New IRS Form 990 Policies 



        ABC Sample NonProfit Organization


Part VI Q.14
Sample Record Retention Policy

	Accounting Records:

	General Ledger
	Permanently

	Cash receipts and disbursement journals
	Permanently

	Fixed asset ledgers
	Permanently

	Accounts receivable ledgers
	6 Years

	Accounts payable ledgers
	6 Years

	Payroll records
	Permanently

	Billing files
	6 Years

	Expense reports
	6 Years

	Time sheets
	6 Years

	Cancelled checks, bank statements, and deposit slips
	6 Years

	Administrative records:

	Partnership or corporate records
	Permanently

	Articles of incorporation, bylaws
	Permanently

	Partnership agreements
	Permanently

	Licenses
	Permanently

	Stock ledger and cancelled stock certificates
	Permanently

	Leases and contracts
	6 years after expiration

	Insurance documents
	6 years after expiration or settlement

	Firm tax returns and annual financial statements
	Permanently

	Interim financial statements
	6 Years

	Personnel Records: Before employment

	Applications, resumes, job advancements
	1 Year 

	All related documents
	1 Year

	Unsolicited and Solicited applications, resumes, job advertisements (anything related to none-employees)
	1 Year

	Personnel Records: After employment

	Performance evaluations
	7 Years after termination

	CPE Records
	4 Years after termination

	Employment contracts
	7 Years after termination

	INS 1-9 forms
	Longer of: 3 years from date of filling or 1 year after termination

	Salary Information
	7 Years after termination


* This is an example of a record retention policy only. Record retention policies should generally correspond with the longest statute of limitations that prevails in the states in which the company does business.
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