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Record Name Retention Period 

Fidelity bonds  
Financial reports, periodic 
Financial reports, annual 
Freight bills  
Freight claims  

Garnishments 
General ledger 

Income statements, annual 
Income statements, periodic 
Incorporation papers 
Inspection reports 
Insurance records, general 
Inventory records 

Labor Cost Records 
Lease Records  

Membership Applications 
Membership Rosters 
Minutes of Post Meetings 

Payroll register 
Periodic financial reports 
Petty cash records 
Property records 

Quartermaster Monthly & Quarterly Reports

Shipping & Receiving documents 

Tax records 

3 years after termination 
2 years 

Permanent 
3 years 
2 years 

7 years after termination 
Permanent 

Permanent 
2 years 

Permanent 
3 years 

4 years after Policy expiration 
Permanent 

3 years 
3 years after termination 

Permanent (see note 1) 
5 years 

5 years (see note 2) 

7 years 
2 years 
3 years 

Permanent 

5 years 

2 years 

Permanent 

Note 1:  Membership applications should be retained as a permanent record and as long as practical to aid in 
establishing length of membership, original eligibility, and other items of historical value. They may be 
electronically converted to provide more efficient retainability.
Note 2: In some instances, it may be advisable to retain the minutes of Post meetings when those minutes 
contain policy decisions. Normally, however, those policy decisions would have been incorporated into the Post 
Bylaws, and the minutes would only be of minor historical significance. 

Obviously, the foregoing list is not all-encompassing, nor is it intended to be. A good rule of thumb 
in determining what files and records to keep is that if the file or record has no financial or historical 
significance, then it is probably time to dispose of it. 
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Statement of Policy 
Operation, Management & Control of Clubs and/or Canteens 

The operation, management and control of clubs and/or canteens were not envisioned in the 
purposes of our organization as described above both in our Congressional Charter, National 
Bylaws, Manual of Procedure and Ritual. The first and foremost consideration of Posts shall 
be to the objects of the VFW listed above. VFW clubs and/or canteens should be of secondary 
interest and concern and compatible with our stated purposes. 

Some state departments have adopted or recommended rules and regulations or management 
guides for the operation of Post-sponsored clubs and/or canteens in compliance with state and 
local regulations and the applicable provisions of Sections 708 and 709 of the National 
Bylaws, which address incorporation and control of units. Also, many Posts have 
incorporated those rules and regulations or guides in their Bylaws or adopted rules and 
regulations for the operation, management and control of their canteens and/or clubs in 
accordance with them. 

Differing laws at the state and local levels preclude the promulgation of universally accepted 
rules and regulations. The operation, management and control of any club or canteen, or any 
other facility operated by a Post, is wholly within the authority of the Post. It is the Post’s 
responsibility to see that its club, canteen or other facility is operated in a way that benefits 
its members and does not harm the reputation of the Post and those members. 

In adopting rules and regulations for the operation, management and control of clubs and/or 
canteens, Posts must adhere to the following provisions of Section 709 of the National Bylaws: 

Any activity, clubroom, holding company or unit sponsored, conducted or operated by, for or 
on behalf of a post, incorporated separately from the post or unincorporated, shall be at all 
times under the direct control of the post and all funds derived therefrom shall be at all times 
under the direct control of the post. 

All money, property or assets of every kind and nature, as well as all books and records 
owned, held or used, by any such activity, clubroom, holding company or unit sponsored, 
conducted or operated by, for or on behalf of a post shall be the property of the post and must 
be placed in the care and custody of the post quartermaster.


