Blairsville-Saltsburg School District

	
	Policy No. 
 623

	Section:
	600 Finance

	Title:
	Record Retention Policy

	Adopted:
	11/20/06

	Revised:
	


#623 Record Retention Policy
1.
Purpose: To have a policy to retain the School District’s Business Office financial, accounting and correspondence records for the appropriate time frame within State’s guidelines.
2.
Authority: School Board of Director’s
3.
Guidelines:
· Retain 1 Year:

· Pre-Payroll register
· Payroll input report
· Payroll verification report
· Retain 3 Years:

· Correspondence with customers or venders
· General correspondence
· Payroll input absentee sheets
· Payroll deduction report
· Payroll work report
· Payroll credit weeks report
· Payroll distribution reports
· Retain 5 Years:
· Duplicate deposit slips
· Daily cash reports
· Expired insurance policies
· Internal audit reports
· Petty cash vouchers
· Retain 7 Years:

· Accident reports
· Cancelled checks
· Check register
· Deposit slips and support
· Direct deposit payroll records
· Expired contracts and leases
· Expense analysis and expense distribution schedules
· Paid invoices
· Journal entry reports
· Copies of purchase orders
· Cancelled bond certificates
· Paid invoices
· Voucher for payments for vendors and employees
· Payroll register
· Bank statements and reconciliations
· Time cards
· Real estate tax duplicate books
· Retain Permanently:

· Audit Reports of Accountants
· Cancelled checks for important payments
· Contract and Leases still in effect
· Uniform school budget report (State Budget)
· Mortgage and bills of Sale
· Financial Statements (end-of-year) – Annual Financial Report
· Insurance policies
· Grant program file
· Minute Books of School Board Directors 
· Property Records
· Correspondence on Legal and Other Important Matters
· Deeds
· Depreciation Schedules
· General Ledgers (end-of-year)
· Trial Balances (end-of-year)
· Property Appraisals
· Payroll year-to-date report
· Payroll history report – fiscal year (July to June)
· Payroll history report – Calendar year (January to December)
· Payroll absence history
· W-2’s and W-3
· 1099’s and 1098
