SDP Record Retention Policy for Chapters
Introduction
Record retention and document destruction are distinct but complementary issues. Record retention balances the need for an organization, in this case chapters, to maintain accurate and appropriate files with the challenge of limited physical and electronic space for archives. All chapters need to keep documents that preserve their history for strategic planning, SDP compliance, and legal purposes.

SDP’s chapters are as diverse as its members, ranging from chapters that meet in private homes to chapters that own real estate.  This following, therefore is offered only as a guide to assist chapters in adopting their own record retention policies.  It includes a list
 of documents and time periods.

RECORD RETENTION POLICY

___(Chapter Name)     takes seriously its responsibility to preserve information relating to chapter activities, especially with regard to financial information.  The records of chapter officers are property of the chapter and each officer is responsible to see that all pertinent records are kept on file and transferred to new officers at the end of each year.  The information listed in the retention schedule below is intended as a guideline and may not contain all the records the chapter may be required or desire to keep in the future. Questions regarding the retention of documents not listed in this chart may be directed to the SDP Chapters Coordinator:

chapters@decorativepainters.org.

	File Category
	Item
	Retention Period

	Chapter Affiliation Records
	Bylaws and Standing Rules
	Permanent

	
	Chapter resolutions
	Permanent

	 
	Board (Executive Committee) and regular chapter meeting minutes, including resolutions
	Permanent

	
	Chapter Affiliation Certificate
	Permanent

	
	Chapters Handbook (latest revision)
	Permanent

	
	Chapter Membership Roster with addresses and phone numbers
	3 Years

	
	Copy of Employer Identification Number (EIN) as granted (if US based chapter)
	Permanent

	 
	Conflict-of-interest disclosure forms
	4 years

	Finance and Administration
	Financial statements (audited)
	Permanent

	 
	Auditor management letters
	Permanent

	 
	Journal entries
	Permanent

	 
	Check register and checks
	[7 years/permanent]

	 
	Bank deposits and statements/reconciliation
	7 years

	
	Electronic Fund Transfer Documents
	7 Years

	 
	Charitable organizations registration statements (filed with [State] Attorney General)
	7 years

	 
	Chart of accounts
	7 years

	 
	Expense reports
	7 years

	 
	General ledgers and journals (includes bank statements and reconciliations) 
	7 years

	 
	Accounts payable ledger
	7 years

	 
	Equipment files and maintenance records
	7 years after disposition

	
	Invoices
	7 Years

	
	Sales Records, Petty Cash Vouchers, Cash Receipts, Credit Card Receipts
	3 Years

	 
	Correspondence — general
	3 years

	Legal and Insurance Records
	Policies/Certificate of Insurance — occurrence type
	Permanent

	 
	Policies — claims-made type
	Permanent

	 
	Accident reports
	7 years

	 
	Claims (after settlement)
	7 years

	
	Copyright Registrations 
	Permanent

	
	Contracts and agreements (including seminar/teacher, etc.)
	7 years after all obligations end

	Real Estate
	Deeds 
	Permanent

	 
	Leases (expired)
	7 years after all obligations end

	 
	Mortgages, security agreements
	7 years after all obligations end

	 
	Purchase agreements
	7 years after disposition requirements

	Tax
	IRS exemption determination and related correspondence
	Permanent

	 
	IRS Form 990 Tax Returns

	Permanent

	
	IRS Form 1099

	7 Years

	 
	Withholding tax statements
	7 years

	 
	Correspondence with legal counsel or accountants, not otherwise listed
	7 years after return is filed

	Communications
	
	 

	 
	Historian Records (Photos, Scrapbooks, Newsletters, Press Releases, Press Clippings)
	7 Years or Permanent

	
	Other publications
	7 years

	Community Philanthropy
	Scholarship grant records, including applications if chapter participates in selection decisions
	7 years

	 
	Declined/withdrawn scholarship/grant applications
	3 years

	Technology
	Software licenses and support agreements
	7 years after all obligations end

	Library
	Books, Tapes, and periodicals
	2 years

	General Administration
	Correspondence — chapter president and general
	7 years


� Some excerpts from � HYPERLINK "http://www.boardsource.org/Bookstore.asp?Item=45" \t "_blank" �The Nonprofit Policy Sampler, Second Edition� by Barbara Lawrence and Outi Flynn, a publication of BoardSource, formerly the National Center for Nonprofit Boards. 





� Although chapters, like the Society, do not have to pay income tax, if a chapters total annual gross receipts (all income, including interest earned) are greater than $25,000, a Form 990 must be filed.  This is an income report.





� These tax forms are required by the IRS to report payment to an individual (such as a decorative painting teacher) of $600 or more.  This doesn’t include reimbursements, which include lodging, airfare, supplies, surfaces, etc.  Form 1099-Misc. must be sent to the teacher before January 31st.  The teacher is responsible for filing the form with the IRS.  Form 1096 – Transmittal must be sent to the IRS by February 28th.  IRS forms must be originals and may be requested by calling (800) TAX-FORM (i-800-829-3676).
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