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Putnam First Cancer Fund, Inc. Retention Policy
Effective Date: 04-14-2026
Recommended retention for nonprofit financial records generally ranges from 3 to 7 years, with permanent retention for key governance documents (articles of incorporation, board minutes, and audit reports). Key documents like tax returns, audits, and donor records should typically be kept for 7 years to meet IRS requirements. 
Recommended Retention Schedule Examples:
· Permanent: Board meeting minutes, audited financial statements, tax returns/exemption applications, governing documents, and general ledger.
· 7 Years: Donor records, grant agreements, invoices, payroll records, and bank statements.
· 3 Years: Bank reconciliations, internal reports, and vendor correspondence. 
Usage Examples & Context:
· IRS Audits: 7 years of records are needed for tax-related documents.
· Grant Compliance: Keep grant agreements for the duration of the grant plus 3 years.
· Legal Protection: Maintain records for 3 years beyond the active period of contracts or leases. 

Recommendation for Putnam First Cancer Fund, Inc.
Permanent:
· Articles of Incorporation 
· Bylaws 
· Meetings Minutes
· Annual Reports

7 Years beyond Current Year:
· IRS 990
· Signed Annual Declaration & Conflict of Interest Compliance Statement 
· Donor Records
· Bank and Financial Institution Statements
· Audit Reports*
· Credit Card & Vendor Payments
· Bank Reconciliation 

3 Years beyond Current Year:
· Grant Information 
· Client Report
· Voting Spreadsheet and email records 
· Client Files maintained by Palatka Christian Service Center and Client Support Services (Gail Smith in 2026)

Through Expiration Date:
· State Solicitation for Contributions Renewal
· State Annual Filing
· Tax Exemption Certificate 
· Insurance Filing unless under litigation

*No Audit Reports at this time, only notations in meeting minutes.
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