TEXAS ALLIANCE OF BLACK SCHOOL EDUCATORS
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 TEOOIUS ....eeieeree ittt e et e e e ee e et ee et e see s o 7 years
ANNUAL AUAIE FEPOMS ..o ettt ettt st s seetene et seeresaeersessess s Permanently
Articles Of [NCOTPOIALION .......iiieeieiieteec st e et st ee e eeee oo es e emrseeeaes Permanently
BanK reCONCIIAIONS. ....ovviticticce ettt e e es s es et et e es e e e ee oo ee oot aes 1 year
Bylaws, including all Bmendments.............ccociiiiieeeeeeeeee e e eeeev vttt seesesres Permanenily
Cash reCEIPE FECOTUS ...viveuiriiiiitieesiet e sttt et et e e e e e s et e e e e e oo oo 7 years

Checks (canceled J.........ooooiiiii e ee e
Checks [canceled, for important payments, i.e., taxes, special contracts, etc.
(checks should be filed with the papers pertaining to the transaction)].........ccoev........ Permanently

Contracts & 188SS (EXPINOT) cuuvcierierierieiese it et e rame e eeeeesesseas esresessreersseseosesseeonn 7 years
Contracts & [8ases Stllin BffEC ...........coviiieeeeee e e oo rets o oerersresrareseste s Permanently
Corporation reports filed with the secretary of S1ate .......cooveeeveveeeee e Permanently
Correspondence with CUSIOMErS OF VEMAOIS. ... ieeteee et e e es s e eesi 1 year
Correspondence (GENETALY........occcooooi it et e e et e et ere seererssanensseeteesssseme e 3 years
Correspondence (Iegal)i s i s sss s smmsear amermenon Permanently
DUPlICate dePOSIt SIPS.. ... oottt et e e ettt e ees st 1 year
Employee records (post-termination), if BPPICADIE ....coivvvivecee e ee e ss e ese e seeasesssesaen 3 years
Employment applications, if 8pplicable ... s e sesese s ereaessa e sssss e 3 years
EQuipment 0WNED BY The PTA .ttt et e e ee e e ese s ses st eas e e e e e s et s e s Permanently
Financial statements (year-end} & BUAGEES ...........cooiiieeeeee ettt s e et ee st e s e 10 years
Grant award 16Hers of BGrEemMENt ... ........ooooe oo et 10 years
Insurance records, accident reports, claims, policies, Certificates .....ocovvvvevveeierverieies o Permanently
Inventories (Products & MaterialSs) ........cccoccoeieieeieriiieess it ee e s sesrasens b emeseer e seseans 7 years
o Lo o T 7 years
L - L e W Permanently
Minute books of directors & cOMMIEES ....ovviviriiiie et et Permanently
T O i UL s mo s s PR R R S Permanently
3 o L (T T S ————————————————— O 3 years
PUFCRASE OFHBES ..ot e et et et eva e s seesen e st ane se st e et s e ee e ees oo oo eens oo 7 years
Record retentian poliey: .o awmsmimsimmm e i e ssmessmntstr o wemsentontano: Lot Permanently
bzl ol ] o SO OOy U 7 years
Tax-exempt status dOCUMENES ...ciiei oot e e e e et e oo e et e e Permanently
Application for tax exemption (federal and state). ..., Permanently
Letter of determination (recognition) of tax-exempt status (federal and state) .................. Permanently
Group tax exemption documents, if applcable ...vvoveeee oo Permanently
Letter assigning IRS Employee Identification Number (EIN)...............c.ccooii. Permanently
Form 990/990EZ and Schedule A, as filed wWith IRS .......oiviivmii e eee Permanently

State tax information returns, asfiled.......................oo i e Permanently




Form 990T, if applicable, for unrelated business INGOME.............cooee e Permanently

Correspondence with IRS ... e, Permanently
Other information returns filed with the government ............ooooie e Permanently
Charitable Solicitation Registration, if applicable.................ccceeeviiioiciicee e, Permanently
Trademark registratiONS...........cooveiorie et et ee et e e ee s e eeee e s e e s es e e ee oo Permanentty

Vouchers for payments to vendors, officers, etc. {(includes allowances &
reimbursements to officers, members, etc., for travel & other EXPENSES} .vivviieerarinnsiserrensanens 7 years




