CHP 11-99 FOUNDATION
Document Retention Policy

Records to be kept PERMANENTLY:

· Income tax returns and any related payments

· Annual financial statements and books of accounts

· Corporate documents (by laws, determination letters, etc.)

· Stock records

· Retirement and pension records

· Licenses, patents, trademark and registration applications

· Investment trade confirmations and statements

· Documents substantiating fixed asset additions

· Legal documents

· CPA Audit Reports
· Expired Insurance policies
Records to be kept for SEVEN YEARS:
· Bank Reconciliations and voided checks

· Cancelled payroll checks

· Personnel and payroll records

· Purchase Records

· Sales records

· Travel and entertainment records

· Supporting documents for tax returns

· Sold property records

· Vendor invoices

· Scholarship Award Records

Records to be kept for THREE YEARS:
· Monthly Internal Financial statements

· Credit card statements

· Employment applications

My signature below indicates my receipt and understanding of this policy. I also verify that I have been provided with an opportunity to ask questions about the policy.

___________________________________                              _____________

Employee Signature                                                                    Date

.
