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Record Retention Policy
A. GENERAL POLICY STATEMENT 
1. The purpose of this policy statement is to allow the NAMI [AFFILIATE] to identify, retain, store, and dispose of the organization’s records in an appropriate, legally sound, and orderly manner. 

2. Except as otherwise indicated, documents shall be retained for the number of years indicated in Part B.
3. Irrespective of the retention periods specified in Part B, upon (i) receiving notice of a lawsuit, government investigation, or other legal action against or involving the organization, or (ii) learning of circumstances likely to give rise to such an action, proceeding or investigation, all documents in any way relating to such matter shall be preserved and safeguarded.

4. No officer, director, employee, agent or member of the organization shall knowingly destroy a document with the intent to obstruct or influence the investigation or proper administration of any matter within the jurisdiction of any government department or agency or in relation to or contemplation of any such matter.

5. Employees are expected to utilize documentation practices as trained and are required to comply with the documentation standards outlined in this policy. Failure to do so could result in disciplinary action, up to and including termination of employment. Employees with questions about this policy should consult with management or seek legal advice. 

6. The Organization will maintain accurate and high-quality records electronically or in local, damage-proof storage for the duration of the time periods provided for in this policy. Once any such time period is complete, the records are to be destroyed

7. Documents maintained solely in electronic format will be scanned and retained in highly organized electronic folders on the organization’s network in accordance with this schedule. 
8. The organization is to maintain complete, accurate and high-quality records in local, damage-proof storage for the duration of the time periods provided for in this policy, when any such time period is complete, the records are to be destroyed.

9. The organization’s Chief Financial Officer shall be responsible for authorizing, overseeing, and ensuring that records are destroyed pursuant to this policy. 

B. RECORD RETENTION GUIDELINES 
1. General Corporate Records 
	Type of Record 
	Retention Period 

	Articles of Incorporation and amendments thereto 
	Permanently 

	Bylaws 
	Permanently

	Meeting Minutes 
	Permanently

	Patents, trademark registrations, copyright registrations 
	Permanently

	Property records (including leases, deeds, easements, rights of way, appraisals, costs, depreciation reserves, blueprints, plans, end-of-year trial balances, tax records) 
	Permanently

	Membership ballots 
	3 years following the applicable vote

	Membership applications 
	Membership term, plus 1 year

	Correspondence relating to member discipline matters 
	Membership term, plus 5 years

	Contracts
	3 years


2. Accounting, Finance and Tax Records
	Type of Record 
	Retention Period 

	Income tax returns and filings 
	Permanently

	Audit reports of accountants 
	Permanently

	Cash books 
	Permanently

	Charts of accounts 
	Permanently

	Federal and state tax bills and statements 
	3 years

	Schedules, ledgers and other supporting documentation for financial statements and tax forms 
	7 years

	Bank reconciliations 
	3 years

	Checking records, including account statements, check register 
	3 years

	Social security tax records
	7 years

	Accounts Receivable and payable
	7 years

	End-of-year financial statements 
	Permanently

	Budget data
	3 years

	Banking records, including deposit and withdrawal records, bank statements
	7 years

	Expense accounts, approvals, petty cash records
	3 years

	Invoices to members, customers and vendors
	7 years


3. Personnel Records and Payroll Documents
	Type of Record 
	Retention Period 

	Resumes/applications and related employment materials, including background checks, letters of reference and related documents: 

For applicants not hired

For employees
	2 years

Employment term, plus 4 years

	I-9 Forms

Active employees

Terminated employees 
	Employment term

Employment term, plus the later of 3 years from date of hire or 1 year following termination of employment. 

	Compensation, job history and timekeeping records 
 
	Employment term, plus 4 years

	FMLA/USERRA and related leave records 
	Employment term, plus 4 years

	Performance appraisal/disciplinary action records
	Employment term, plus 4 years

	Benefit records 
	Employment term, plus 6 years

	Records related to disputed issues involving external agencies or parties, wage charge or suit hour investigation by DOL, EEOC charge, arbitrations, court actions, etc
	Employment term, plus 4 years

	Records of accommodation to any disabled employee requesting such accommodation 
	Employment term, plus 4 years

	Records of any sexual harassment complaints and the investigations and actions taken in response 
	Employment term, plus 4 years

	OSHA & employee safety records 
	Employment term, plus 5 years 

	Workers Compensation claims 
	30 years after date of injury/illness


4. Insurance
	Type of Record 
	Retention Period 

	Insurance records 
 
	Permanently 

	Accident reports
	7 years

	Appraisals
	7 years

	Worker compensation claims 
	7 years 

	Unemployment insurance
	7 years
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