A.1 Record Retention Schedule

RECORD RETENTION

Durango Adult Education Center

HEDULE

A. Accounting and Finance

Record Type

Accounts Payable ledgers and schedules --------
Accounts Receivable ledgers and schedules -------
Annual Audit Reports and Financial Statements ---
Annual Audit Records, including work papers and

Retention Period

7 years

7 years

Permanent

7 years after completion of audit

other documents that relate to the audit

Bank Statements and Canceled Checks

Expense Records
General Ledgers

Electronic Payment Records
Notes Receivable ledgers and schedules

Investment Records

7 years

7 years

Permanent

7 years

7 years

7 years after sale of investment

B. Corporate Records

Record Type

Annual reports to Secretary of State/Attorney General
Articles of Incorporation

By-laws

Board Meeting and

Board Committee Minutes

Board Policies/Resolutions

IRS Application for Tax-exempt Status (Form 1023)
IRS Determination Letter

State Sales Tax Exemption Letter

Contracts (after expiration)

Licenses and Permits

C. Employee Documents

Record Type

Benefit Plans

Employee Files

Employment applications, resumes, and other

forms of job inquiries, ads or notices for job opportunities —
Forms I-9

Employment Taxes

Payroll Registers (gross and net)
Time Cards/Sheets

Unclaimed Wage Records
Retirement and Pension Records

Retention Period
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
7 years
Permanent

Retention Period
Permanent
Termination + 7 years

3 years
3 years after hiring, or 1
year after separation

7 years

7 years

5 years

6 years

Permanent



D. Property Records
Record Type

Lease Agreement

Property Insurance Policies

E. Tax Records
Record Type

Tax-Exemption Documents and Related Correspondence

IRS 990 and 990T tax returns

Tax Bills, Receipts, Statements

Tax Work Paper Packages — Originals
Sales/Use Tax Records

F. Grant Records
Record Type
Original grant proposal

Grant agreement and subsequent modifications

All requested IRS/grantee correspondence

including determination letters and “no change”

in exempt status letters
Final grantee reports, both financial and
grant narrative

All evidence of returned grant funds

All pertinent formal correspondence
including opinion letters of counsel
Report assessment forms

Documentation relating to grantee

grant evidence of invoices and matching or
challenge grants that would support
grantee compliance with the grant
agreement

Pre-grant inquiry forms and other
documentation for expenditure
responsibility

Grantee work product produced with the
grant funds

Retention Period
3 years after expiration
3 years after expiration

Retention Period
Permanent
Permanent

7 years

7 years

4 years

Retention Period

7 years after completion of
grant period

7 years after completion of
grant period

7 years after completion of
grant period

7 years after completion of
period

7 years after completion of
grant period

7 years after completion of
grant period

7 years after completion of
grant period

7 years after completion of
grant period

7 years after completion of
grant period

7 years after completion of
grant period



G. Contribution Records
Record Type
Records of Contributions

DAEC's or other documents

Evidencing terms of gifts

H. Program and Service Records
Record Type

DAEC'’s convenings

Research & Publications

|. Student Records

Record Type
Academic Records

Special Needs Records

Student/Parent Childcare Records

Retention Period
Permanent

Permanent

Retention Period
Permanent (1 copy only)
Permanent (1 copy only)

Retention Period

3 years after student
leaves program

(GED records permanent

with CDE GED Office)

3 years after student
leaves program

3 years after student
leaves school or
volunteer position
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