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Rules on Retaining Co-op Documents

Q I have heard that in a co-op, there are some documents that must be kept and some that
can be discarded. What are the rules on this?

A Howard Schechter, a Manhattan co-op and condominium lawyer, said that co-op
corporations must maintain books and records like any other corporation. “But a co-op is
not required to keep documents forever,” he said.

Typically, different types of documents must be retained for different periods of time. “We
have divided the documentation retention periods into three categories: those that require
permanent retention, those that require seven years, and those that require one year,” Mr.
Schechter said. “Any document that is not required to be retained permanently, but must
be retained longer than one year, we put into the seven-year category.”

Documents that must be retained permanently include the organizational documents, the
deed and mortgages, the bylaws, rules and regulations, minutes from membership and
board meetings, audit reports, and the names and addresses of shareholders and the
number of shares they own. Other documents in that category include year-end financial
statements, blueprints and plans, alteration agreements with shareholders, and government
licenses and permits held by the corporation.

“All tax returns and income tax checks should be kept permanently,” he said, “but the
supporting documents for tax returns can be destroyed after seven years.” (The statute of
limitations is six years, but these documents are put into the seven-year retention period
for consistency.)

Contracts between management and other building services, as well as most insurance
policies, should be kept for seven years after they expire. Other seven-year documents
include employment records, accident reports and claims, applications of residents who
have sold their apartments and applications that have not been approved.

One-year documents typically include general correspondence, memos and e-mails,
provided they do not relate to matters that require a longer retention period.


