
 Document Retention Polic� Ƭ Procedures 

 P�����eǣ T� ����ide �he �la� a�d ���ced��e� f�� �e�ai�i�g d�c��e��� a� �he Sch��lǤ 

 P�lic�ǣ  All ��o�age of ϐinancial and admini���a�i�e  �eco�d� �hall be in a �ec��eǡ �afeǡ and conϐiden�ial 
 manne�Ǥ The leng�h of �ime fo� �e�en�ion �hall com�l� �i�h legal �e��i�emen��Ǥ Reco�d� �ela�ed �o a 
 �o��ible o� �ending j�dicial o� admini���a�i�e in�e��iga�ion �hall be ke�� �n�il all ��oceeding� and 
 ac�ion� a�e concl�dedǤ 

 P��ced��e�ǣ  Ph��ical Reco�d�ǣ once ann�all� �he �h��ical  doc�men�� and ϐile� �ho�ld be ��an�fe��ed 
 f�om ac�i�e ϐile� �o inac�i�e ��o�age and each ϐile �ho�ld be labeled �i�h �he �e�en�ion da�eǤ All 
 conϐiden�ial ϐile� �ho�ld be clea�l� labeled Conϐiden�ialǤ All ϐile� in ��o�age �ho�ld be ��o�ed in a ϐi�e 
 �e�i��an�ǡ �ec��eǡ d�� �laceǤ 

 When ϐile� a�e �a�� �e�en�ion �e��i�emen��ǡ �he doc�men�� �hall be �h�edded and di��o�ed of a� �oon 
 a� �ea�onabl� �o��ibleǤ 

 Long �e�m ��o�age of elec��onic ϐile�ǣ all elec��onic ϐile� �ill be backed �� dail� and �he backed �� ϐile� 
 a�e mo�ed offǦ�i�e mon�hl�Ǥ 

 Vo�age� com�lie� �i�h all S�a�e and Fede�al la�� and �eg�la�ion� fo� doc�men� �e�en�ionǤ The �able 
 belo�ǡ �hich ��o�ide� �he minim�m �e��i�emen�� fo� doc�men� �e�en�ionǡ i� in�ended �o com�l� �i�h 
 all ��ch la�� and �eg�la�ion�Ǥ 

 T��e �f D�c��e��  Mi�i��� Re��i�e�e�� 

 Acco�n�� �a�able ledge�� and �ched�le�  ͹ �ea�� 

 A�di� �e�o���  Pe�manen�l� 

 Bank �econcilia�ion�  ʹ  �ea�� 

 Bank ��a�emen��  ͵  �ea�� 

 Canceled check�  ͹ �ea�� 



 Check� ȋfo� im�o��an� �a�men�� Ƭ ���cha�e�Ȍ  Pe�manen�l� 

 Con��ac��ǡ mo��gage�ǡ no�e� and lea�e� ȋe��i�edȌ  ͹ �ea�� 

 Con��ac�� ȋ��ill in effec�Ȍ  Pe�manen�l� 

 Co��e��ondence ȋgene�alȌ  ʹ  �ea�� 

 Co��e��ondence ȋlegal and im�o��an� ma��e��Ȍ  Pe�manen�l� 

 Co��e��ondence ȋ�i�h c���ome�� and �endo��Ȍ  ʹ  �ea�� 

 Deed�ǡ mo��gage�ǡ and bill� of �ale  Pe�manen�l� 

 De��ecia�ion �ched�le�  Pe�manen�l� 

 D��lica�e de�o�i� �li��  ʹ  �ea�� 

 Em�lo�men� a��lica�ion�  ͵  �ea�� 

 E��en�e anal��i�Ȁe��en�e di���ib��ion 
 �ched�le� 

 ͹ �ea�� 

 Yea� End ϐinancial ��a�emen��  Pe�manen�l� 

 E��i�ed in���ance �olicie�  ͵  �ea�� 

 In���ance �eco�d�ǡ c���en� acciden� �e�o���ǡ 
 claim �olicie�ǡ e�cǤ 

 Pe�manen�l� 

 In�e�nal a�di� �e�o���  ͵  �ea�� 

 In�en�o�ie� of ����lie�ǡ ma�e�ial�ǡ ��od�c��  ͹ �ea�� 

 In�oice� ȋ�o c���ome��ǡ f�om �endo��Ȍ  ͹ �ea�� 

 Min��e book�ǡ b�la�� and cha��e�  Pe�manen�l� 

 Pa�en�� and �ela�ed �a�e��  Pe�manen�l� 

 Pa��oll �eco�d� and ��mma�ie�  ͹ �ea�� 

 Pe��onnel ϐile� ȋ�e�mina�ed em�lo�ee�Ȍ  ͹ �ea�� 

 Re�i�emen� and �en�ion �eco�d�  Pe�manen�l� 



 Ta� �e���n� and �o�k�hee��  Pe�manen�l� 

 Time�hee��  ͹ �ea�� 

 T�adema�k �egi���a�ion� and co���igh��  Pe�manen�l� 

 Wi�hholding �a� ��a�emen��  ͹ �ea�� 

 S��de�� Rec��d�ǣ  Af�e� a ���den� �i�hd�a�� ȋmeaning  a ���den� i� no� ��an�fe��ing �o ano�he� ��blic 
 SchoolȌ School �ill kee� a ���den�ǯ� �eco�d� incl�ding heal�h and academic �eco�d� fo� ͷ �ea��Ǥ 

 S��den� acciden� and ��ecial inciden� �e�o��� �ill be ke�� �n�il �he ���den� ���n� �he age of ʹͳǤ 


