SAMPLE


Records Retention Policy
Introduction

Club Name (“CLUB”) has adopted this Records Retention Policy (this “Policy”) to help it manage its records efficiently, report its performance accurately, and comply with applicable laws relating to preservation and confidentiality of such records. These laws include the Internal Revenue Code, the Sarbanes-Oxley Act, other statutes, and court rules of procedure.

General Policy

CLUB is committed to compliance with legal requirements relating to document integrity, document retention, and privacy. CLUB will retain documents as necessary to comply with law and as needed for operations, but will seek to retain them no longer than as needed for such purposes. CLUB may establish retention schedules for specific categories of records; one such schedule is set out in the table below. While the table reflects minimum retention periods for certain categories of records, retention of a document, whether or not identified in the table, and of documents not identified in the table, should be determined primarily by application of the general principles of this policy and the specific requirements below relating to litigation-relevant materials.

Legal proceedings
CLUB will not alter, destroy, mutilate, conceal, cover up, falsify, or make a false entry in a record, or attempt to do so, with the intent to impair the record’s integrity or availability for use in a legal proceeding (defined below) or impede, obstruct, or influence a legal proceeding. If CLUB learns of, or reasonably anticipates, a claim that may give rise to a legal proceeding, CLUB will take appropriate actions, including cessation of destruction of records, to ensure safeguarding of records relevant to the legal proceeding. “Legal proceeding” means any investigation, civil or criminal litigation, official proceeding or any proper administration of any matter within the jurisdiction of any department or agency of the United States or of any state or local government.

Coverage
This Policy covers documents in electronic as well as hard copy format. CLUB will seek to maintain e-mail and other electronic documents in the same manner as those in hard copy format. This Policy covers CLUB’s directors, officers, employees, volunteers and, as appropriate, vendors and other outside providers.

Administration
The [designated staff member] is responsible for administering this Policy in a manner that is reasonably attainable given CLUB’s resources and administrative capacity. Those responsibilities include (i) setting standards for document integrity, such as guidelines for handling electronic files, backup and archiving procedures, document retention in case of an emergency, and checkups of system reliability; (ii) consulting with CLUB associates about storage and destruction of specific categories of documents; (iii) overseeing protocols for compliance with privacy laws and CLUB’s own privacy policies; (iv) issuing instructions with respect to litigation matters; and (v) reviewing arrangements with volunteers and outside providers. The board may amend this Policy at any time. Document
Noncompliance
Failure to comply with this Policy, including, particularly, disobeying any destruction halt order, could result

in possible civil or criminal penalties including fines and imprisonment, contempt orders, litigation sanctions, disciplinary action for individual employees, and increased costs and inefficiencies. 
Relationship to laws and Contracts
This Policy is intended to supplement and not supersede any applicable federal and state laws, or any contracts to which CLUB is party, relating to retention and confidentiality of specific documents and information.

	Document
	Retention Period
	Document
	Retention Period

	Bank Reconciliations
	1 year
	Subsidiary Ledgers
	7 years

	Credit reports
	1 year
	Time sheets / cards
	7 years

	Receiving sheets
	1 year
	Voucher register and schedules
	7 years

	Requisitions
	1 year
	Job evaluations, position descriptions
	8 years

	Correspondence (general and with customers and vendors)
	2 years
	Payroll tax returns
	8 years

	Duplicate deposit slips
	2 years
	Personnel records (terminated)
	8 years

	Bank statements
	3 years
	W-2 forms, 1099 tax forms and payroll tax forms
	8 years

	Employment applications
	3 years
	Withholding tax statements
	8 years

	Insurance policies (expired)
	3 years
	Audit reports
	Permanent

	Internal reports
	3 years
	Board Committee assignments
	Permanent

	Petty cash vouchers
	3 years
	Chart of accounts
	Permanent

	Physical inventory tags
	3 years
	Club governing documents
	Permanent

	Purchase orders
	3 years
	Deeds, mortgages and bills of sales
	Permanent

	Internal audit reports
	3 years
	Depreciation schedules
	Permanent

	Dues notices
	4 years
	Financial statements (year-end)
	Permanent

	Safety data
	5 years
	General ledgers and year end trial balance
	Permanent

	Accounts payable ledgers and schedules
	7 years
	Insurance records
	Permanent

	Accounts receivable ledgers and schedules
	7 years
	Journals
	Permanent

	Cancelled checks
	7 years
	Listing of directors and officers
	Permanent

	Contracts, mortgages, notes and leases (expired)
	7 years
	Member applications
	Permanent

	Expense analyses/expense distribution schedule
	7 years
	Membership roster (annual)
	Permanent

	Garnishments
	7 years
	Minute books of directors, bylaws and charters
	Permanent

	Inventories of product, materials and supplies
	7 years
	Property records
	Permanent

	Invoices (to customers, from vendors)
	7 years
	Retirement and pension records
	Permanent

	Notes receivable ledgers and schedules
	7 years
	Tax returns, worksheets and examination reports
	Permanent

	Payroll records and summaries
	7 years
	Trademark registration and copyrights
	Permanent

	Sales records
	7 years
	Training manuals
	Permanent
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