RECORDS RETENTION SCHEDULE :
PTA

everychild. onevoice.

It is 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
ACCOUNES PAYADIE TECOTAS ....vviviiiieiieiiete ettt ettt et e st e st e e e e beseaesteesseesseesseesseesaeseesseesseessesseenens 7 years
ANNUAL QUAIE TEPOTLS ..eovveeevieirieeieiieieeriterte et eteeteeeteesteeteesbessbessaessaesseesseesseessesssesssesseessesssenssensenns Permanently
Articles Of INCOTPOTALION .....ccuieriieiieiieiieeiesieei ettt ettt et e e enbeensessaesseesseensesnnes Permanently
Bank reCONCIIIALIONS .......eiveiiieiieiieieeie sttt ettt et e st et e bt esbeetessaeseeesseeseesseensesssessaenseenseassensaenseensenn 1 year
Bylaws, including all amendments .............cceecuieierieriieniieieeieseeseesie e sere e esseeaessnesseesseenseens Permanently
CaSh TECEIPE TECOTAS. ... ueeueieiiieiieetieti ettt ettt ettt et e et e st e et et e teeseesse e seenseeneesneeeseeseanseenseeneenseensenn 7 years
Checks (canceled, DUt SEE €XCEPLION) ...ouveeueiriieiiieriieieeee et ee st eeeeteeiee s e st eae e seeesaeesseeeeenseeneesseeneas 7 years
Checks [canceled, for important payments, i.e., taxes, special contracts, etc.

(Checks should be filed with the papers pertaining to the transaction)] ........c.ccceceeveereroencennenne. Permanently
Contracts & 1€aSeS (EXPITEA). ... eeuveemeertieriieiieie ettt ettt et st e et ettt et e ebeesb e e teeneeeseenneas 7 years
Contracts & leases Still in effECt ........c.oiiiiiiiiiii e Permanently
Corporation reports filed with the secretary of state..........ccoccvevvieciieiiiiirieiecece e Permanently
Correspondence with CUStOMETS OF VENAOTS .........cvieiieiieeieeiiesteeteeteeeesieesteesteeseenesreesseesseesseesseessessenns 1 year
CorreSPONAENCE (ZENETAL) ... .cvieeieeiieitieieeie e ete st e et et e e e be e e ssaesaaesseeseesseessesseenseenseessenssesssensens 3 years
CorreSPONAENCE (1€ZAL)......ecuieiieiieiieieciecieee ettt e b et e et e te e be e b e esaesseesaeesseenseenseessenseenes Permanently
DUPLICALE AEPOSIE SIIPS...vevieiieiieiiiieiie sttt ettt ste e e et e esbesebesteesseeseesseessesssesseesseenseenseessenssesssessens 1 year
Employee records (post-termination), if applicable.........ccccoeviririniniiiiiiiie e 3 years
Employment applications, if appliCable........c.cociiririiiiiiiiiiiteeeecee e 3 years
Equipment owned DY the PTA ... ....coi ittt Permanently
Financial statements (year-end) & BUd@ets.........coeiieiiriiiiiiierieeee e 10 years
Grant award letters 0f QZIEEMENL..........ccuiiiiiiiie ettt ettt e st e seeeee et e eneesseeneeens 10 years
Insurance records, accident reports, claims, policies, certificates..........ccovvereeeerieneeneeneneenee. .Permanently
Inventories (products & MAaterials) .......cccceoieiiiiiiieiiee e e e 7 years
TIIVOICE .ttt et e e e e h e e b e bt et e et s et e bt e bt e bt en et bt e bt et e en b e enteeneeanean 7 years
JOUINALS ...ttt et ettt s bt e s bt et e e te et eaeeebe e bt e beenbeeanenbeans Permanently
Minute books of directors & COMMILEEES .......cc.ecverrieriieiirieiiereerie et eee et sre e ere e e ereesseeseenseas Permanently
PTA CRATET .oeovviiiiiciiecieceee ettt ettt sttt et et eetb e e ae e te et e esbeesbessaesseesseesseansesnseeseenseenns Permanently
Petty CAS VOUCKETS ....oueiiiiiiiiicic ettt sttt e eeta e s et esteebeesseesbesssesssesneenseeneenns 3 years
PUICRASE OTAETS ... eeeieiieieeie ettt ettt ettt e et e st e s aaesseeseenseesaessae s e enseenseessesssessseseensennsennns 7 years
Record retention POLICY .....ecverieriieiieiieiesteit ettt ete e e s aeseeesseesaeesseesseesaesssensaensennsensnens Permanently
SAIES TECOTAS ...vveutieiiieiieeiieeiie sttt ettt ettt et e et et e et e esaesteesseesseassesssesseesseenseenseesseassenssensaenseensennsesssessees 7 years
Tax-exempt Status dOCUMENLS. ......couirueruiriieieieientine ettt ettt ettt ettt et sae bt st ee e 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)

Form 990N/990EZ/990 and appropriate Schedules, as filed with IRS

State tax information returns, as filed

Form 990T, if applicable, for unrelated business income

Correspondence with IRS

Other information returns filed with the government

Charitable Solicitation Registration, if applicable

Trademark r@@ISTIAtIONS ... .ceueiuiiiiiiitieit ettt ettt sttt et et eae e bt e te et e eneesaeans Permanently
Vouchers for payments to vendors, officers, etc. (includes allowances &
reimbursements to officers, members, etc., for travel & other €Xpenses).........cceeeeeverierieneeneeneneene. 7 years
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