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Records Retention Schedules 

Effective Date July 1, 2022 

Contents 

Accounting 

Accounts Payable 
Accounts Receivable
Annual Diocesan Financial 
Report Assets 
Auditors Reports 
Budget 
Charitable Gaming 
Loans / Actuarial Reports 
Investment Reports 
Payroll Records 
Payroll Taxes 
Sales Tax Reports 
Transaction Journals 
Year End General Ledger 

Administrative 

Annual Reports 
Budget (office copy) 
Calendar 
Correspondence (Administrative) 
Correspondence (General) 
Correspondence (Executive/Historic) 
Grants 
Newsletters 
Policies- Administrative 



Press Releases 
Project Files 
Special Event Files 

Benefits- Health Insurance 

Benefit Plan Communications 
Benefit Renewal & Plan Documentation 
Clergy & Lay Employee Insurance File 
Disability Claims 
Healthy Lives Annual Reward Payout 
HSA Deposits 
Monthly Billing Reports 

Benefits- Retirement 

Actuarial Reports 
Employee Summary Report 
401 K Enrollment Forms 
401 K Investment Statements & Annual Reviews 
Lay Employee Retirement File 
Diocesan Priest Retirement File 

Child & Youth Protection 

Audit Files- Central Registry 
USCCB Diocesan Auditor Records 
Child Protection Case File 
Child Protection Credentialing File 
Child Protection Compliance File 
State and Federal CHRI Compliance File 

Corporate/Property 

Articles of Incorporation /Corporate Charter 
Bylaws 



Construction Files 
Corporate Resolutions 
Donations-Bequests $10,000 or more 
Donations-Bequests less than $10,000 
Minutes 
Policies- Property 
Property Records 

Legal 

Canonical Documents 
Civil Case Files 
Closed Wills, Estates, & Trust Files 
Contracts 

Parish 

Annual Financial Reports 
Bulletins 
Cemetery Records 
Commemorative Books /Directories 
Liturgy Files 
Marriage Files 
Mass Attendance Records 
Mass Stipend Records 
Parishioner Contribution Records 
Pledge Cards 
Sacramental Records 
Spiritual & Pastoral Reports 

Parish School of Religion 

Catechetical Profiles
Parent Signature Forms 
PSR Student Files
Student Cumulative Record 



Compensation & Classification 
Employment Application / Resume 
Employee Personnel File 
Employee Work Related Illness Reports 
Employee Medical (Hazardous Exposure) 
EEOC Complaints 
Family Medical Leave 
I-9 
Workman’s Compensation Claim 

Pandemic Related Records (Temporary Schedule) 

Covid Exposure 
Emergency Policies & Procedures 
Health Screenings 
Site Consultation 

Schools 

Accreditation Reports 
Administrative Files (Principal) 
Accident Reports & Claims 
Attendance Records 
Advisory Board 
Academic Calendar 
E-Rate 
Diplomas 
Doctors Excuses 
Federal Grants Files 
Internal School Reports- Safety Records 
Inventories (Classroom) 
Inventories- Equipment 
Parent Signature Form 
Required Services 
State Government Programs 
Strategic / Long Range Planning 

Personnel 



School Directories Handbooks
School Newspapers / Newsletters School 
Property & Maintenance Files Student 
Cumulative Files
Student Cumulative Record 
Student Health Record 
Student Sign-In / Sign-Out Sheets 
Student Financial Files 
Teacher / Contract Staff Personnel Files 
Yearbooks / Commemorative Booklets 

Early Learning Centers

Daily Attendance Records (Sign-in sheets for children, staff and vistors)
Child Records and Cumulative Files
Independent Contractors and Student Trainees
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