University Baptist Church

Policies, Procedures and Guidelines Manual

No. 12  Financial Records of Retention

Consistent with standard business practices, UBC hard copy records will be retained as follows:

                      Record                                                     Period of Time

· Contributions Statements


7 years plus the current year

· Envelopes returned



1 year

· Bank statements, cancelled checks, 
7 years plus current year

      invoices and deposit slips

· December reports with year to 

date activity




maintain indefinitely

· Payroll reports, tax returns


indefinitely

Payroll supporting documentation,


Employee files, etc.
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