
Record Retention Policy
(990 Part VI Q.14)
	Accounting Records:

	General Ledger
	Permanently

	Cash receipts and disbursement journals
	Permanently

	Accounts receivable ledgers
	6 Years

	Accounts payable ledgers
	6 Years

	Billing files
	6 Years

	Expense reports
	6 Years

	Cancelled checks, bank statements, and deposit slips
	6 Years

	Time sheets
	N/A all are University employees

	Payroll records
	N/A; all are University employees

	Fixed asset ledgers
	N/A; all owned by UWEX, WPBF

	Administrative records:

	Articles of incorporation, bylaws
	Permanently

	Firm tax returns and annual financial statements
	Permanently

	Licenses
	Permanently

	Partnership agreements
	Permanently

	Partnership or corporate records
	Permanently

	Stock ledger and cancelled stock certificates
	Permanently

	Insurance documents
	6 years after expiration or settlement

	Interim financial statements
	6 Years

	Leases and contracts
	6 years after expiration

	Personnel Records: Before employment - N/A all are University employees

	Personnel Records: After employment - N/A all are University employees


WPRA hires no employees.  Employees of Wisconsin Public Radio are employees of the University of Wisconsin Extension or Education Communications Board, Madison, WI.
Approved by the Board of Directors on May 19, 2009

