
Record Retention and Destruction Policy 
National Catholic Committee on Scouting  

1. Purpose 
The purpose of this Record Retention and Destruction Policy (“Policy”) is to ensure that the 
National Catholic Committee on Scouting (“NCCS”) manages its records responsibly and 
in compliance with applicable legal, regulatory, and operational requirements of civil laws. 
This Policy establishes the retention periods for various types of records and provides 
guidelines for their secure destruction and standard of compliance. 

2. Scope  
This Policy applies to all records created, received, or maintained by the NCCS, whether in 
paper or electronic format, including but not limited to correspondence, financial 
documents, donor records, meeting minutes, reports, contracts, and other official 
documents. It is expected that all files are stored on Google Drive provided by NCCS. 

 

3. Definitions  
• Record: Any document or data, regardless of format, that is created, received, or 

maintained by the NCCS during its operations. 
• Retention Period: The minimum period a record must be retained before it is eligible 

for destruction. 
• Destruction: The process of permanently and securely disposing of records after the 

retention period has expired. 

4. Record Retention Schedule  
Records must be retained for at least the minimum periods specified below, unless a 
longer retention period is required due to ongoing litigation, audits, or investigations. 

Record Type Retention Period 
Governing Documents (e.g., Bylaws, 
Articles of Incorporation) 

Permanently 

Board & Committee Meeting Minutes Permanently 



Financial Statements & Audit Reports Permanent 
Tax Returns & Supporting Documents Permanent 
Bank Records (statements, reconciliations, 
deposit slips) 

7 years 

Donor Records & Acknowledgments 7 years 
Contracts & Agreements 7 years after expiration or termination 
Correspondence (official / legal manners) Permanent 
Personnel Files (if applicable) 7 years  
Insurance Policies Permanent 
General Administrative Documents 3 years 
Determination Letter for Income Tax 
Exemption 

Permanent 

  
  
  
  
  

5. Record Destruction Procedures 
• Records shall be destroyed promptly after the expiration of the retention period, 

unless subject to a legal hold. 
• Destruction must be performed in a manner that protects the confidentiality of 

sensitive information, such as shredding paper records and permanently deleting 
electronic files. 

• A log of destroyed records should be maintained, noting the type of record, 
retention period, date of destruction, method, person who authorized, and the 
person responsible. 

6. Suspension for Legal Holds  
In the event of litigation, government investigation, or audit, all relevant record destruction 
must be suspended immediately as directed by NCCS Legal Advisor. The NCCS will issue a 
“legal hold” notice and identify affected records, which must not be destroyed until the 
hold is lifted. 



7. Responsibilities  
• The Vice Chair, Finance and NCCS Program Administrator are responsible for 

implementing, monitoring compliance, training and ongoing awareness with this 
Policy. 

• All Executive Committee members and staff are responsible for understanding and 
following this Policy as it pertains to their duties. 

8. Review and Updates  
This Policy should be reviewed at least every three years and updated as necessary to 
comply with legal, regulatory, and operational changes by the Legal Advisor and Finance 
Committee. 

9. Questions 
Questions regarding this Policy should be directed to the NCCS Vice Chair Finance and 
Program Administrator.  

 


