ABLE Module #2

Financial Management


Teaching Aid #15
Records Retention

The library is required to keep certain business records for various lengths of time before discarding them.  Here are some of the key elements in a records retention policy:

Keep permanently:


Audits


Annual budget

Keep for 5 years:


Cancelled checks


Payroll records


Vouchers

Keep for 3 years:


Payables and receivables records


Monthly financial reports


Grant records

Keep until superseded:


Inventories of fixed assets
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