Document Retention & Destruction Policy
United Way of Greater Lima, Inc. 
Following the enactment of the Sarbanes-Oxley Act, the United Way of America (UWA) requires local United Ways to maintain a policy for document retention and destruction.  The following draft is based on a sample provided by UWA.  
	Type of Record
	Retention Period (Yrs)
	
	Type of Record
	Retention Period (Yrs)

	Accounting
	
	
	Corporate Records
	

	Auditor’s reports
	Permanent
	
	Articles of incorporation
	Permanent

	Bank deposit slips
	6 years & current
	
	Bylaws 
	Permanent

	Bank statements
	6 years & current
	
	Capital stock & bond receipts
	Permanent

	Bills of lading
	3
	
	Contracts & agreements
	Permanent

	Budgets
	3
	
	Copyrights & trademark registration
	Permanent

	Canceled checks

· General

· Payroll

· Taxes (payroll related)

· Taxes (income)
	6 years and current for all
“
Permanent
	
	Legal correspondence
Minutes

Mortgages & note agreements

Patents

Personnel files
	Permanent
Permanent

Permanent

Permanent

Permanent

	Cash disbursements journal
	Permanent; (have 1997 to current)
	
	Personnel Files-terminated
	3 years after departure


	Cash projections
	3
	
	Insurance
	

	Cash receipts journal
	Permanent (have 1997 to current) 
	
	Accident reports
	7

	Contracts-purchase & sales
	7
	
	Fire inspection reports
	7

	Credit memos
	3
	
	Group disability records
	7

	Depreciation records
	3
	
	Insurance policies
	7

	Employee expense reports
	6 years and current
	
	Safety records
	7

	Employee payroll registers
	6 yrs.& current
	
	Settled insurance claims
	7

	Financial statements
· Annual

· Interim
	Permanent

3
	
	Insurance Records, accidents,
  Claims
	Permanent

	Freight bills
	3
	
	Taxes
	

	General ledger
	Permanent (have 1997 and current)
	
	Tax returns & canceled checks (federal, state, local)
	Permanent

	Internal work orders
	3
	
	Sales & use tax returns
	Permanent

	Inventory lists
	3
	
	Payroll tax returns
	Permanent

	Invoices
	6 years and current
	
	Informational returns
	Permanent

	Sales & cash register tapes
	3
	
	Documents supporting tax calculations
	6 years and current

	Purchases (merchandise)
	3
	
	
	

	Purchases (permanent assets)
	3
	
	Other
	

	Payroll journal
	6 years and current
	
	FEMA documentation
	3

	Pension / profit sharing
	Permanent
	
	Grant Records
	7

	Plan & trust agreement
	Permanent
	
	Endowment Records
	Permanent

	Actuarial reports
	Permanent
	
	Any Records regarding Litigation
	Permanent

	IRS approval letter
	Permanent
	
	Pension 5500 Filings
	Permanent

	Petty cash vouchers
	6 years and current
	
	Chronological Files
	5

	Production & sales reports
	3
	
	Requests for Information
	3 after fully resolved

	Purchase journal
	6 years and current
	
	Investment Records and reports
	6 years and current

	Subsidiary ledgers (accounts receivable, payable, etc.)
	6 years and current
	
	Applications (non-employees)
	2 years

	Timecards, time reports
	6 years and current
	
	Scrapbooks and 
UWA Statistical Reports
	Permanent




Other Document Retention:

Records not referred to above that, in the knowledge of employees, are or may be relevant to any ongoing, imminent or reasonably foreseeable legal proceeding


Permanent 

Letters and notes that require no acknowledgement of follow-up (notes of appreciation, travel plans for meetings)








l year

Letters relating to financial matters, statements or accounts

           6 years and current 

General correspondence







3 years

Each department is responsible for assuring that e-mail correspondence, in or out, faxes, or any correspondence relative to their department and issued by department director is on file, with copy in appropriate months Chronological file and the file specific to the issue (fund distribution, campaign, board, marketing, impact, labor staff correspondence, etc.)


                                                                                             6 years and current
In addition, we have historical files that include brochure samples, report samples, lists of board and committee members, etc.

Explanatory Notes:

1. Unless otherwise noted, all retention periods begin with filing the tax return to which the document applies.  If the statute of limitations concerning a tax year is extended, retention should be extended accordingly.  
2. Employee records of exposure to workplace hazards must be retained 30 years after employment.  
3. Retention periods begin after termination, expiration, dismissal, etc.  
4. Anything of a litigious nature is maintain
NOTES ON CERTAIN PERMANENT RECORDS:
Since 1996, and until July, 2007, United Way of Greater Lima stored old records at a Warehouse Associates facility on E. Kibby Street.   This was storage made available to us at no cost by Pat Huber, then President of Warehouse Associates.    Our records were boxed, sealed, and marked as United Way of Greater Lima Property, Do Not Destroy, and kept in a separate room, not mixed with other storage.   Periodically, we would take additional records out, or pick up something that we wanted.   In 2007, storage space became available in the Community Service Corporation, and United Way decided to bring all records back to this facility.   We called Warehouse Associates, and Dwayne, who generally helped us with our things was no longer there and Mike had no knowledge of our storage.  We asked to come out and get our storage and were told that we could.  When we got there, Mike said he had talked with other employees, and that our records had been destroyed.     He showed us a room that included only Warehouse and Procter and Gamble records, and said the room our records were in had been demolished.    Several of us went out on another day and attempted to get into the area where are storage had been kept, but it was locked.  We talked to several employees, who were very familiar with our attempts to get our storage, but said that “Warehouse management had hired a women to get rid of anything that did not belong to Warehouse, and she had thrown away our storage.”    Bev Prueter contacted Mark Schmeider, general manager of Warehouse Associates, in the form of a letter, copy attached.   Mark called her, said he knew our things were “missing”, said he had talked with the woman who threw out materials, she remembered our storage and had not disposed of it.  He felt our things were still there, but had probably been moved.    He said we could come out and look and he would meet  us there as lots of areas  were locked.   Bev, Judy and Cindy did make an appointment to meet him, and on October 30, 2007, we went out.   When we got there, Mark showed us the same area we had seen before and said he talked to the woman who cleaned the area and she said she did not destroy the items.   We asked to go through the entire plant as he had promised, and he did take us through the entire plant, which includes warehouse and old Superior Coach facility.    We found nothing.   Our conclusion is that no one wants to admit who destroyed the materials, but that they have been destroyed.    The destroyed materials consisted of old minute books, old financial records (1996 and beyond), old films, old campaign supplies that were being saved as historical.      At the United Way building, we have all audits, tax records, pension records, endowment records, Articles of Incorporation, depreciation schedules, and scrapbooks of each year back to 1947, and financials and minute books from 1997 to current.   We also have certain records that are marked to destroy based on the retention policy.
Approved 6/26/2008






UNITED WAY OF GREATER LIMA

RECORDS RETENTION POLICY

Complete following compliance checks.

To:
__________________________________  and/or _____________________________

Position:   President




Board Chair

FROM:
       

POSITION:  
I certify that the records of United Way of Greater Lima have been reviewed for compliance with UWGL Records Retention Policy for the period of  _________ through _________      and that such records are in compliance with the Policy, except as noted regarding the destruction of records by Warehouse Associates.  

______________________________________

_____________________________________

Date






Signature 
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