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Records-Retention Best Practice

Michigan law specifically requires the corporation to maintain accounting books and records, minutes of member/board/executive
committee proceedings, and membership records.

Record Suggested retention

Charter, articles of incorporation, constitution & bylaws + amendments Permanent

IRS tax-exempt determination/application documents Permanent

Board and official club meeting minutes Permanent

Major board resolutions/policies Permanent

Historical officer lists / significant club records Permanent

Annual financial statements Permanent or at least 7 years

Bank statements, deposit records, canceled checks 7 years

Receipts, invoices and expense documentation 7 years

General ledgers/accounting records 7 years

Filed tax returns / Form 990 series Permanent is safest

Contracts and agreements Term of contract + 7 years

Grant records and supporting documentation Follow grant requirement; 7 years is a good club minimum
Insurance policies and claims Permanent for policies/major claims when practical
Employment/payroll records At least 4 years for federal employment-tax records; 7 years is a useful club policy
Routine correspondence / administrative material 3-7 years depending on importance

Routine event paperwork with no tax/legal/historical value 3years
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