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Document Retention and







Destruction Policy
--------------------------------------------------------------------------------------------------------------------------

The following outlines the document retention and destruction policy for the Kuali Foundation, Inc.

The Kuali Foundation shall retain state and federal tax return documents, including records that support an item of income, deduction, or credit, for a minimum of three (3) years from the date the return is due of filed, whichever is later.  This includes but is not limited to:

Form 990 Return of Organization Exempt form Income Tax, and all filed Schedules1
Form 1096 Annual Summary and Transmittal of US Information Returns2
Form 1099-MISC3
Form NP-20 State of Indiana Nonprofit Organization's Annual Report4
-----------------------------------------------------

1 Per 2009 IRS Form 990 Instructions, Section J:  The organization’s records should be kept for as long as they may be needed for the administration of any provision of the Internal Revenue Code. Usually, records that support an item of income, deduction, or credit must be kept for a minimum of 3 years from the date the return is due or filed, whichever is later.  Keep records that verify the organization’s basis in property for as long as they are needed to figure the basis of the original or replacement property. Applicable law and an organization’s policies may require that the organization retain records longer than 3 years.  Form 990, Part VI, line 14, asks whether the organization has a document retention and I. Group Return destruction policy.  The organization should also keep copies of any returns it has filed. They help in preparing future returns and in making computations when filing an amended return.

2 The purpose of this form to transmit paper Forms 1099, 1098, 3921, 3922, 5498, and W-2G to the Internal Revenue Service.

3 Per IRS regulations, the organization must file form 1099-MISC, Miscellaneous Income, for each person to whom it has paid during the year:

· At least $10 in royalties or broker payments in lieu of dividends or tax-exempt interest (see Box 8 on page 6); 

· At least $600 in rents, services (including parts and materials), prizes and awards, other income payments, medical and health care payments, crop insurance proceeds, cash payments for fish (or other aquatic life) you purchase from anyone engaged in the trade or business of catching fish, or, generally, the cash paid from a notional principal contract to an individual, partnership, or estate; 

· Any fishing boat proceeds; or

· Gross proceeds to an attorney. 

In addition, use Form 1099-MISC to report direct sales of at least $5,000 of consumer products to a buyer for resale anywhere other than a permanent retail establishment. This form must also be filed for each person from whom the organization has withheld any federal income tax under the backup withholding rules regardless of the amount of the payment. 

4 NP-20 must be filed for all non-profit organizations incorporated in the State of Indiana.
