

[image: C:\Users\Ellen Yin-Wycoff\Desktop\NNEDV Forms\NNEDV Logo.png]


Business or Finance Records Documentation, Retention and Destruction


Documentation
Agencies have a variety of documents related to the business of the agency such as founding documents, grant applications and files, tax information, and bank statements just to name a few.  There should be policies on how these documents are stored, who has access and when and how documents are destroyed.   Retention and destruction policy for business and financial records should also address any records that are kept electronically.

Retention & Destruction
Board meeting minutes, founding documents, tax information, and one copy of each audit should be kept indefinitely.  

Most grant information can be destroyed 3 years after the grant closing, in some cases it may be as long as 5 years. Exceptions should be made when the funding source has specific guidelines that are longer than the above.  It is the responsibility of agency staff to know and apply such documentation retention guidelines as required by funder.

NOTE:  Keep any documents related to open grants – even if the document is older than 7 years.  It is typically safe to destroy any regular or recurring financial documents, such as check registers, bills, after seven (7) years.  

Any records related to property should be retained as long as that property is owned by the agency or throughout the life of the grant which purchased the property, whichever is longer.  

Any items for use internally, such as; call logs, conference attendance and sign in sheets, records of copies, statistic reports, resource requests etc. should be kept for the duration of the grant they pertain to and then destroyed by shredding, or other manner that significantly destroys any identifying information located in the record.  This also applies to financial information such as utility bills, loose receipts, returned checks and bank statements.



For more information on business and financial records please go to https://www.councilofnonprofits.org/tools-resources/document-retention-policies-nonprofits
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