
 

 

DISCOVER POLK COMMUNITY BENEFIT DISTRICT 
RECORD RETENTION POLICY 

 
 
1. Policy and Purpose 
 
This Policy represents the Discover Polk Community Benefit District’s (DPCBD’s) policy regarding 
the retention and disposal of records and documents, including those in electronic format. The 
purpose of this Policy is to ensure that necessary DPCBD records and documents are adequately 
protected and maintained and to ensure that records that are no longer needed by DPCBD, or 
are of no value, are discarded at the proper time. This Policy is also for the purpose of aiding 
DPCBD employees and Board members to understand their obligations to retain these records 
and documents. 
 
2. Administration 
 
DPCBD’s record retention schedule is set forth below. The records and documents set forth in 
that schedule shall be retained for the applicable retention period and, if in hard copy format, 
stored at a location in or around the Discover Polk Community Benefit District, as decided by 
the District Coordinator in consultation with the Board of Directors. The retention schedule is 
intended as a guideline and may not contain all the records DPCBD may be required to keep in 
the future. Questions regarding documents not listed in this chart should be directed to the 
District Coordinator of the Board President.   
 
3. Suspension of Record Disposal in Event of Litigation or Claims 
 
From time to time, the District Coordinator or Board President may issue a notice, known as a 
“legal hold,” suspending the destruction of records due to pending, threatened, or otherwise 
reasonably foreseeable litigation, audits, government investigations, or similar proceedings. No 
records specified in any legal hold may be destroyed, even if the scheduled destruction date 
has passed, until the legal hold is withdrawn in writing by the District Coordinator or Board 
President.  
 
 
 

[Continued on the following page.] 
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DISCOVER POLK COMMUNITY BENEFIT DISTRICT, INC. 
RECORD RETENTION SCHEDULE 

 

Document Period 
Financial Records  

Accounts payable ledgers and schedules and invoices 
from vendors and 1099 forms 10 years 

Accounts receivable ledgers and schedules and invoices 
to donors, sponsors, affiliates, grantors, etc. 10 years 

Audit reports of accountants and financial statements 10 years 
Bank statements and deposit records 10 years 

Accounting database (e.g., QuickBooks) 10 years 
Depreciation and fixed asset records 10 years 

Employee personnel records 10 years 
Employment applications and resumes of applicants 3 years 

Expense analyses and employee expense reimbursement 
forms (for travel and other expenses) 10 years 
General ledger, subsidiary ledgers and journals  10 years 

Payroll records and payroll tax returns and employee 
time sheets and reports 10 years 

Contracts and leases  10 years 
Grant documents and reports   10 years 

Insurance policies and records, current accident reports, 
claims, policies, etc. 

10 years 

Correspondence (all)  
Correspondence (including email) and internal memoranda  
relating to routine matters with no lasting significance. 12 months 

Correspondence (including email) and internal 
memoranda important to the organization or having 
lasting/legal significance.  

According to most 
applicable category 
& subject to review  

Governance and Reporting   
Internal reports, project documents and miscellaneous 3 years 

Minute books of Board of Directors (include Board and 
Executive Committee meetings), as well as Bylaws and 
Articles of Incorporation 

Permanently 

Committee meeting agendas, minutes and documents 10 years 

Applications for tax exempt status, and filings with 
Attorney General and Secretary of State 

Permanently 

Tax returns and worksheets Permanently 
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