 Northport Dollars for Scholars
Document Retention & Destruction Policy 
Purpose

Northport Dollars for Scholars has established this Document Retention & Destruction Policy for the purpose of enhanced compliance with the Sarbanes-Oxley Act and to promote the proper treatment of Northport Dollars for Scholars documents and records.  
Filing, Storage and Destruction

Northport Dollars for Scholar’s records will be stored in a safe, secure, and accessible manner. 

Legal Hold

Upon any indication of pending, threatened, or otherwise reasonably foreseeable litigation, audits, government investigations, or similar proceedings, the President will issue a notice known as a “legal hold,” suspending the destruction of records. No records specified in any legal hold may be destroyed, even if the scheduled destruction date has passed, until the legal hold is withdrawn in writing by the President.

Record Retention

The attached schedule outlines the length of time records should be retained by Northport Dollars for Scholars.  It may not contain all the records Northport Dollars for Scholars may be required to keep in the future. Records that are not listed, but are substantially similar to those listed in the schedule, will be retained for the appropriate length of time. 

Amendments

This policy will be reviewed annually by the Board of Directors prior to the annual meeting of Northport Dollars for Scholars. Any amendments to this policy must be provided to Scholarship America within ten (10) days of being approved by Northport Dollar for Scholar’s Board of Directors and documented in the Board of Directors’ meeting minutes.
Northport Dollars for Scholars
RECORD RETENTION SCHEDULE

Corporate Records

Articles of Incorporation 





Permanently
Bylaws 








Permanently
Board Meeting and Board Committee Minutes 



Permanently
Board Policies/Resolutions





Permanently 
Conflict-of-Interest Disclosure Forms




Term of BOD member 
Accounting and Tax Records

Financial reports (year end)





Permanently
Internal Audit Reports






3 years
Tax Returns







Permanently

Treasurer’s income and expense journal




7 years
Bank Records

Check Registers 






Permanently
Bank Deposit Slips 






7 years
Bank Reconciliation 






2 years

Bank Statements






7 years
Insurance 

Insurance Policies – (expired)





3 years 

Insurance records, claims, policies–




Permanently
Legal and Safety Records

Contracts and Agreements (still in effect)



Permanently
Correspondence

Legal and Tax







Permanently
General Correspondence, with donors etc.



2 years
Other Records

Records Pertaining to Corporation’s Whistleblower Policies

Term of BOD member
Donor and Scholarship Records

Donor Records and Acknowledgment Letters



Permanently
Scholarship Recipient Records (ChapterNet)



Permanently
Endowment Agreements (still in effect)




Permanently
Student Applications (paper prio to ChapterNet) kept only by Award

Chair..NO other person should keep copies



1 year
2

