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 Vision-Aid is a 501(c)(3) tax-exempt non profit organization serving the visually disadvantaged.   

Vision-Aid Document Retention and Destruction Policy 
 

Effective Date: January 8, 2025 

 
Purpose 
The purpose of  this Document Retention and Destruction Policy is to ensure that Vision-Aid retains necessary 
documents and records for legal, financial, and operational purposes, and to ensure that documents that are no 
longer needed are discarded in a secure and appropriate manner. 
 
II. Policy 
Vision-Aid is committed to effective record management practices that comply with regulatory and legal 
obligations and support efficient operation. This policy outlines the retention periods for various categories of  
documents and provides guidelines for their destruction. 
 
III. Responsibilities 

• Executive Director (Compliance Officer): The Executive Director serves as the Compliance 
Officer and is responsible for overseeing the implementation of  this policy and ensuring compliance 
throughout the organization. 

• Employees and Volunteers: Must adhere to the guidelines set forth in this policy and assist in 
proper record management. 
 

IV. Retention Schedule 
Vision-Aid’s document records retention policy include all paper and electronic records produced in 
connection with the organization’s as a nonprofit charitable organization. From time to time, Vision Aid may 
revise or establish its document retention or destruction policies or schedules for specific categories of  records 
in order to ensure regulatory or legal compliance, and other reasons, such as cost management. Categories of  
documents that bear special consideration are identified below. 
 
A. Corporate Records 

• Permanent Retention 
o Articles of  Incorporation 
o Bylaws and Amendments 
o Meeting Minutes of  the Board and Committees 
o IRS Determination Letter and Related Correspondence 
o State and Local Registrations and Filings 
o Annual Reports to the Secretary of  State 

B. Financial Records 

• Permanent Retention 
o Audited Financial Statements 
o General Ledgers 
o Fixed Asset Records 
o IRS Form 990 and Supporting Documents 

• Seven Years 
o Bank Statements and Reconciliations 
o Cancelled Checks 
o Accounts Payable and Receivable Ledgers 
o Expense Reports and Receipts 
o Investment Records 

• Three Years 
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o Internal Financial Reports 
o Budget Documents 

 
C. Tax Records 

• Permanent Retention 
o Tax-Exemption Documents and Correspondence 
o IRS Rulings and Determinations 

• Seven Years 
o Payroll Tax Records 
o Sales and Use Tax Records 

D. Personnel Records 

• Seven Years After Termination 
o Employment Applications and Resumes 
o Performance Evaluations 
o Disciplinary Records 
o Termination Documentation 

• Three Years 
o Job Advertisements and Interview Notes 
o Benefit Enrollment Forms 

• I-9 Forms 
o Retain for three years after the date of  hire or one year after termination, whichever is later. 

E. Donor and Grant Records 

• Seven Years 
o Donor Contribution Records 
o Grant Applications and Agreements 
o Acknowledgment Letters 

• Permanent Retention 
o Records of  Endowments and Major Gifts 
o Grant Final Reports 

F. Legal and Contractual Documents 

• Permanent Retention 
o Legal Correspondence 
o Litigation Files 

• Seven Years After Expiration 
o Contracts and Agreements 
o Leases 
o Insurance Policies and Claims 
o Other miscellaneous documents (invoices, permits, etc.) 

G. Electronic Records 

• Emails and electronic documents shall be retained in accordance with the categories listed 
hereinabove based on content.(e.g., financial, legal, personnel) and their corresponding retention 
period. 
 

V. Document Destruction 
 
A. Methods 

• Paper Documents: Shredding or incineration to ensure confidentiality. 

• Electronic Files: Permanent deletion and overwriting and permanent destruction of  computer hard 
drives, if  necessary, to prevent unauthorized data recovery. 

B. Authorization 

• Document destruction must be authorized by the Executive Director (Compliance Officer) and 
documented, including the date, document type(s) and method of  destruction, and verified by 
personnel or entity performing such authorized destruction. 

C. Suspension of  Destruction 
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• In the event of  litigation, audits, or investigations, all document destruction shall be immediately 
suspended upon notification. The Executive Director (Compliance Officer) will communicate the 
suspension to responsible personnel or entity. 
 

VI. Compliance 

• Non-compliance with this policy may result in disciplinary action, up to and including termination of  
employment or affiliation with Vision-Aid. 

VII. Policy Review 

• This policy will be reviewed annually by the Executive Director (Compliance Officer) and President to 
ensure continued compliance with applicable laws and regulations. 

• Any revision or amendment to this policy deemed necessary to comply with legal, regulatory or other 
requirement shall be made by the Executive Director (Compliance Officer) upon approval by Vision 
Aid’s Board of  Directors prior to their inclusion in this policy document. 
 

VIII. Legal Considerations 

• This policy is intended to comply with relevant federal and state laws applicable to document 
retention policies for charitable organizations. In the event of  any inconsistency, legal requirements 
shall prevail. 

 
This document was approved by the Board of  Directors by electronic vote on January 7, 2025. 


