NOTE: This policy has undergone substantial revisions, including significant reorganization of content and renumbering of sections. For many clients, it may be more efficient to re-import the latest model content and re-customize if needed rather than manually updating the existing policy. Please Contact Our Support staff with questions or if you need assistance with this process.

Records Retention (10100)
Model Policy Revised Date: 08/30/202307/13/2026
General Policy Statement:
[[CUname]]'s (Credit Union) records retention policy covers retention and disposition of the Credit Union Union'spaper and electronic records.  Failure to properly maintain records may expose the Credit Union and its employees to regulatory and legal risks.
1. RECORDS RETENTION FOR VITAL RECORDS. The retention period for records is determined and authorized by the Bboard of Ddirectors in compliance with the requirements of the statute of limitations established by the state of [[10100-1]] and all other laws, regulations, and rules applicable to any records of the Credit Union. See Tables 1 through 12. The Credit Union shall:
  
A. Designate Staff. Designate staff responsible for handling the management, retention, and destruction of records (i.e., HR for employment records, IT for electronic records, etc.).
  
i. Provide ongoing training for all staff whose activities involve contact with Credit Union records that have specified retention times.
 
ii. Audit the records retention program at least once a year.
 
B. Identify Identification and Classification of Records. Identify and classify all records subject to the policy. Records will be classified from inconsequential to vital.
 
C. List Location(s)Records Preservation Log. Make a listMaintain documentation (electronic or in any other format) that will aid in locating and easily accessing vital records, for example of, the location or description of where the records are stored and any related information such as addresses, keys, locks, combinations, passwords, or account numbers needed to access the location.
 
D. Receive Board ApprovedBoard-Approved Schedule. Maintain Receive Board approvedboard-approved schedules for the retention and destruction of vital records. Under continuing authority from the board, the schedule should provide a means for systematic disposal of records.
 
Create Instructions. Create specific instructions for inventorying, retaining, retrieving, and destroying records. {Note: A sample record disposition log is available on the CU PolicyPro Resources page}
 
E. List Destroyed Records. Prepare and maintain a permanent list of destroyed records.  
i. Destruction should be carried out by at least two people whose signatures, attesting to the fact that such records were destroyed, will be documented.  
ii. The Credit Union may wish to destroy the original records after those original records have been stored in an alternative format. This should only be done after obtaining competent legal advice that the Credit Union will comply with applicable state and federal laws, if such original records are destroyed.
 
F. Destroy Records. Destroy the designated records. Destruction will be carried out by at least two persons whose signatures, attesting to the fact that such records were actually destroyed, will be affixed to the list.
 
G. Observe Minimum Retention TimeVital Member Services Records. A record pertaining to any member's accountvital member services, which includes essential financial services that a credit union provides to members, such as member access to their accounts, share withdrawal and deposit facilities, and loan payment and disbursements, should not be destroyed until the account has been appropriately verified by the supervisory committee.current versions/documentation have been verified/stored.
  
Individual Share and Loan Ledgers should not be destroyed.
 
i. Records, for a particular period, should not be destroyed until both a comprehensive annual audit by the supervisory committee and a supervisory examination by the National Credit Union Administration or applicable examining agency has been made for that period.
 
ii. Records that support the Credit Union's position in actions before the courts, or other claims, will be retained for the minimum period prescribed by the statute of limitations jurisdiction of the state(s) where the Credit Union does business.

 
Permanently Retain Specific Records. Records which are of an official nature significant to the continuing operations of the Credit Union should be retained permanently (see Tables 1 & 5). Such records are:
  
Charter, bylaws, and amendments.
 
Certificates or licenses to operate under programs of various government agencies, such as a certificate to act as issuing agent for the sale of U. S. Savings Bonds (See Policy 10001, Table 1).
 
Key records, which reflect the operation of the credit union, and particularly records which reflect transactions with the members or former members, should be retained permanently (See Policy 10001, Table 1), unless, as stated below, such records have been microfilmed. Such records are:
  
Minutes of meetings of the membership, board of directors, credit committee, and supervisory committee.
 
One copy of each financial report, NCUA Form 5300 or 5310, or their equivalent, and the Credit Union Profile report, NCUA Form 4501, or its equivalent, as submitted to NCUA at the end of each quarter.
 
One copy of each Supervisory Committee Comprehensive Annual Audit Report and attachments (See Policy 10001, Table 1).
 
Supervisory Committee record of account verification.
 
Applications for Membership and Joint Share Account Agreements.
 
Journal and Cash Record.
 
General Ledger.
 
Copies of the Periodic Statements of Members, or the Individual Share and Loan Ledger. (A complete record of the account needs to be kept permanently. See Policy 10011, Table 11)
 
Bank Reconcilements.
 
Listing of records destroyed.
 
Periodically Destroy Specific Records (see Section (3) below and Policies 10005 and 10007, Tables 5 & 7). 
 
2. VITAL RECORDS PRESERVATION. All federally insured credit unions must maintain a written vital records preservation program to identify, store, and reconstruct vital records in the event that the Credit Union's records are destroyed.  Vital Records are the most recent and current versions of the records a credit union needs to restore vital member services. (NCUA Rules and Regulations, Part 749)   (See Policy 10001, Table 1). (Credit unions with in-house data processing need to make a provision to safeguard the backup of electronic data on a continuous basis.)
  
3. Storing Records. The records to be stored are as follows:The following are considered vital records:
  
A. A list of share,  and/or deposit, and loan balances for each member's account, as of the close of the most recent business day, which:
  
i. Shows each balance individually identified by a name or number;
 
ii. Lists multiple loans of one account separately; and
 
iii. Contains information sufficient to enable the Credit Union to locate each member, such as address and telephone number.
 
B. A financial report, which lists all of the Credit Union's asset and liability accounts, current as of the most recent month-end.
 
C. Bank reconciliations, current as of the most recent month-end.
D. A listing of the Credit Union's accounts at financial institutions, corporate/banks, insurance policies, and investments, along with related contactcontent information, current as of the most recent month-end. This information may be marked "permanent" and be updated only when changes are made.
 
E. Emergency contact information for employees, officials, regulatory offices, and vendors used to support vital records. 
 
F. 
G. Though not required, a photocopy of the credit union's charter, insurance certificate, and most recent amendment(s) to the field of membership.
H. The credit union may classify additional records as vital and maintain older versions of any vital records as it determines necessary.
 
I. 

J. Treasurer's Responsibility. The treasurer on the board of directors of the Credit Union is responsible for storing duplicate vital records. The responsibility may be delegated.
 
K. Maintain members' share and loan ledgers on a data processing system, sufficiently removed from the Credit Union.
 
L. Storage Schedule. Records must be stored every three months within thirty days after the end of the three-month period. The records should be from the most recent month-end. Previously stored records may be destroyed when the current records are stored.
  
M. A vital records preservation center should be established at any location that is far enough from the Credit Union's office to avoid the simultaneous loss of both sets of records in the event of a disaster. Stored records may be in any format, which can be used to reconstruct the credit union's records. Acceptable formats include paper originals, photocopies, microfilm or fiche, magnetic tape, and optical disk.
 
N. A Record Preservation Log is to be maintained showing what records were stored, where the records were stored, when they were stored, and the person responsible for their storage (See Policy 10001, Table 1). {Note: A sample record preservation log is available on the CU PolicyPro Resources page}
 
O. Records maintained by an off-site data processor are considered to be in compliance for the storage of those records.
 
P. DESTRUCTION OF RECORDS.
  
Q. Records that may be destroyed include the following:
  
R. Applications of paid off loans.
 
S. Paid notes.
 
T. Various consumer disclosure forms.
 
U. Cash Received Vouchers
 
V. Journal Vouchers.
 
W. Canceled Checks.
 
X. Bank Statements.
 
Y. Outdated manuals, canceled instructions, and nonpayment correspondence from the National Credit Union Administration and other governmental agencies. 
 
Z. Procedures for the destruction of records will include the following:
  
AA. Expiration dates for documents;
 
AB. The designation of those responsible for handling the destruction of records;
 
AC. A list of destroyed records;
 
AD. When documents were destroyed; and
 
AE. Who destroyed them.
 
AF. The Credit Union will maintain a Destroyed Records Log. The destruction of records will be carried out by at least two people. They will both sign the log to attest to the fact that the documents were, in fact, destroyed.

4. RECORDS RETENTION FOR OTHER CREDIT UNION RECORDS. The Credit Union will also consider record retention timeframes for other records, that may not be deemed “vital” under the regulation.  The retention period for those records should be determined and authorized by the board of directors in compliance with the requirements of the statute of limitations established by state laws and other applicable laws/regulations.
 
5. PRESERVING RECORDS IN AN ALTERNATIVE FORMFORMAT FOR  RECORDS PRESERVATION.  
  
A. Format. The Credit Union may preserve records in any format that can be used to reconstruct the Credit Union’s vital records.  The format used must accurately reflect the information in the record, remain accessible to all persons entitled to access, and be capable of reproduction by transmission, printing, or otherwise.  Additional nuances or considerations may include:, including the listed permanent key records (such as paper, microfilm, microfiche, magnetic tape, digital image or any other electronic format), provided that the form does the following:
  
B. Accurately reflects the information in the record;
 
C. Remains accessible to all persons entitled to access by statute, regulation or law; and
 
6. Is capable of retrieval and reproduction. 
 
Evidence. If the documents are to be admitted into evidence, original documents may be required.
 
Equipment. Adequate equipment will be used to properly microfilm the documents. Any equipment used must be readily available for reading and making prints of the film.
 
A. Storage. The storage of records required at audits and examinations will be delayed until the audits and examinations are completed.
 
B. Loan Documents. All original loan documents should be retained until the loan is satisfied and the requirements for retention in Regulations Z, B, C, the Real Estate Settlement Procedures Act, Flood Disaster Protection Act and, the Fair Credit Reporting Act, the Bank Secrecy Act, or any other applicable law or regulation are satisfied.
C. Deposit Documents.  The Credit Union will retain documentation in accordance with retention requirements outlined in other applicable federal law and regulation, including Regulation CC, Regulation E, and the Bank Secrecy Act.
D. Disclosures Provided Electronically to Members. The Electronic Signatures in Global and National Commerce Act of 2000 ("E-Sign Act") authorizes the Credit Union to retain electronic copies of all disclosures required to be retained by federal or state laws and regulations.  If the Credit Union provides disclosures electronically to its members, the E-Sign Act states that an accurate electronic copy will be treated as an "original" disclosure or record, provided the electronic record is accessible by all persons legally entitled to access, for the period of time required by applicable federal or state law, "in a form that is capable of being accurately reproduced for later reference." This means the Credit Union must be able to either:
  
i. Print or e-mail a copy of the electronically provided disclosures when requested by NCUA or state regulator, or
 
ii. Give the regulator access to the Credit Union's computer system for purposes of printing or downloading the Credit Union's electronically-provided disclosures.
 
E. Litigation Holds. When litigation against the Credit Union or its employees is threatened or filed, the Credit Union will preserve all documents and records that pertain to the issues involved. Records retention schedules will be overridden that may have otherwise called for the transfer, disposal, or destruction of the relevant documents until the hold has been cleared by the Credit Union’s legal counsel.
  
i. Violations. Violations of a litigation hold may subject employees to disciplinary action, up to and including dismissal, as well as personal liability for civil and/or criminal sanctions by the courts and law enforcement.
 
ii. Destruction. The Credit Union may wish to destroy the original records after those original records have been stored in an alternative format. This should only be done after obtaining competent legal advice that the Credit Union will be in compliance with applicable state and federal laws, if such original records are destroyed.
 
7. ELECTRONIC RECORDS RETENTIONVITAL RECORDS CENTER/THIRD-PARTY SERVICE PROVIDERS. The term “electronic record” means any record that is created, received, maintained or stored on workstations or central servers. Examples include, but are not limited to, e-mail, word processing documents, e-faxes, blogs, text messages and databases. The staff designated by management pursuant to this policy will be responsible for ensuring compliance with this policy and the Federal Rules of Civil Procedure. If the Credit Union maintains a contract with a third-party service provider to maintain any equipment or software for its vital records center necessary for the Credit Union to access its records, the Credit Union will maintain effective oversight of the third-party service provider to ensure the records meet the requirements outlined by applicable regulation.
  
A. FACT ActDestruction. When member information is no longer required (but the computers will be used elsewhere), and when legal or regulatory requirements for its retention no longer apply, it must be destroyed according to approved methods as authorized by the Credit Union’s Information Security policy (See Policy 4120). Destruction will include rendering the information unreadable and include complete eradication of residual electronic information required by the FACT Act and other applicable laws and regulation to be destroyed. The Credit Union will ensure that all contracts between the Credit Union and service providers who have access to or store member information will include contractual requirements that the service provider dispose of member information in a manner consistent with the FACT Act and other applicable laws and regulations. The Credit Union will ensure that vital records will not be destroyed.
 
B. Systems Removal and Disposal. Computer Equipment with an internal disk drive(s) (“hard drive”) being removed for relocation or disposal must have the disk drive(s) render any information unreadable. If the equipment is being relocated to another Credit Union user, the disk drive(s) may be erased using software specifically designed to render any data on the disk drive(s) unusable. If the equipment is being discarded, sold or given away, the disk drive(s) will be removed and physically destroyed prior to removal.
 
C. Disclosures Provided Electronically to Members. The Electronic Signatures Global and National Commerce Act of 2000 ("E-Sign Act") authorizes the Credit Union to retain electronic copies of all disclosures required to be retained by federal or state laws and regulations See Policy 10007, Table 7). If the Credit Union provides disclosures electronically to its members, the E-Sign Act states that an accurate electronic copy will be treated as an "original" disclosure or record, provided the electronic record is accessible by all persons legally entitled to access, for the period of time required by applicable federal or state law, "in a form that is capable of being accurately reproduced for later reference." This means the Credit Union must be able to either:
  
i. Print or e-mail a copy of the electronically provided disclosures when requested by NCUA or state regulator, or
 
ii. Give the regulator access to the Credit Union's computer system for purposes of printing or downloading the Credit Union's electronically-provided disclosures.
 
D. Litigation Holds. When litigation against the Credit Union or its employees is threatened or filed, the Credit Union will preserve all documents and records that pertain to the issues involved. Records retention schedules will be overridden that may have otherwise called for the transfer, disposal or destruction of the relevant documents until the hold has been cleared by the Credit Union’s legal counsel.
  
i. Violations. Violations of a litigation hold may subject employees to disciplinary action, up to and including dismissal, as well as personal liability for civil and/or criminal sanctions by the courts and law enforcement.

