F705  RECORD RETENTION





Effective Date:  08/28/07 

Revision Date:  08/06/08, 09/16/09, 05/18/11
Policy

The formal records retention policy of the Coalition is as follows:

Permanent Files
Audit reports 

Chart of Accounts 

Contracts, mortgages, notes and leases still in effect

Correspondence on legal and important matters only 

Deeds, mortgages and bills of sales 

Depreciation schedules 

Financial statements-Year End
General ledgers/year end trial balance 

Insurance records (policies, claims, etc.) 

Journals 

Articles of Incorporation, bylaws and charters ,  minute books of directors 

Property records  

Retirement and pension records 

Tax returns and worksheets, examination reports, and other 
documents relating to determination of income tax liability 

Trademark registrations and copyrights 

Training manuals (Coalition-created only)                                                                                  

All Other Records
All other records are maintained for seven (7) fiscal years.

Record Retention Requirements and Exceptions

All records must be maintained for at least five (5) years from the date of the last document filed for the period.  For consistency, the Coalition maintains all non-permanent records for seven (7) years.  There is an exception if there is any litigation, audit, claim, negotiation, or other action that started before the expiration of the period.  In that case, the records must be retained until resolution of all issues or until the end of the period, whichever is later.

Record Destruction

The Coalition retains records as required by law and destroys them when appropriate.  The destruction of records must be approved by the C.E.O., and logged into the Coalition’s Destroyed Records Log.
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