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Purpose 

The Document Retention and Destruction Policy (“Policy) establishes the proper treatment of all official 

documents and corporate records.  The Policy does the following: 

• Assigns responsibility for records oversight to the Board of Directors; 

• Defines the value of each record – legality (L), historical (H) or administrative (A); 

• Defines document record accessibility – is access public (P), members only (M) or restricted (R); 

• Defines the minimum duration that records must be kept; 

• Defines the method(s) of storage for each record; 

• Ensures that the corporation follows the applicable sections of the Sarbanes-Oxley Act (SOX). 

 

Oversight 

Compliance with NEBCA’s Policy is the responsibility of the Board of Directors who are also responsible 

for updating this policy to keep it consistent with best practices and legal requirements. 

Retention Period 

The following table lists all the records and documents covered by this policy.  The table gives the 

minimum duration that each record must be kept.  The Directors are responsible for updating the 

retention period as deemed appropriate. 

Storage Method 

Documents and records may be stored on paper or digitally.  In either case, some method of backup 

should be employed.  Either storage method must be done securely so that only Officers and Directors, 

or an agent appointed by them, can add to, delete or modify records.  The table includes a column for 

the storage method for each document and record.  The Directors may update the storage method as 

appropriate. 

Destruction of Records 

Documents and records should not be kept past the length of retention and should be destroyed.  The 

Directors should ensure that unnecessary records and documents should not be kept if they are no 

longer necessary to the operation of NEBCA or required by law.   



 

 



 


