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PURPOSE: To provide a system for complying with document retention laws; to ensure that 

the organization retains valuable documents; to save money, time, and space; to protect 

the organization against allegations of selective document destruction; and to provide for 

routine destruction of non-business, superfluous, and outdated documents. 

 

SCOPE: Documents that should be retained and the period of retention are listed below. In 

general, documents that are not subject to a retention requirement should be kept only long 

enough to accomplish the task for which they were generated 

 

PROCEDURE 

1. Documents as noted in the schedule below will be retained as a hard copy, electronic 

copy on the AMHA computers/server, or electronically/hard copies off site. Off-site retention 

will be performed automatically through a purchased back-up system and such back-up will 

include all pictures, e-mail correspondence, internet favorites, contacts, and documents 

stored on all AMHA desk tops for as long as indicated in the table below. 

 

2. The Executive Director is responsible for assuring that the electronic back-up system is 

renewed on an annual basis. 

 

3. Earlier drafts of any documents that have been finalized are not retained. Personal notes 

should not be kept after they are no longer needed. 

 

4. When required retention periods below and any other specific retention criteria have been 

met, destruction of paper documents will be by shredding and electronic documents and 

records will be deleted from computer hard drives, disks, and other electronic storage 

media.  
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ROLES & RESPONSIBILITIES: The Executive Director is responsible to assure that AMHA, 

its employees, volunteers and directors comply with the document retention schedule. At 

the Board of Director’s Annual Meeting (Feb Board of Director’s meeting), the Executive 

Director will submit to the Board of Directors a list of the documents that have been sent to 

storage or destroyed. The list will identify the documents with enough specificity that any 

director could determine which documents were stored or destroyed. Lists of documents 

stored or destroyed will be kept by the executive director and will also be kept in the AMHA 

office. 

 

The organization has a legal duty to retain relevant documents that are known or believed 

to be relevant to any legal action. Such documents also include those that could lead to 

discovery of admissible evidence. Accordingly, all document destruction is automatically 

suspended when a lawsuit, claim, or government investigation is pending, threatened, or 

reasonably foreseeable. In such a case, paper document destruction, as well as electronic 

destruction of any potentially relevant documents or records must cease immediately, and 

shall not resume until such lawsuit, claim, or government investigation is either fully and 

finally concluded or until counsel for AMHA advises the Executive Director in writing that a 

threatened or foreseeable claim is no longer capable of being asserted in any future 

proceedings. In the case of electronic destruction of documents or records potentially 

relevant to such a case, the system administrator is responsible for ensuring that any 

automatic destruction program is disabled and reviewing all electronic systems that contain 

documents potentially relevant to the litigation or claim. 

 

MONITORING REQUIREMENTS:  Executive Director with reports to the board. 

RECORD MANAGEMENT: In accordance with policy, the following documents must be 

retained or destroyed as set forth in the schedule below. Any records or documents that are 

not specified in the table below will be retained according to the recommendation of one of 

the two references provided below.  The Exec Director file cabinet must be fire proof; any 

critical document must be saved on the server/cloud storage. 

Type of Record Location 

Permanent  

Annual financial statements ED file cabinet/storage 

Audit reports ED file cabinet/storage 

BOD minutes, Committee minutes/RECORDING Electronic on server 

Cancelled checks for important payments (e.g. 

taxes, purchase of property, special contracts) 

File with documents related to the 

transaction 
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Chart of accounts 
Recent 2 years in accounting office, 

balance instorage  

Copyrights, trademark registrations ED file cabinet 

Corporate records such as articles of incorporation, 

bylaws, minutes of meetings, stock registers, etc.  

ED file cabinet/storage 

Correspondence regarding legal or other important 

matters 

ED file cabinet/ offsite document 

storage facility 

Deeds, mortgages, and current contracts and leases 
 ED file cabinet 

General ledger 

Recent 2 years in accounting 

office**MUST  BE IN FIREPROOF 

CONTAINERbalance in  storage  

Insurance-related documents, such as current claims 

for loss/damage, accident reports, appraisals, claims 

policies, etc 

ED file cabinet 

Intellectual property documentation (trademark 

registrations)  

ED file cabinet 

Leases ED file cabinet 

Legal and other important correspondence 
ED file cabinet & ED electronic folder or 

offsite document storage facility 

  

Registry documents (in electronic form) 
 database; microfilm 

;microfiche;scanned on server 

Registry documents (hardcopies) 
 pre 1980 at UMASS Amherst;   

scanned on a daily basis to the server 

Tax returns; IRS reports, other documents relating 

to determination of income tax liability 

ED locked file cabinet 

  

Indefinite  

Ethics-related documents, such as 

communication/hotline logs, bulletins, and reports 

ED file cabinet 

Plans and specifications ED file cabinet 

Property management data  ED file cabinet 

  

Six to Seven Years  

Accident reports ED file cabinet 

Accounts payable 
Recent 2 years in accounting office, 

balance in  storage  

Accounts receivable 
Recent 2 years in accounting office, 

balance in  storage  

  

Bank statements, reconciliations, deposit slips, 

cancelled checks (see exception under Permanent) 

Recent 2 years in accounting office, 

balance in storage 

Cancelled stock and bond certificates ED file cabinet 

Contracts ED file cabinet 

Contracts and leases (expired) 
ED file cabinet or offsite document 

storage facility 

Employee payroll records  Acctg office fire proof cabinet 
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Employee personnel records 

ED locked file cabinet or offsite storage 

facility for inactive employee records;  

ED contract filed with AMHA Counsel 

Expense records 
Recent 2 years in accounting office, 

balance in storage  

Inventory records 
Recent 2 years in accounting office, 

balance in  storage  

Invoices from vendors Accounting office &  storage  

Loan documents  ED file cabinet 

Purchase orders 
Recent 2 years in accounting office, 

balance in  storage 

Sales records 
Recent 2 years in accounting office, 

balance in  storage  

  

Four to Five Years  

Maintenance/repair records ED file cabinet 

Supporting documentation for items of income and 

expense  

Recent 2 years in accounting office, 

balance in  storage  

  

Two to Three Years  

General correspondence  Stored electronically 

General business documents (e.g. OC, pathways, 

regional show book) 

Stored electronically 

Insurance policies (expired) ED File cabinet 

Monthly financial statements 
Recent 2 years in accounting office, 

balance in  storage  

  

0 to 30 Days  

Copies of publications and other published reference 

materials 

Hard copies retained in library until 

destruction 

Messages from internet lists, routine requests for 

information, replies, personal correspondence, e-

mail, text messages, etc 

Stored electronically 
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