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I. General Policy Statement


Sample Federal Credit Union’s records retention policy covers retention and disposition of the Credit Union records.

II.
Board Responsibility
The Board of Directors authorizes Credit Union Management to develop a records retention program that is in compliance with the requirements of NCUA, the statute of limitations established by the state of Wyoming, and all other laws, regulations and rules applicable to any records of the Credit Union. The Board directs Management to be responsible for the direct administration of the records retention program. The Board of Directors will also delegate the storage of duplicate vital records.

III.
Records Retention Guidelines


Sample Federal Credit Union shall:

A.
Designate Staff

1. 
Designate staff responsible for handling the management, retention, and destruction of records.

2.
Provide ongoing training for all staff whose activities involve contact with Credit Union records that have specified retention periods.

3.
Audit the records retention program annually, or as needed.

B.
Identify and classify all records subject to the policy. Records will be classified in Appendix A to this policy.

C.
List Locations


Keep a record of the various locations, on- and off-site, where records are stored, along with any information needed to access those locations.

D.
Develop a Retention Schedule


Develop a retention and destruction schedule in compliance with regulations. The schedule should provide a means for systematic disposal of records. This schedule may be found in Appendix A to this policy.

E.
Create Procedures



Procedures for the destruction of records will include the following:

1.
Expiration dates for documents

2.
The designation of those responsible for handling the destruction of records

3.
A list of destroyed records

4.
When documents were destroyed; and

5.
Who destroyed them

F.
List Destroyed Records


A log will be completed and retained  for destroyed records. Any destruction should be carried out by at least two persons whose signatures, attesting to the fact that such records were destroyed appropriately, will appear on the destruction log.  If destruction of records is conducted by the authorized off site business, the business will document and supply the list to the Credit Union.

G.
Observe Minimum Retention Times

1.
Records for a particular period should not be destroyed until a comprehensive audit has been performed by the supervisory committee, or audit firm contracted by the supervisory committee, and until an examination by NCUA has been made for that period.

2.
Records that support the Credit Union’s position in actions before the courts, or other claims will be retained for the minimum period prescribed by the statute of limitations jurisdiction of the state of Wyoming or any other state in which the Credit Union does business.

H.
Permanently Retain Specific Records


Records which are of an official nature significant to the continuing operations of the Credit Union should be retained permanently. Such records are listed in Appendix A


Periodically Destroy Specific Records, according to the Records Retention Schedule

IV.
Vital Records Preservation


All federally insured credit unions must maintain a written vital records preservation program to identify, store, and reconstruct vital records in the event that the Credit Union’s records are destroyed. (NCUA Rules and Regulations, Part 749).

A.
Storing Records, the Credit Union must maintain:

1.
A list of share and/or deposit and loan balances for each member’s account as of the close of the most recent business day, which:

a.
Shows each balance individually identified by a name or number;

b.
Lists multiple loans of one account separately; and

c.
Contains information sufficient to enable the Credit Union to locate each member, such as address and telephone number.

2.
A financial report, which lists all of the Credit Union’s asset and liability accounts, as of the most recent month-end.

3.
A listing of the Credit Union’s corporate / banks, insurance policies, and investments, along with related content information, current as of the most recent month-end. This information may be marked “permanent” and be updated only when changes are made.

4.
Emergency contact information for employees, officials, regulatory offices, and vendors used to support vital records.

5.  The Credit Union should maintain members’ share and loan ledgers on a data processing system, sufficiently removed from the Credit Union.  
B.
Storage Schedule

1.
Stored records may be in any format, which can be used to reconstruct the Credit Union’s records. Acceptable formats include paper originals, photocopies, microfilm or fiche, magnetic tape, and optical disk.  Stored records can be located on site (administration building) for example, with an appropriate back-up system to allow easier restoration if required.

2.
A Records Inventory Worksheet is to be maintained showing what records were stored, where the records were stored, when they were stored, and the parties responsible for storage.

3.
Records maintained by an off-site data processor are considered to be in compliance for the storage of those records.

C. Procedures for the destruction of records will include the following:

1.
Expiration dates for documents

2.
The designation of those responsible for handling the destruction of records

3.
A list of destroyed records

4.
When documents were destroyed; and

5.
Who destroyed them

 V.
Preserving Records in an Alternative Form

A.
Format


The Credit Union may preserve records in any format that can be used to reconstruct the Credit Union’s records, including the listed permanent key records (such as paper, microfilm, microfiche, magnetic tape, digital image, or any other electronic format), provided that the form does the following:

1.
Accurately reflects the information in the record;

2.
Remains accessible to all persons entitled to access by statute, regulation, or law; 

3.
Is capable of retrieval and reproduction

B.
Destruction


The Credit Union may wish to destroy the original records after such records have been stored in an alternative format, in accordance with applicable state and federal laws. 

VI.
Electronic Records Retention


The Electronic Signatures Global and National Commerce Act of 2000 (E-Sign Act) authorizes the Credit Union to retain electronic copies of all disclosures required to be retained by federal or state laws and regulations. If Sample chooses to provide disclosures electronically to its members, the E-Sign Act states that an accurate electronic copy will be treated as an “original” disclosure or record, provided the electronic record is accessible by all persons legally entitled to access, for the period of time required by applicable law, “in a form that is capable of being accurately reproduced for later reference.” This means the Credit Union must be able to either:

A.
Print or e-mail a copy of the electronically provided disclosures when requested by NCUA or state regulator, or 

B.
Give the regulator access to the Credit Union’s computer system for purposes of printing or downloading the Credit Union’s electronically-provided disclosures.

Administrative & Corporate Records    Reg #
Retention Time
	Annual Reports to NCUA
	2**
	Permanent

	Annual Financial Report
	2
	Permanent

	Articles of Incorporation
	2
	Permanent

	Asset and Liability Accounts
	2
	Permanent*

	Ballots (annual meeting)
	1
	2 years

	Bond Coverage for Credit Union
	2 
	7 years

	Building Contracts
	1
	7 years

	Call Report
	2
	Permanent

	Certificate of Organization
	2
	Permanent

	Charter, Bylaws, and Amendments
	2
	Permanent

	Contracts with Service Providers
	2
	 7 years after contract ends

	Correspondence – Governmental
	1
	3 years

	Correspondence – NCUA
	2
	 3 years

	
	
	

	
	
	

	Insurance Policies and Investments
	2
	Permanent*

	Liquidation Documents
	3
	5 years following the date of charter cancellation

	Listing of Records Destroyed
	2
	Permanent

	Merger Documents
	10
	Permanent

	Minutes of Annual Meeting, Board of Directors, Credit Committee, Supervisory Committee, and Special Meetings
	2
	Permanent

	
	
	

	Paid Bond Claim Records (member and credit union claims)
	2
	7 years

	Policies
	1
	Permanent

	Property Deeds for Credit Union Property
	2
	Permanent

	Supervisory Committee Annual Audit Report or Outside Audit Report
	2
	Permanent

	Supervisory Committee Record of Account Verification
	2
	Permanent


*To be updated only when changes are made

** Regulation Reference – See Appendix A-08

Bank Secrecy Act Records & Patriot Act Reg #
  Retention Time
	Account Statements
	5
	Permanent

	Certificates of Deposits Purchased
	5
	5 years

	Checks in Excess of $100
	5
	5 years

	Currency Transaction Reports
	5
	5 years

	Customer Identification Program
	5
	5 years following acct closure

	Deposits in Excess of $100
	5
	5 years

	Designation of Exempt Person
	5
	5 years

	Extension of Credit in Excess of $10,000 (not secured by real estate)
	5
	5 years

	FinCEN 314(a) Information Request
	5
	5 years

	Funds Transfers of $3,000 or more
	5
	5 years

	International Transactions in Excess of $10,000
	5
	5 years

	International Transportation Report (Form 105)
	5
	5 years

	Logs and Registers as needed for BSA
	5
	5 years

	Purchase of Monetary Instruments of $3,000 or More in Currency
	5
	5 years

	Records to Reconstruct Demand Deposit Accounts
	5
	5 years

	Signature Cards
	5
	Permanent

	Suspicious Activity Report and Documentation
	5
	5 years

	Taxpayer Identification Number
	5
	Permanent

	OFAC Blocked or Rejected Records
	2
	5 years


Collection and Delinquency

	Delinquent Loan Reports
	1
	3 years

	Delinquent Loan Statistics
	1
	2 years

	Fair Credit Reporting Act Evidence of Compliance
	15
	3 years


Data Processing

	Computer Printouts and Reports
	1
	1 year past last annual audit

	Program Documentation, Operator’s Instructions, Change Logs, Modifications, Test Data, and Results
	1
	1 year following life of program

	Media Retention, Daily
	1
	1 month

	Media Retention, Month-End
	1
	1 year

	Media Retention, Year-End
	1
	7 years

	Trial Balance Detail
	
	1 year


Electronic Funds Transfer


Record



    Reg #
Retention Time
	ACH Processed Register
	11
	6 years

	ACH Returns and Adjustments
	11
	6 years

	ATM Card Agreement 
	8-a
	2 years following acct closure

	Billing Dispute Evidence of Required Actions
	8-a
	2 years following dispute settlement

	Evidence of Compliance, Reg E
	8-a
	2 years following disclosure

	Records Pertaining to an Investigation
	8
	Until final disposition or when allowed by court


General Accounting Records and Reports


Record



    Reg #
Retention Time
	Bank Reconcilements
	2
	Permanent

	Bank Statements for the Credit Union’s Accounts
	2
	Permanent*

	Daily Posting Journal
	**
	5 years

	Daily Share Draft Edit and Register
	**
	5 years

	Dividend/Interest Refund Payment Record
	1
	4 years

	Dividend Register
	1
	4 years

	Expense Check Register
	1
	5 years after close of fiscal year

	Expense Ledger
	1
	5 years after close of fiscal year

	General Ledger
	2
	Permanent

	Invoices/Bills/Statements
	1
	5 years after close of fiscal year

	Insurance Policies
	1
	Permanent*

	Journal and Cash Record
	2
	Permanent

	Proof Tapes of Share and Loan Ledgers
	2
	Permanent*

	Secondary Capital Account Disclosure and Acknowledgement
	4
	Permanent

	Share Draft In-clearings
	
	5 years

	Statement of Financial Condition
	2
	Permanent

	Statement of Income and Expenses
	2
	Permanent

	Subsidiary Expense Ledger
	2
	Permanent

	VISA In-clearings
	**
	3 years


*According to the referenced regulations, these items allow for Periodic Destruction. However, the Accounting Dept. of SAMPLE CREDIT UNION prefers that these be kept until updates are made (for Insurance Policies) or until recorded and reconciled within other permanent documents.


**Not covered under specific statutory requirements. Best practice.

Insurance and Bonds Record

    Reg #
Retention Time
	Bond Claims
	1
	6 years following payment

	Borrower Insurance Claims
	1
	6 years following payment

	Bonds and Endorsements
	1
	3 years following expiration

	Credit Disability Insurance Report
	1
	4 years

	Creditor’s Paid Disability Insurance Claims
	1
	6 years

	Designation of Beneficiary Card
	2
	6 years 

	Insurance Coverage Reports
	1
	6 years

	Insurance Policies (expired)
	1
	3 years

	Life Savings Insurance Claims (paid)`
	1
	6 years

	Loan Protection Insurance Reports
	1
	4 years


Lending Record



    Reg #
Retention Time
	Adverse Action Notice
	6
	25 months after date given to applicant

	Affiliated Business Arrangement Disclosure
	16-b
	5 years following execution date

	Billing Error Notice
	9
	2 years

	Billing Dispute
	9, 8-a, 8-b
	2 years following settlement of dispute

	Credit Report
	15
	3 years following the date on which an offer of credit is made

	ECOA Alleged Violation
	6
	Until final disposition of matter, or when allowed by court

	Escrow Account Documents
	16-c
	5 years following when the servicer last serviced the escrow

	Evidence of Compliance, Reg Z
	9
	2 years

	Good Faith Estimate of Settlement
	16-a
	5 years following execution date

	HMDA Disclosure Statements
	14-a
	5  years

	Loan Application (denied)
	6
	25 months after member notification

	Loan Application Register HMDA
	14-b
	3 years

	Loan Disclosures
	1
	Until paid

	Loans Drawn Over Limit Report
	2
	2 years*

	Loan Notes
	2
	5 years after paid* 

	New Loan Report
	2
	2 years*

	HUD-1 or HUD-1A Settlement Statement
	16-a
	5 years following settlement

	Refinanced Loan Report
	1
	2 audit cycles

	Transfer of Servicing Rights Disclosure
	16-d
	5 years following settlement


Monetary Instruments
Record
   Reg #
Retention Time
	Checks (Credit Union – Issued)
	20
	7 years

	Checks (Credit Union – Voided)
	1
	4 years

	Money Orders Issued
	20
	7 years

	Stop Payment Order
	21
	3 years

	Travelers Checks – Voided
	1
	6 years

	Travelers Checks – Stop Payments
	1
	6 years


MSR Related – Miscellaneous


Record



    Reg #
Retention Time
	Check 21 Scanned Items
	*
	3 months

	Daily Teller Work
	*
	4 months

	Night Drop Logs
	*
	6 months

	Vault Access and Maintenance Logs
	*
	6 months

	VisaⓇ Cash Advance Requests
	*
	4 months

	
	
	


*These are required procedurally by SAMPLE CREDIT UNION, and are not based on regulation, but rather on best practices.

Personnel Record



    Reg #
Retention Time
	Application for Employment
	*
	1 year following creation of record

	Employee Benefit Plans with Supporting Documentation
	22
	6 years following filing date

	Employee Eligibility Form I-9
	18
	3 years following date of hire OR 1 years following separation, whichever is later

	Employee Information Report EEO-1
	
	Not specified – follow legal advice

	Employee Wage Records
	17-a, 17-c
	3 years following the entry of information in the record

	Employee Withholding Certificate Form (W-4)
	12
	4 years following tax year

	Employer’s Annual Federal Unemployment Tax Return Form 940
	12
	4 years following tax year

	Employer’s Quarterly Federal Tax Return Form 941
	12
	4 years following tax year

	Injury Reports
	19
	10 years following settlement of injury. If hazardous substance was involved, 30 years

	Personnel File
	17-c
	2 years following separation

	Personnel Policies
	1
	 10 years

	Pension Plan Documents (IRA, Keough, SEP)
	22
	6 years following last transaction

	Records of Additions To or Deductions from Wages Paid
	17-b
	2 years

	Wage Rate Table
	17-b
	2 years


* The ADA, Rehabilitation Act, Title VII of the Civil Rights Act, and ADEA require employers to keep all resumes and job applications for 1 year.

Security Record



    Reg #
Retention Time
	Records of Robberies, Burglaries, Non-Employee Larcenies Committed or Attempted
	 
	10 years


Share Accounts Record



    Reg #
Retention Time
	Account Agreement
	2
	Permanent

	Application for Membership
	2
	Permanent

	Change of Address Request
	 *
	1 year

	Closed Account Report
	1
	Permanent

	Daily Overdraft Report
	1
	Following audit for applicable year

	Expedited Funds Availability Act Notice (Reg CC) and Disclosures
	7
	2 years

	Individual Retirement Account (IRA) Documentation
	11
	6 years

	New Account Report
	1
	Permanent

	Power Of Attorney
	*
	Permanent

	Share Certificate
	1
	5 years following maturity

	Signature Guarantee Records
	23
	3 years

	Statements
	2
	Permanent

	Subpoena Documents
	*
	Until case is concluded


* No statutory requirement. However, these are best practices.

Taxation Record



    Reg #
Retention Time


	Correspondence – Taxation
	12
	4 years following tax due date

	Coverdell ESA Contribution Information Form 5498-ESA
	12
	4 years following tax year

	Depreciation Schedules
	12
	4 years following tax filing

	Designation Agreement to File 1098
	13
	4 years

	Dividend Reporting Form 1099-INT
	12
	4 years following tax year

	Expense Vouchers/Invoices
	12
	4 years following tax filing

	Information Return Forms 1096 and 1099
	12
	4 years following tax year

	Magnetic Media Reports
	12
	4 years following tax year

	Miscellaneous Income Form 1099-MISC
	12
	4 years following tax year

	Mortgage Interest Form 1098
	12
	4 years following tax year

	Reconciliation of Income Withheld from Wages Form W-3
	12
	4 years following tax year

	Sales and Use Tax Records
	12
	4 years following tax year

	Social Security Tax Records
	12
	4 years following tax year

	Tax Bills and Statements
	12
	4 years following tax year

	Taxpayer Identification and Certification Form W-9
	12
	Permanent

	Unemployment Tax Records
	12
	4 years following tax year

	Wage and Tax Statement Form W-2
	12
	4 years following tax year


Regulation #/ References

1
-
Generally Accepted Accounting Principles(GAAP) and sound business practices

2
-
NCUA Rules and Regulations Part 749

3
-
NCUA Rules and Regulations Part 710.7

4 
-
NCUA Rules and Regulations Part 701.34 plus Appendix

5
-
Bank Secrecy Act, 31 CFR 103

6
-
Regulation B §202.12

7
-
Regulation CC § 229.13, § 229.21

8
-
Regulation E



a. § 205.13 (b)(1)



b. § 205.13 (b)(2)

9
-
Regulation Z § 226.25

10
-
NCUA Credit Union Merger Procedures and Merger Forms Manual

11
-
ACH Rules OR1 § 1.6.1

12
-
Internal Revenue 26 CFR 31.6001-1, 26 CFR 31.6001-4

13
-
Internal Revenue Service Form 1098 Instructions

14
-
Home Mortgage Disclosure Act



a. § 304 (c)



b. § 304 (j)

15
-
U.S. Code 1681 m(d)(3)

16
-
HUD Regulation X



a. § 3500.10 (e)



b. § 3500.15 (d)



c. § 3500.17 (1)



d. § 3500.21 (e)

17
-
Labor



a. 29 CFR 516.5



b. 29 CFR 516.6



c. 29 CFR 1627.3

18
-
U.S. Code 1324. A(b)(3)(B)

19
-
U.S. Code 657, Code of Federal Regulations 1904.2, 1904.4 and 1904.5 and 

Wyoming State Statute

20
-
Uniform Commercial Code 4-406

21
-
Uniform Commercial Code 4-111

22
-
Employee Retirement Income Security Act (ERISA) 29 USC 1027

23
-
Securities and Exchange 17 CFR 240.17 Ad-15

