Records Retention Schedule for Congregations
	Type of Record/File/Register 
	How Long to Keep?

	Session Minutes
	Permanent

	Baptism, Marriage, Burial Registers
	Permanent

	Professing Members Roll
	Permanent

	Annual Reports/Congregational Meeting Minutes
	Permanent

	Trustee Minutes
	Permanent

	Board of Managers/Finance Committee Minutes
	Permanent

	Insurance Policies
	Permanent

	Deeds and other Property Documents
	Permanent

	Estate/Bequest Documents
	Permanent

	Architectural Plans
	Permanent

	Congregational History books (1 copy)
	Permanent

	Financial Records:

· General Ledger (if applicable)
· Year-End Financial Statements (if not in an Annual Report)
· T-4 Summaries
	Permanent

	Financial Records:

· Bank Reconciliations/Bank Statements/Cancelled Cheques
· Invoices/Receipts of Payment
· Utilities and other Bills
· Tax related documents
· Payroll records
· Church Offering Envelope Records
· Approved Budgets
· Monthly Trial Balances
	7 years

	Personnel Records:

· Employment Applications (successful candidates)/Employment Contracts
· Covenant of Care/Leading With Care Agreements
· Any Leading With Care incident documents
· Police Record Check Log
· Resignation/Termination documents
	Permanent

	Personnel Records: 

    Sick leave, time sheets, attendance sheets, vacation sheets, performance 

    reviews, disciplinary notes or letters etc.
	4 years

	Contracts/Agreements (service, maintenance etc.)
	Keep as needed

	Correspondence (General correspondence, Session correspondence, etc.)
	Keep as needed

	Communion Rolls and Registers
	Keep as needed

	Congregational Organizations/Committees (ie. WMS, Fellowship, Outreach, etc.)
	Keep as needed

	Statistical Information forms
	Keep as needed

	Names and addresses of members and adherents
	Keep as needed

	Sunday School/Bible Study resources (curriculum, study guides etc.)
	Keep as needed

	Special Events files (ie. Church Picnic, Christmas Pageants, etc.)
	Keep as needed

	Orders of Service - significant services (1 copy of each)
	Keep as needed

	Newsletters (1 copy of each issue)
	Keep as needed
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