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DOCUMENT DESTRUCTION POLICY
Evergreen Conservancy will follow the below the minimum requirements to use as a guideline 

for it’s document retention.

	Type of document
	Minimum requirements (years)

	Accounts payable ledgers and schedules
	7 

	Audit reports
	Permanently

	Bank Reconciliations
	2

	Checks (for important payments and purchases)
	3

	Contracts, mortgages, notes, and expired leases
	7

	Contracts in effect
	Permanently

	Correspondence (general – written – via mail))
	2

	Correspondence (legal and important matters)
	Permanently

	Correspondence (customers and venders)
	2

	Deeds, mortgages, bills of sale
	Permanently

	Depreciation Schedules
	Permanently

	Duplicate deposit slips
	2

	Applications
	3

	Expense Analysis’s/expense distribution schedules
	7

	Year end financial statements
	Permanently

	Insurance Policies (expired)
	3

	Insurance records, current accident reports, claims, policies
	Permanently

	Internal audit reports
	3

	Inventories of products, materials, supplies
	7

	Invoices (customers, from venders)
	7

	Minute books, by laws, charter
	Permanently

	Tax returns and worksheets
	Permanently

	Time sheets
	7

	Trademark registrations and copyrights
	Permanently
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The mission of the Evergreen Conservancy is to advance the preservation, protection and stewardship of natural, cultural, and historical resources in and around Indiana County, Pennsylvania. 






