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POLICY & PROCEEDURES FOR KEEPING PROPERTY RECORDS

For PERMANENT RETENTION: 

1/
Capital Construction Records: includes



~ survey & title search



~ contracts, including change orders



~ equipment listing – for life of the specific piece of equipment



~ funding approvals 

~ testing reports & certificates

~ As Built drawings



~ Drawing & specifications (i.e.: architectural engineering)

2/
Construction & equipment warranties & back-up copies of related invoice: 

~ staple warranty & invoice together & file

3/
Property Records:



~ deeds



~ land titles

For TEMPORARY RETENTION:

4/
Retain for current Tax Year + 6:



~ Municipal property tax bills



~ GST returns

5/
Retain until next Inspection: includes



~ Fire Inspection Reports



~ Fire Extinguisher Maintenance Reports



~ Elevator Inspection Reports

Keep copy of original report, plus the follow-up report received when corrections had to be made & then re-inspected.

6/
Retain for life of agreement, piece of equipment or service:



e.g.:



~ lease agreements



~ rental agreements



~ copier maintenance contracts



~ telephone contracts
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