RECORDS RETENTION SCHEDULE
It is very important that certain records of the association be retained.  The following is a list of items/records that local PTA units should review on a periodic basis and keep in a safe place.

Accounts Payable Records
7 years

Articles of Incorporation
Permanently

Annual Audit Reports
Permanently

Bank Reconciliations
1 year

Budgets
10 years

Bylaws
Permanently

Cash Receipt Records
7 years

Checks
7 years

          Checks for important payments such as taxes, special contracts, etc. should be filed with the 

            papers pertaining to the transaction and kept
Permanently

Contracts & Leases (expired)
7 years

Contracts & Leases (active)
Permanently

Corporation Reports
Permanently

Correspondence with vendors
1 year

Correspondence (general)
3 years

Correspondence (legal)
Permanently

Disbursement Requests
7 years

Duplicate Deposit Slips
1 year

Employee Records
3 years

Employment Applications
3 years

Equipment owned by PTA
Permanently

Financial Statements
10 years

Grant Award Letters
10 years

Insurance Records, Accident Reports, Claims, Policies, Certificates
Permanently

Inventories (product & materials)
7 years

Invoices
7 years

Journals
Permanently

Minute Books
Permanently

PTA Charter
Permanently

Purchase Orders
7 years

Sales Records
7 years

Standing Rules (current)
Permanently

Tax-exempt status documents and all documents and correspondence

     dealing with the IRS
Permanently

      (For a more detailed breakdown refer to Money Matters, Annual Resources for PTAs
Trademark Registrations
Permanently

