Document Destruction

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.

This information is provided as guidance in determining your organization’s document retention policy.

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 customers 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

Year End Financial Statements 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 (to customers, from vendors) 7 years
Minute books, bylaws and charter Permanently
Patents and related Papers Permanently
Payroll records and summaries 7 years
Personnel files (terminated employees) 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
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ASSOCIATION
DOCUMENT RETENTION POLICY

This is the document retention policy of the Association
(“ASSOCIATION?).

ASSOCIATION shall retain records for the period of their immediate or current use,
unless longer retention is necessary for historical reference or to comply with contractual
or legal requirements. Records and documents outlined in this policy include paper,
electronic files (including emails) and voice mail records regardiess of where the
document is stored, including network servers, desktop or laptop computers and handheld
computers and other wireless devices with text messaging capabilities. Any employee of
ASSOCIATION, or any other person who is in possession of records belonging to
ASSOCIATION who is uncertain as to what records to retain or destroy, when to do so,
or how to destroy them, may seek assistance from ASSOCIATION’s Document
Retention Policy (DRP) manager who is

In accordance with 18 U.S.C. 81519 and the Sarbanes Oxley Act, ASSOCIATION shall
not knowingly destroy a document with the intent to obstruct or influence an
“investigation or proper administration of any matter within the jurisdiction of any
department, agency of the United States...or in relation to or contemplation of such
matter or case”. If an official investigation is under way or even suspected, document
purging must stop in order to avoid criminal obstruction. In order to eliminate accidental
or innocent destruction, ASSOCIATION has the following document retention policy:

TYPE OF RECORD SPECIFIC RECORD RETENTION PERIOD
Accounting Records
Annual financial statements Permanent
Monthly financial statements 3 years
General ledger 20 years
Annual audit records 10 years
Journal entries 8 years
Special reports 8 years
Canceled checks 8 years
A/P paid invoices 8 years
Business expense records 8 years
Credit card receipts 3 years
Cash receipts 3 years
A/R invoices 8 years
Data for acquired/divested assets Permanent
Data for nonacquired/nondivested 5 years
assets
Accounts payable 7 years
Accounts receivable 7 years
Audit reports 7 years
Chart of accounts Permanent
Expense records 7 years
Inventory records 7 years
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TYPE OF RECORD

SPECIFIC RECORD

RETENTION PERIOD

Loan documents

7 years after final payment

Purchase orders 7 years
Sales records 7 years
Stop payment orders 3 years
Bank reconciliations 3 years
Tax Records
Federal tax returns (not Permanent
payroll)
State & local tax returns Permanent
Form 990 & supporting Permanent
documentation
Form 990-T & supporting Permanent
documentation
Supporting documentation 4 years
for taxes

City & State excise tax
reports & supporting
documentation

5 years (or longer if designated by state
law)

Unclaimed property filings &

6 years (or longer if designated by state

supporting documentation law)
1099 forms 8 years
Magnetic tape & similar 1 year
records
Payroll taxes (W2, W3) Permanent
Payroll taxes (Form 941, 8 years (or longer if designated by state
state withholding forms, law)
state unemployment returns)
Payroll Records
Wage rate tables 3 years
Cost of living tables 3 years
Wage 6 years
Salary 6 years
Payroll deductions 6 years
Time cards or forms 5 years
W-2 forms 8 years
W-4 forms 8 years
Garnishments 4 years after termination
Payroll registers Permanent
State employment forms 4 years
State unemployment tax Permanent
records
Cancelled payroll checks 8 years
Deductions register 8 years
Earnings records 8 years
Changes or adjustments to 8 years

salary
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TYPE OF RECORD

SPECIFIC RECORD

RETENTION PERIOD

Insurance Records

Policies (including expired) Permanent 5 years
Claims for loss/damage,
accident reports, appraisals
Workplace Records
Incorporation records (including Permanent
Bylaws)

Meeting minutes Permanent
Policy statements Permanent

Employee directories 5 years

Legal Records

General Contracts

3 years after termination

Real estate contracts & Permanent
records

Personal injury records 8 years

Trademark registration Permanent

Copyright registration Permanent
Patents Permanent

Litigation claims

5 years following close of case

Court documents & records

5 years following close of case

Deposition transcripts

5 years following close of case

Discovery materials

3 years following close of case

Leases

6 years after termination

Personnel Records

Employment applications
(persons not hired)

1 year

Employment applications

3 years following termination of

(persons hired) employment
Employee resumes & 3 years following termination
employment history employment

Evaluations 3 years following termination of
employment

Promotions, raises, 5 years following termination of
reclassifications & job employment

descriptions

Disciplinary warnings,

5 years following termination of

demotion, lay-off & employment
discharge
Employment & termination Permanent
agreements
Beneficiary information Permanent
Medical and safety records 6 years
Accident reports 6 years

Education assistance

While employed

Sick leave benefits

While employed

Retirement plans

Permanent
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TYPE OF RECORD

SPECIFIC RECORD

RETENTION PERIOD

Incentive plans (after 6 years
expiration)
Pension plans Permanent
Technical Materials
Manuals Permanent
Standards Permanent
Committee Meeting Minutes Permanent
Correspondence 5 years after manual or standard becomes
obsolete
Invoices to customers 7 years

The retention periods described herein are guidelines. There are circumstances
under which a record or document may have to be maintained longer than the
guidelines. This will be a decison made by the Document Retention Policy

Manager.
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Code of Ethics
Board of Directors and Officers
Of the

Service on the Board of Directors of a national organization is an important
honor and responsibility. Much is expected of officers and the governing Board of the
The membership of the association relies on its officers and Board to act in
its best interests, to be knowledgeable about and proactive on the issues facing the
early childhood care and education industry, to study the questions before it and to
base decisions on reliable information, to be a good steward of the resources of the
association, and to be honest and trustworthy in all actions. To assure the trust and
ethical expectations of the members of the Association, I affirm the following:

Duty of Care

In all matters affecting the Association, I will act in good faith and exercise my
best efforts in the performance of my duties.

I will faithfully prepare for discussions and decisions that affect the association by
reading information sent to me by the association officers and staff and by striving to
be knowledgeable on issues of importance to the association and its members.

I will be responsible for disseminating information I receive as a Director to all
members, with my primary responsibility to inform my constituency, i.e., state
association, national, or regional company, or at-large members. (See attached
examples)

I will make decisions based on factual data rather than unsubstantiated opinions.

I will make decisions based on what is in the best interest of all members of the
association, rather than any one group, individual, or special interest.

I will be honest in doing the work of the association and in speaking on behalf of the
association and its leadership in order to foster trust among association members and
the public.

I will respect my fellow Directors and the members of the association, acknowledging
differences of opinion, providing for open and respectful discussion, and making
decisions only after listening to all points of view and all available data.

I will publicly support the majority decisions made by the Board of Directors.

I will refrain from any discussion of tuition, fees, wages, etc. that might be construed
as an infraction of anti-trust law or price fixing.

I will support and encourage participation in all association programs including
endorsed programs.




I will hold my own business to the highest standards of professionalism, quality, and
integrity, because the manner in which I conduct my individual business affairs can
affect the public image of the Association,

Confidentiality
I will not disclose, beyond its intended scope, any information which is marked,

designated, or treated as confidential by the Board, officers, or staff and which I
receive as a Director of the Association.

I understand that my obligation to maintain confidentiality extends indefinitely beyond
my term of office.

Conflict of Interest

I acknowledge that information, programs, research, services, and methods of
operation are developed by for all members and as a Director I am
obligated to pass on this information to my constituencies. Therefore I will not
expropriate for myself, my business, or another organization any information I receive
as a result of my position as a Director of the Association prior to
disseminating this information to my constituents. (See attached examples)

I will not create any program that is in direct competition with an program
including the , the credential, the Annual Conference, or other
programs that the association may develop in the future.

I will openly declare any actual or perceived conflict of interest that may result from
my taking part in discussion or decision making on an issue before the association
while having business, professional, or personal interests that could bias my
decisions. I further acknowledge the Board of Directors has the sole responsibility for
determining whether my interests constitute a conflict and if so what the remedy will
be. (See attached example)

Signature of Director or Alternate Director

Date




Example of Duty of Care:

“I will be responsible for disseminating information I receive as a Director to all members with
my primary responsibility to inform my constituency, i.e., state association, national, or
regional company, or at-large members.”

Director, John Doe, receives a notice on the Board of Directors list serve
about a grant available to child care centers in all states. John fails to pass this
information on to his state association members.

e As the representative of the membership as a whole, John is obligated to pass on
this information to his constituency, and in the spirit of leadership, should make
a reasonable effort to do so immediately in order to equalize the opportunity
among members, including himself.

Examples of Conflict of Interest:

“l acknowledge that information, programs, research, services, and methods of operation are
developed by for all members and as a Director I am obligated to pass on this
information to my constituencies. Therefore I will not expropriate for myself, my business, or
another organization any information I receive as a result of my position as a Director of the
Association prior to disseminating this information to my constituents.”

1. In the example above, John not only does not pass on the information he receives
through the Board-only list serve, he applies for the grant for his own center.

e John is taking advantage of information available to him in his capacity as
a member of the Board of Directors of and using this information for
his personal gain.

2. Board member John Doe conducts a training class for Field Counselors
which is not the prescribed training and/or charges a fee for the
training.

e John Doe is taking advantage of his position as a Director to profit when he
charges a fee which is contrary to ’s policy and interest. provides
this training free of charge.

e John Doe is not using the prescribed training approved by and therefore
is negatively impacting the integrity of the program.
3. Director Mary Doe uses association-developed programs, data, papers, or

other intellectual property (correspondence, procedure manuals, methods of
operation, curriculum, presentations) without permission of the association
and/or without citing the association as the creator or fails to report
unauthorized use by his/her state association or company.

e Even though the association material Mary uses may not be copyrighted, it is
unethical to use the association’s property for one’s own benefit or to
misrepresent the origin of the material. If the material is copyrighted, Mary’s
actions are also illegal.




“I will openly declare any potential conflict of interest that may result from my taking part in
discussion or decision making on an issue before the association while having business,
professional, or personal interests that could bias my decisions. I further acknowledge the
Board of Directors has the sole responsibility for determining whether my interests constitute a
conflict and, if so, what the remedy will be.”

1. Director John Doe owns a printing company. He lobbies the Membership
Committee to have his company print the new membership brochures.

e John must disclose his financial interest in the printing company. The Chair
of the Membership Committee should then ask John to excuse himself from
debate in committee and not to discuss the printing of the brochure with any
Committee member.




Conflict of Interest Disclosure Statement

This form was approved and adopted in 2003, in accordance with Section # of the Bylaws. It will be
distributed to each director, officer, and staff member prior to the October Board meeting each
year and must be submitted at that meeting for subsequent review by the Executive Committee of the
Board of Directors.

In completing this form, please consider the following guidelines from the bylaws:

1. Any potential conflict of interest that could result in a direct or indirect financial or personal
benefit to a Director, officer or staff member must be disclosed in good faith or known to the
Board of Directors or committee authorizing a contract or other transaction.

2. All questions as to whether a conflict of interest exists shall be resolved by a vote of the Board
of Directors in which the interested individual may not vote.

3. The interested individual may participate in the information-gathering stage of the Board of
Directors' or committee's discussion, but shall retire from the room in which the Board of
Directors or a committee thereof is meeting and shall not participate in the final deliberation or
decision regarding such contract or other transaction. Such interested individual may not vote on
such contract or other transaction.

4. In connection with all actions taken by the Board of Directors with respect to any contract or
transaction between the Association and one or more of its directors or officers, or between the
Association and any other corporation, firm, association, or other entity in which one or more of
the directors or officers of the Association is a director or officer or has a substantial financial
interest, affiliation, or other significant relationship, each such interested director or officer of
the Association shall:

+ disclose to the Board of Directors the material facts as to such director's or officer's
interest in such contract or transaction and as to any such common directorships, offices, or
significant financial interest, affiliation, or other significant relationship, which disclosure
shall be duly recorded in the minutes or resolutions relating to such actions, and

¢ abstain from voting on any such contract or fransaction.

At present, T am aware of the following potential conflict of interest in regard to my position on the
Board of Directors or staff (if none, leave blank):

If I become aware of a potential conflict of interest in the future, I will disclose this potential
conflict to the President. I understand that, when in doubt, disclosure is recommended.

NAME (please print)

SIGNATURE DATE
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