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CVPA Policy 25-02 

 

RECORDS RETENTION POLICY 
 

A. Purpose: Implement a records retention schedule in order to ensure that CVPA’s records are 

kept as long as legally and operationally required and that obsolete records are disposed of in a 

systematic and controlled manner. The records retention schedule is intended to ensure that 

employees consistently adhere to approved recordkeeping requirements.  

  

B. Policy: Records will be retained according to the following schedule. After the required retention 

date has passed, all documents or electronic files will be deleted or discarded.  

 

Record Type  Required Retention   Sample Descriptions  

Executed Contracts  
5 years after completion of 

contract  
Contracts with vendors or consultants  

Invoices from Vendors  
2 years after completion of 

contract  
Vendor invoices for payment  

Non-Disclosure 

Agreements  
In perpetuity  

NDA with vendor, employee, Board member or 

advisor  

Board Approved Decisions  In perpetuity  
Resolutions, meeting minutes, and other items 

approved at regular or special Board meetings  

Board and Committee 

Meeting Materials  
In perpetuity  

Agendas, staff reports, and other materials 

provided to Board members in preparation for 

meetings  

Board Approved Budgets  In perpetuity  Final approved budgets  

Drafts of Documents  
30 days after final version 

is approved  
Draft contracts, programs, RFPs, etc.  

General Electronic 

Correspondence  
30 days  

Relevant email correspondence at staff 

discretion  

Marketing Materials 
2 years after public distribution  

Flyers, brochures, electronic advertisements  

General Educational or 

Informational Materials 
2 years  Brochures, reports, electronic information  

Personnel Information  3 years after termination  
Offer letter, resume, evaluations, personnel 

records, payroll records, and applicable forms  

Accounting Records  7 years  
Unaudited financials, bank statements, 

payables/receivables and controls back up 

documentation, etc.  

Recruitment Materials  3 years after completion   Ads, responses  

  

      


