Village Library of Morgantown

Document Retention Policy

	
Type of Document
	Minimum Requirement 
(in Years)
	
Permanent?

	Personnel
	
	

	Employment Applications
	3
	

	Time Cards
	3
	

	Disability & sick benefits records
	3
	

	Personnel files (terminated)
	3
	

	Withholding tax statements
	7
	

	Corporate
	
	

	Minutes, Bylaws, Charters
	
	Permanent

	Contracts & agreements
	
	Permanent

	Deeds, mortgages, notes & leases (current)
	N/A
	

	Deeds, mortgages, notes & leases (expired)
	N/A
	

	Financial
	
	

	Banks Statements Reconciliations, Deposit Slips
	3
	

	Accounts Payable
	3
	

	Accounts Receivable
	3
	

	Petty Cash Records
	3
	

	Treasurer’s Reports (internal audit)
	5
	

	General ledgers & journals
	5
	

	Professional Audits
	7
	

	Tax returns
	7
	

	Year End Financial Statements
	7
	

	Depreciation Schedules
	N/A
	

	Insurance
	
	

	Policies (expired)
	3
	

	Accident/Incident reports
	3
	

	Fire Inspection reports
	3
	

	Group disability records
	3
	

	Safety reports
	3
	

	Claims (after settlement)
	3
	

	Library Reports
	
	

	Request for Reconsideration
	7
	

	Director’s Reports
	5
	

	Reports to BCPL
	5
	

	Guidelines for Excellence from BCPL
	5
	

	Request for Consideration (challenging materials)
	3
	

	Library Annual Report for Public
	7
	

	PA Annual Reports
	7
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