Oklahoma Foundation for Excellence

Document Storage

I. Financial Documents

A. Bank Statements – All monthly statements from the current BancFirst accounts (the Operating Account and the Teacher Scholarship Fund) are on file in the storage room. All extant monthly statements from closed bank accounts are in storage in basement unit #18.

B. Bank Deposit Records – All extant deposit records from 1988 through FY02 are in basement storage. Records from FY03 through the current fiscal year are on file in the storage room. 

C. Trust Reports – All extant monthly trust reports are on file in the storage room.

D. Endowment Contribution Records – All extant endowment contribution records are on file in the storage room.

E. Monthly Financial Statements – All extant monthly financial statements from 1995 through FY 02 are in basement storage. Records from FY03 through the current fiscal year are on file in the storage room.

F. Record of Bills Paid & Electronic Fund Transfers – All extant records of bills paid from 1994 through FY02 are in basement storage. Records from FY03 through the current fiscal year are on file in the storage room.

G. Payroll Records – Payroll records from 1998 through FY04 are on file with their corresponding monthly financial statements.

H. Budgets – All operating budgets are on file in the storage room.

II. Donor Records & Correspondence

A record of all donations is kept in the main database. Donor correspondence (mainly from major donors) is maintained in the Executive Director’s personal files.

III. Information for Regulatory Requirements

A. Tax Exempt Letter – The tax exemption letter from the IRS is on file in the storage room.

B. State of Oklahoma Registrations
i. Articles of Incorporation are on file in the storage room.

ii. Information regarding annual registration with Secretary of State is on file in the storage room.

C. Audits and Form 990 – All audits and tax returns are on file in the storage room.

D. Quarterly Tax Reports – Quarterly tax reports from FY95 through the current fiscal year are on file in the storage room.

E. Form 5500 – All reporting to the IRS regarding 403(b) contributions is on file in the storage room.

F. Oklahoma Employment Security Commission – All extant quarterly reports to the OESC are on file in the storage room.

G. Employee Information – All employee information for the IRS is on file in the storage room.

IV. Information for Auditors

Other information that might be required by auditors—contribution correspondence, list of pledges due at year-end, list of award winners for the year, etc.—is kept until the audit has been completed.

V. Vendor Contracts

Contracts regarding insurance (including worker’s compensation), rental of office space and employee retirement plan are on file in the storage room.

VI. Responses to RFPs

Responses received from RFPs are kept at the discretion of the Executive Director.

The Management Committee has recommended that budgets, audits and tax returns be kept in perpetuity. Monthly bank and financial statements, deposit records and records of disbursements shall be kept for a period of seven years. Payroll records shall be kept for a period of 10 years.

