


ARTICLE 5
RECORD RETENTION SCHEDULE

The Record Retention Schedule is as follows:

ADMINISTRATIVE RECORDS

RETENTION PERIOD

Original and subsequent governing documents (to
the extent applicable to the Union):
Labor agreements and amendments
Rules, regulations, policies, procedures and
amendments
Annual financial reports
Audit reports
Executive Board minutes
Investment guidelines
IRS filings
IRS qualification documents, determination letter
Board appointments and acceptance letters
Vendor contracts

All:
Permanently

Fidelity bonds

7 years (current year plus 6 prior years)

Government filings

7 years (current year plus 6 prior years)

Insurance policies and riders

7 years after expiration

Correspondence:
General 3 years
IRS Permanently
Legal, including memoranda and opinions Permanently
Personnel 7 years
ACCOUNTING RECORDS RETENTION PERIOD

General books of account

7 years (current year plus 6 prior years)

Cash receipts and disbursement ledgers

7 years (current year plus 6 prior years)

Cancelled checks and/or check copies

7 years (current year plus 6 prior years)

Bank deposit slips

7 vears (current year plus 6 prior years)

Invoices

7 years

W-2 Forms

7 years (current year plus 6 prior years)
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