination), if applicable........ ... i 3 years
Employment applications, if applicable. ... ... e 3 years
Equipment owned by Pl A. . .. e Permanently
Financial statements (year-end) and budgets ..o e 10 years
Grant award letters Of agreeMENT ... ...iuit ittt et 10 years
Insurance records, accident reports, claims, policies, certificates................cooiiiiiiii.. Permanently
Inventories (products and Materials). ... ....ouir it e e e e 7 years
10N Ll < PP 7 years
JOUINAlS L Permanently
Minute books of directors and committees ... ..ottt Permanently
1Nl o T 1 Permanently
Petty Cash VOUCKNES. . ... e et 3 years
PUICRASE OFAEIS. . . .ttt e e e e e e e e e e et 7 years
Record retention POLICY ... uvet e e Permanently
SalES FECOIAS. . . ettt et e e e 7 years
Standing FUlEs (CUITENT) . ..ottt et e e e e eas Permanently
Tax-exempPt status dOCUMEBNTS ...ttt ettt ettt ettt e e e e eeens Permanently

Application for tax exemption (federal and state)

Letter of determination (recognition) of tax-exempt status (federal and state)
Group tax exemption documents, if applicable

Letter assigning IRS Employee Identification Number (EIN)
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