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Finance and Accounting
Schedule Date-Sept. 2008





Record Title and Description

Retention

Disposition Instructions

BANKING 
Bank Reconciliations


Audit + 6

Destroy 






years

Bank Statements


Audit + 6

Destroy 






years

Check Registers



3 years


Destroy 

Corporate Card Documentation

7 years


Destroy

(Credit card charge slips/statements)

Customer Activity Reports

3 years


Destroy

Signature Cards



Active


Destroy after card is superseded

Working Cash and Sweep Reports
3 years


Destroy

ACCOUNTING
Accounts Payable


7 years


Destroy
Accounts Receivable


7 years


Destroy

Account Reconciliations


3 years


Destroy

Asset Listing



7 years


Destroy
Audit/Financial Statement

Permanent

Transfer to the Archives in Philadelphia

Balance Sheets



5 years


Destroy

Billings/Ticket Journal


3 years


Destroy
Budget/Annual



Permanent

Transfer to the Archives in Philadelphia
Budget and Expense Reports

3 years


Destroy

Budget Projections


5 years


Destroy

Business Office Review Report

Permanent

Transfer to the Archives in Philadelphia

Cash Flow Analysis


5 years


Destroy
Presbyterian Church (U.S.A.)
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Finance and Accounting

Schedule Date: Sept. 2008

Record Title and Description

Retention

Disposition Instructions

ACCOUNTING
Comparative Financial Statements
7 years


Destroy

Expense Requests 


5 years


Destroy

Financial Activity Report

3 years


Destroy after audit

Financial Implications Report

Active


Destroy after report is printed in









General Assembly Minutes Part I

Financial Statements Year-End

Permanent

Transfer to the Archives in Philadelphia

Fixed Assets Report


5 years


Destroy

General Ledger



Permanent

Print a snapshot of the General Ledger









And transfer to the Archives in 









Philadelphia at the end of the year.

Income Statements


3 years


Destroy after audit

Journal Vouchers


3 years


Destroy

Management Letter/Audit

Permanent

Transfer to the Archives in Philadelphia

Month-End Adjustments

3 years


Destroy

Month-End Financial Statements
3 years


Destroy

Net Assets and Liability Report

7 years


Destroy

Progression of Temporarily

7 years


Destroy 

Restricted Net assets

Projected Cash Flow


5 years


Destroy

Quarterly Financial Statements

3 years


Destroy

Reconciliation Statement

Current Year

 + 5 years

Destroy

Report of Proposed Actions

Permanent

Transfer to the Archives in Philadelphia

Revenue Trend Analysis


7 years


Destroy
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Schedule Date: Sept. 2008






Record Title and Description

Retention

Disposition Instructions

ACCOUNTING

Statement of Activities


7 years


Destroy

Summary of Account Statement

Permanent

Transfer to the Archives in Philadelphia

(Annual)

Summary Statements


7 years


Destroy

(Used to produce Annual Summary)

Trial Balances



7 years


Destroy

W-9




Current Year

Destroy






+ 5 years



Year-End Financial Statements

Permanent

Transfer to the Archives in Philadelphia

PER CAPITA

Allocation Calculation


5 years


Destroy

Per Capita Apportionments

3 years


Destroy
(Record copy in OGA)

Per Capita Budget Proposals

7 years


Destroy
Per Capita Code List


Active


Destroy when superseded

Per Capita Reports


7 years


Destroy
(Record copy in OGA)

Per Capita Reports to the General
Active


Destroy after printed in General 

Assembly






Assembly Minutes Part I

Plant Fund



Active + 10 years
Destroy
INVESTMENTS/ENDOWMENTS

990 Report to IRS


Active + 5 years

Destroy

990 work papers


Active + 5 years

Destroy
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Schedule Date: Sept. 2008

Record Title and Description

Retention

Disposition Instructions
Account Analysis


Current + 

Destroy

7 years 

Changes in Net Assets


7 years


Destroy

Chart of Account Requests

Permanent

Transfer to the Archives in Philadelphia

Customer Activity Report

7 years


Destroy

Financial Report (Monthly/Quarterly)
3 years


Destroy after audit

Income Accruals


7 years


Destroy

Income and Adjustment Report

7 years


Destroy

Income Reports



7 years


Destroy

Investment Statements


7 years


Destroy

Statement of Assets


7 years


Destroy



Statement of Cash Flow


7 years


Destroy
Statement of Financial Position

7 years


Destroy
Summary of Account Statement

7 years


Destroy
Update Control Report


7 years


Destroy
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