






Note: The list of possible records suggests the potential breadth of items for which policies 
should be established. Every church may not need all of these categories, but every 
church should determine with professional counsel which ones are relevant.]  



[Note: Some states may require longer retention periods generally, or for specific types of 
contracts. A local attorney should be consulted.] 



 [Note: This section may be the appropriate place to include other policies regarding e-mail 
retention, usage, or subject matter. Whether the paper or electronic document is the “official 
document” would be determined by each church.]  



[Note: Many employment and employment tax-related laws have both state and federal law 
requirements. A local attorney should be consulted.] 



[Note: Retention period for sales taxes and property taxes are determined by state law. A local 
accountant or attorney should be consulted.] 


