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Ferrnanent record$ that need ts be retained:

Articles of incolporaticln and amendments
Byiaws and amendments
CC&Rs ard arfiendments
A11 board meeting minlrtes and resolutions which need to be approved, signed and dated

Title or deed to assets, supporting documenxs of asset purchases and capital improvements, including
inr oices and check copies
A11 federal and state tax returns, including depreciation schedules
IRS, state and iocal govefl:lnent agency'conrespondence
All rvritten contracts entered intc by the board on behalf cf the Organizaticn
Legal dacrrmrents and correspondence from attorneys
Management letters from independent auditing finr':s
Cryrent employee personnel files and emplovment xeccrds

Other records th*t need to tre kept for 3 to 7 -vears:

Tem'linated emplo-r,ee petscrtuei fiies afic.1 emplo-vment records {3 .ve*::si

Ail financial statements and suppcr$ing records, budgets, cancelled checks, invoices, tleposit slips, tralk
staternefits, and conrputer data back-ups (5 years)

Fayroll report and sorlrce dncrtnents {4 3reax's)
State of \\:'asi:ingtcn excise tax repolts and support documentalion {5 -vears}
Certaiu tar dedriction documetttati<ln l:r {i'audulent ti:x rstun.ts {7 -vears}

If in doutrt, keep all records for 7 years for iax puryoses. \Yhetr your recorcls are no longer aeederi for tax
puryoses, dc not discard them until ,vou check to see ilyou need to keep them longer f,or *lhel prilposos,

like fcr vour ins*rance comp&!1y, creditors. or attorneys"
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