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The PTA Treasurer

Records Retention Schedule

It is very important that certain records be retained. It helps to develop a records retention policy. Listed
on this page are items that should be reviewed on a periodic basis and kept in a safe place.

Records to be Retained Retention Period

ACCOUNES PAYADIE FECOIUS.....eietiiie ettt ettt e et ste st e te srte s et e sa et e e eae et steetesaessensarsessansansanns 7 years
F AN o o TUE= B TU T L) A =Y o Yo o OO Permanently
Articles Of INCOMPOIAtION.......ciiici ettt ettt et st et e bbbt et e s sassae et st sbe s e nasessesans Permanently
BanK rECONCIHTATIONS. ....eceeeieteet e ettt et s et ste st eae st aebe s aes e te e stent stestesneersenneres 1vyear
Bylaws, including all amendmeEnts........ccooee ettt st sttt e Permanently
(O 1 g T oY Al =Tl e LTRSS 7 years
Checks (canceled) (see exception, NEXL IINE) ...ttt et et ee et ste e seberaeraas 7 years
Checks (canceled) for important payments, i.e., taxes, special contracts, etc. (checks should be filed with
the papers pertaining to the transaction) ...ttt e Permanently
Contracts and 1€aSES (EXPITEA) .ecececeeieieeeietietet ettt cte ettt et et s et estetestesbeseesee s bessessesessssasestestessenes 7 years
Contracts and 1€ases Still iN EffECT.......cucivieieeee e e e et st es Permanently

Corporation reports filed with the secretary of state.........ccceceveevevevessecciciceeee e PErmanently
Correspondence With CUSTOMErS OF VENAOIS.......c..cvciererieeeeeeeeetecteee e cesiesaesaeresssssssesestestesnennssessessesennennes 1 YEAI

CorreSPONAENCE (ZENEIAI) .c.cuieierierietee ettt et ettt et ee st ete ste e e e tesaebaeba s aassasetestestessnnsasesansaesansans 3 years
CorrespPONAENCE (IEZAI) ...ueeiieeieeee ettt et et st r b et e e et st st e e et s e benas Permanently
DUPIICAtE AP OSIT SIS o ctiieieieietiet ettt sttt ettt et et e e e et sbe e e e tes et aebanssassas et st stensnssasesansansansanns 1 year
Employee records (post-termination), if aQpPliCabIe.........cvciiieiicece e e e 3 years
Employment applications, if appliCable.........ooe et 3 years
EQUIPMENT OWNEA DY PTA......oeeeeeeeceee ettt st et st st st e ettt st saesae et st st e e e st aesanas Permanently
Financial statements (year-end) and bUdgEtS........cccocveiveieieicice ettt st e 10 years
Grant award |etters Of AgIrEEMENT ... ...t st st st s s b s s etestestennen 10 years
Insurance records, accident reports, claims, policies, certificates.......cocevevvevesevecccnininee e, Permanently
Inventories (Products and MAtErialS) ...ttt e st st st et s et aaas 7 years
LNV OICES . ettt et ste et et st et e st e s te st tesae sueeebees s eeeeeaeaassesaee sueeeseeneeasesaes sbeeueeesee e enetenben nheeebeeseeneeeneeeesneen 7 years
o 10 o F= £ U TR Permanently
Minute books of directors and COMMITLEES.......c.cccceceieieiierietieee ettt st e Permanently
171Nl = T T OO TSRS U RO Permanently
Y or= 1] IR o 10 ol =T OSSR 3 years
PUICRASE OFUEIS... ottt ettt sttt et et s et ete e s e se e sebe s tesess et et ebeabeetesee s sssessesseseasarsaseatesrensennen 7 years
RECOId reteNtiON POIICY...uciciieiieiee ettt ettt st st st et e r et sae e e et st ste e e s aesaetansanes Permanently
SIS TECONTS....cueieete et ettt et ettt st ste e st s e be s e s e aa st esesaeeaeste st saesessessesaes st e bansaaeareate st stesensenes et ansanes 7 years
SEANAING FUIES (CUITENT) c.vvvictietietie ettt sttt ettt st st st ae ettt e e aaeare et st stesessesseneesaesanas Permanently
Tax-exempPt StAtUS OCUMENTS.......oiriiciriieiieieie sttt sttt et et sttt as e ses b st sessesens Permanently

Application for tax exemption (federal and state)
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Letter of determination (recognition) of tax-exempt status (federal and state)
Group tax exemption documents, if applicable

Letter assigning IRS Employee Identification Number (EIN)

Form 990/990-EZ and Schedule A, as filed with IRS

Form 990-N (e-Postcard)

State tax information returns, as filed

Form 990-T, if applicable, for unrelated business income

Correspondence with IRS

Other information returns filed with the government

Charitable Solicitation Registration, if applicable

Trademark reGiStratioNsS.......i i st r e e st e e stesaeeressaete s ees e aennnnean Permanently
Vouchers for payments to vendors, officers, etc. (includes allowances and reimbursements to officers,
members, etc., for travel and Other EXPENSES) ...ttt sre e s 7 years

Treasurer’s Written Report

The PTA bylaws should provide that the treasurer report regularly to the association. The treasurer’s
written report should indicate what period of the fiscal year the report covers, the date it was prepared,
and who prepared it. (See a sample monthly treasurer’s report) The report should not be adopted, but
filed in the treasurer’s file.

These reports should be given to the auditor or auditing committee during the auditing process. The
auditing committee should report to the association at such times as the bylaws require. Usually, an
audit occurs annually at the end of the fiscal year and before a new treasurer takes office.

Treasurer’s Annual Report

At the close of the PTA’s fiscal year, the treasurer should close the financial records and prepare an
annual financial report covering the entire fiscal year. The treasurer should give a preliminary annual
report to the membership at the annual meeting. This report is for information only and is not officially
adopted; the report becomes official after the audit has been completed and the audit report is officially
adopted by the membership. Thus, the adoption of the audit report will be done at the first business
meeting of the new fiscal year. The bylaws should provide how the audit is to be made.

The treasurer’s annual report and the audit report are filed with the permanent financial records after
the association has formally adopted the audit report. It is strongly recommended that a financial
management checklist be filed with the annual financial reports.



