
Recommended Time for Record Retention 
(National Association of Corporate Directors) 

 
Type of Document  Retention Period  
 
Corporate Records  
 Annual report to the Secretary of State Permanent 
 Articles of Incorporation and Bylaws Permanent 
 Board and committee minutes Permanent 
 Board policies and resolutions Permanent 
 Contracts, mortgages, notes and leases (expired)  7 years  
 Contracts, mortgages, notes and leases (still in effect)  Permanent 
 Correspondence (general)  3 years  
 Correspondence (legal and important matters)  Permanent 
 IRS application for tax-exempt status Permanent 
 IRS Determination Letter Permanent 
 State sales tax exemption letter Permanent 
  
Accounting and Tax Records 
 Annual audits and financial statements Permanent  
 Bank deposit records 7 years  
 Bank statements and reconciliation  7 years  
 Depreciation schedules  Permanent  
 Electronic fund transfer documents 7 years 
 General ledgers 7 years 
 Inventory records  7 years  
 IRS 990 Tax Returns and worksheets Permanent 
 
Employee Records 
 Accident reports and OSHA documents 5 years 
 Employment applications  3 years 
 Garnishments  7 years  
 I-9 forms  7 years after date of hire or 3 years 

after termination  
 Personnel files (hire, promotion, demotion or discharge)  7 years after termination 
 Retirement and pension records  Permanent  
 Timesheets or cards  7 years  
 Worker's Compensation documentation  10 years after 1st closure  
  
Legal, Insurance and Safety 
 Appraisals Permanent 
 Insurance policies, records, claims (expired)  3 years  
 Insurance policies, records, claims (still in effect)  Permanent  
 Loan documents and notes  Permanent  
 OSHA documents 5 years 
  
Other 
Donor records and acknowledgement 7 years 
Grant applications and contracts 5 years 
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