USTA SC Policy Number ________ 
Policy on Document Retention and Destruction
Purpose:  This policy of the United States Tennis Association South Carolina (USTA SC) identifies the responsibilities of USTA SC, its Board of Directors, committee members and staff for retaining and destroying USTA SC documents. 

Policy:  The types and categories of documents listed below will be retained for the specified periods of time.  At least one copy of each document will be retained.  Although volunteers are required to honor these rules and requirements, USTA SC staff shall be responsible for managing retention, storage and destruction of documents.  Written documents shall be physically destroyed.  Electronic documents will be deleted from all computers, data bases, networks and backup storage.  Exceptions to this Retention and Destruction Policy may be granted only by the President or Executive Director of USTA SC.

No document will be destroyed or deleted if pertinent to any ongoing or anticipated government or legal investigation or proceeding. The President or Executive Director may issue a notice suspending the destruction of any document due to any pending, threatened or otherwise reasonably foreseeable investigation, litigation, audit or similar proceeding.  No document specified in the notice of suspension shall be destroyed until the notice of suspension is withdrawn by the President or Executive Director.

The Board of Directors shall be kept abreast of any significant changes in the requirements mandated by new or changed laws and regulations concerning document retention and destruction and shall adjust this policy accordingly.

Retention and Destruction Schedule

CORPORATE RECORDS
	Articles of Incorporation and any amendments 
	Permanent

	IRS forms filed for tax-exempt and/or charitable status
	Permanent

	Letter of determination from the IRS granting tax-exempt and/or charitable status
	Permanent

	Governance rules and By Laws
	Permanent

	Policies, procedures and regulations
	While in force and

seven years following

abrogation/amendment/replacement

	Executive Committee resolutions and minutes
	Permanent

	Board of Directors resolutions and minutes
	Permanent

	Committee resolutions, recommendations and minutes
	Permanent

	Tax Exemption records (including sales tax)
	Permanent

	Annual corporate filings
	Permanent

	Conflict of interest and ethics statements
	Seven years following volunteer/employee disassociation


FINANCIAL RECORDS
	Chart of accounts
	Permanent

	Fiscal policies and procedures
	Permanent

	Audits (reports and work papers)
	Permanent

	Year end financial statements
	Permanent

	Year-end general ledgers
	Permanent after audit

	Bank statements and reconciliations
	Seven years

	Accounts payable ledgers and schedules
	Seven years

	Petty cash receipts/documents
	Three years

	Investment records (deposits, earnings and withdrawals)
	Seven years

	Investment performance reports
	Seven years

	Investment management correspondence
	Seven years

	Investment management contracts
	Seven years

	Investment consultation reports
	Seven years

	Expense analysis/expense distribution schedules
	Seven years

	Property/asset inventories
	Seven years

	Performance Base Incentive Funding Data
	Permanent

	Budget process data
	Permanent

	Grant procedures 
	Permanent

	Grant applications, processing records, payment records
	Seven years

	Financial and Audit Policy
	Permanent


TAX RECORDS
	Annual tax filings (IRS Form 990, State and Federal tax returns, reports and supporting records and worksheets)
	Permanent

	Payroll Registers
	Seven years

	Filings of fees paid to professionals (IRS Form 1099)
	Seven years

	Payroll tax returns and withholdings
	Seven years

	Earnings records
	Seven years

	W-2 Statements 
	Seven years

	Tax exemption determination letter and any related correspondence 
	Permanent

	Records relating to any tax audit 
	Permanent

	Depreciation Schedules
	Permanent


PERSONNEL RECORDS

	Employee offer letters
	Permanent

	Confirmation of employment letters
	Permanent

	Employment agreements
	Permanent

	Benefit descriptions per employee
	Permanent

	Retirement, pension and benefit records
	Permanent

	Actuarial reports
	Seven years

	Employee applications and résumés
	Seven years following termination

	Promotion, demotion, letter of reprimand and termination documents
	Seven years following termination

	Job description and performance goals and evaluations
	Seven years following termination

	Workers Compensation records
	Five years

	Salary, payroll records and summaries
	Seven years

	INS I-9 Forms
	Five years following termination

	Employee personnel files (name, address, social security number, date of birth, date of hire, date of separation, job description)
	Seven years following termination

	Independent contractor documents and records
	Seven years following contract/relationship termination


INSURANCE RECORDS

	Property insurance policy
	Permanent

	Directors and Officers insurance policy
	Permanent

	Workers’ Compensation insurance policy
	Permanent

	General Liability insurance policy
	Permanent

	Insurance claims applications
	Permanent

	Insurance disbursements/denials
	Permanent

	Accident reports
	Seven years following incident


CONTRACTS AND LICENSES
	Contracts, deeds, mortgages, promissory notes and leases, security agreements
	Seven years following expiration

	Software license agreements
	Three years

	Major bills/acts of sale
	Permanent

	Other bills/acts of sale
	Three years after sale

	Vendor, hotel and service agreements
	Three years

	Independent contractor agreements
	Seven years

	Consulting agreements
	Seven years
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