
KENTUCKY ASSOCIATION OF SCHOOL BUSINESS OFFICIALS 
 

KASBO Document Retention Policy 
 

General 
 
The Sarbanes-Oxley Act addresses the destruction of business records and documents and turns 
intentional document destruction into a process that must be carefully monitored.  Nonprofit 
organizations should have a written, mandatory document retention and periodic destruction policy.  
Policies such as this will eliminate accidental or innocent destruction.  In addition, it is important for 
administrative personnel to know the length of time records should be retained to be in compliance. 
 
The following was developed by the National Council of Nonprofit Associations as minimum requirements 
for nonprofits (adapted for use by KASBO): 
 
 
                                   Type of Document                                                            Minimum Requirement 
 
Accounts payable ledgers and schedules 7 years 
Audit reports Permanently 
Bank reconciliations 2 years 
Bank statements 3 years 
Checks (for important payments and purchases) Permanently 
Contracts, mortgages, notes and leases (expired) 7 years 
Contracts (still in effect) Permanently 
Correspondence (general) 2 years 
Correspondence (legal and important matters) Permanently 
Correspondence (with donors and vendors) 2 years 
Deeds, mortgages and bills of sale Permanently 
Depreciation schedules Permanently 
Duplicate deposit slips 2 years 
Employment applications 3 years 
Expense analyses/expense distribution schedules 7 years 
Financial statements ( year-end) Permanently 
Insurance policies (expired) 3 years 
Insurance records, current accident reports, claims, policies, etc. Permanently 
Internal audit reports 3 years 
Inventories of products, materials, and supplies 7 years 
Invoices 7 years 
Minute books, by laws and charter Permanently 
Patents and related papers Permanently 
Payroll records and summaries 7 years 
Personnel files (terminated employees) 7 years 
Receipts 7 years 
Retirement and pension records Permanently 
Tax returns and worksheets Permanently 
Timesheets 7 years 
Trademark registrations and copyrights Permanently 
Withholding tax statements 7 years 
 
 



 
 
 
Acting in Good Faith 
 
Anyone filing a compliant concerning a violation or suspected violation of the Code must be acting in good 
faith and have reasonable grounds for believing the information disclosed indicated a violation of the 
Code.  Any allegations that prove not to be substantiated and which prove to have been made maliciously 
or knowingly to be false will be viewed as a serious disciplinary offense. 
 
Confidentiality 
 
Violations or suspected violations may be submitted on a confidential basis by the complainant or may be 
submitted anonymously.  Reports of violations or suspected violations will be kept confidential to the 
extent possible, consistent with the need to conduct an adequate investigation. 
 
Handling of Reported Violations 
 
The Compliance Officer will notify the sender and acknowledge receipt of the reported violation or 
suspected violation within five business days.  All reports will be promptly investigated and appropriate 
corrective action will be taken if warranted by the investigation. 
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