
OLD DOMINION REGION 
DATA & DOCUMENT RETENTION POLICY 

Policy 

The Old Dominion Region recognizes the legal and practical necessity of retaining certain records 
for specific periods while also ensuring efficient use of storage space. This policy establishes 
guidelines for the proper management, retention, and destruction of all organizational documents 
and data, in both physical and electronic formats. 

 

The Old Dominion Region will maintain a Document Retention Schedule that outlines the required 
retention periods for various categories of records, in accordance with applicable legal, regulatory, 
and business requirements. All directors, officers, employees, staff members and volunteers are 
responsible for adhering to this schedule and for ensuring that documents are stored securely and 
are not destroyed before the designated retention period expires. 

 

Electronic documents, including emails, will be managed with the same principles and retention 
periods as physical documents. Procedures will be in place for the secure destruction of documents 
past their retention dates, including shredding for confidential paper records and appropriate 
deletion for electronic data. In the event of pending or threatened litigation, a litigation hold will be 
implemented, and all relevant document destruction will be suspended. Compliance with this policy 
is essential to meet our legal obligations and to support the efficient operation of the Old Dominion 
Region. 

 

Document Retention Schedule 
This schedule outlines the typical retention periods for various types of documents. Retention 
periods often start on the last day of the year in which the records were created, unless specified 
otherwise. 

• Corporate Records 

o Articles of Incorporation/Constitution/By-laws: Permanent 
o Annual Reports (to Secretary of State/Attorney General or generally): Permanent 
o IRS Application for Tax-Exempt Status (Form 1023) and IRS Determination Letter: 

Permanent 
o Board Meeting Minutes and Board Committee Minutes: Permanent 
o Board Policies/Resolutions: Permanent 
o NGB Governance Documents: Permanent 
o Conflict of Interest Statements: Permanent (Note: PVA requires signing a statement 

upon hire/election and subsequent re-election/re-appointment) 
o Contracts and Agreements (after expiration): 5 years or 7 years 
o General Correspondence: 1 year or 3 years or 5 years (for 

Sponsor/Supplier/Licensee Consequential Correspondence) 
o Organizational Charts: Permanent 
o Records Destruction Certificate: Permanent 
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• Accounting and Finance Records 

o Annual Audits and Financial Statements: Permanent 
o IRS 990 Tax Returns: Permanent or 10 years 
o General Ledgers: Permanent or 7 years 
o Check Registers: Permanent or 5 years 
o Bank Statements and Reconciliations: 5 years or 7 years 
o Bank Deposit Slips: 5 years or 7 years 
o Approved Budgets: 5 years 
o Compensation records/Staff Stipend Compensation: 5 years (Note: PVA states a 

voting board/committee member receiving compensation cannot vote on matters 
pertaining to their compensation. CHRVA reviews staff compensation as part of the 
annual budget and uses comparable data.) 

o Business Expense Records / Expense Documents / Expense Reports: 3 years or 5 
years or 7 years 

o Invoices: 7 years 
o Investment Records: 5 years 

 
• Employee Documents / Human Resources 

o Records of Discrimination/Harassment Complaints, Investigations, and Responsive 
Actions: Permanently 

o Disciplinary records: 5 years 
o Personnel records (including application, resume, offer letter, performance 

appraisals, disciplinary action, etc.): 5 years or Duration of employment plus 5 
years 

o Employment and Termination Agreements: Permanent 
o Employee Handbooks and Policies: Permanently 
o Records Relating to Promotion, Demotion or Discharge: 7 years after termination 
o I-9 Forms: 3 years after termination 

 
 

• Legal, Insurance and Safety Records 

o Insurance Policies (both Active and Cancelled): 5 years or 10 years or Permanent 
o Litigation/Arbitration Cases: 10 years from close of proceedings 
o Athlete Safety Incident Reports: 10 years 
o Athlete Safety Investigations: Permanent 

 
• Athlete Services 

o Athlete Support (file by athlete): 7 years 
o Competition Result Supporting Documentation: 7 years 

 
 
 

 



OLD DOMINION REGION 
DATA & DOCUMENT RETENTION POLICY 

• Contributions/Development/Marketing 

o Donor and all gift records including signed pledge agreements, research products, 
gift and tax receipts, biographical information, and substantive donor 
communications: 5 years after agreement ends or Permanently (Records of 
contributions) 

• Medical 

o Medical Records - Adult: 5 years after the date of last treatment 
o Medical Records – Minor: Until age 25 

 
Other Notes 

• Documents may be kept in either manual or electronic form. Electronic documents will be 
retained as if they were paper documents. 

• Confidential documents will be stored in locations not accessible to unauthorized people. 

• Document destruction typically occurs after the retention period has expired. Confidential 
paper documents will be destroyed by shredding. Electronic documents will be deleted by 
the most effective method available. 

• Document destruction will be suspended immediately if there is any indication of an official 
investigation or litigation. 

• Some policies require annual review of documents and certification of compliance with the 
retention policy. 
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