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North Shore Soup Kitchen, Inc 
 

RECORD RETENTION POLICY- 
 

North Shore Soup Kitchen, Inc. seriously takes its obligations to preserve all pertinent 
information relating to the operation of the Facility. 
 

The information listed in the retention schedule below is intended as a guideline 
and may not contain all the records the Organization may be required to keep in the 
future. Questions regarding the retention of documents not listed in this chart should be 
directed to the President. 
 

From time to time, the President may issue a notice, known as a “legal hold,” 
suspending the destruction of records due to pending, threatened, or otherwise reasonably 
foreseeable litigation, audits, government investigations, or similar proceedings. No 
records specified in any legal hold may be destroyed, even if the scheduled destruction 
date has passed, until the legal hold is withdrawn in writing by the President. 
 

File Category Item Retention Period  * 
Corporate Records Bylaws and Articles of Incorporation Permanent      1,2 
 Corporate resolutions Permanent      1,2 
 Board and committee meeting agendas 

and minutes 
 

Permanent      1,2 
 

Finance and 
Administration 

Financial statements (audited) 7 years           3 
 

 Auditor management letters 7 years           3 
 

 Check register and checks 7 years           3 
 Bank deposits and statements 7 years           3 
 General ledgers and reconciliations 7 years           3 
 Board of Health Permits Permanent     2 
 Expired contracts, agreements, leases 7 years           2 

 
 Correspondence — general 3 years           2 
Insurance Records Policies  and claims Permanent     2 
 Accident, Safety and Claim reports 7 years           2 

 
 Safety (OSHA) reports 7 years           2 
Tax IRS exemption determination and all 

correspondence, Employer ID Certificate 
Permanent     1,2 
 

 IRS Form 990, NYS Tax Exempt Cert 7 years           1,2 
 

 NYS Tax Exemption Certificate Permanent     2,3 
 

*Custodians:  1-Board Chair,  2-President ,  3-Treasurer 



NORTH SHORE SOUP KITCHEN INC WHISTLEBLOWER POLICY-   

 

No director, officer, employee, or volunteer of North Shore Soup Kitchen, Inc (NSSK) who in good faith 
reports any action or suspected action taken by or within NSSK that is illegal, fraudulent or in violation of 
any adopted policy of NSSK, shall suffer intimidation, harassment, discrimination or other retaliation or, 
in the case of employees, adverse employment consequences. 

Intentional and unintentional violations of laws, regulations, policies, and procedures may occur and 
lead to improper activities. Every individual  has a responsibility to report any suspected improper 
activity to the President or Chair of the Board. 

A whistleblower as defined by this policy is a director, officer, employee, or volunteer, who in good faith 
reports any action or suspected action taken by or within NSSK that is illegal, fraudulent or in violation of 
any adopted policy of NSSK. The whistleblower is not responsible for investigating the activity or for 
determining fault or corrective measures. These are the responsibilities of appropriate management 
staff. 

Examples of unethical, illegal or dishonest activities are violations of federal, state or local laws: billing 
for services not performed or for goods not delivered; and other fraudulent financial reporting. 

If a volunteer/ employee has knowledge of or a concern of an unethical, illegal, or dishonest activity, the 
individual is to contact the President or Chair of the Board. The individual must exercise sound judgment 
to avoid baseless allegations. 

Whistleblower protections are provided in two ways, through confidentiality and our assurance against 
intimidation, harassment, discrimination, retaliation, or adverse employment consequences. Insofar as 
possible, the confidentiality of the whistleblower will be maintained. In addition, the agency will not 
intimidate, harass, discriminate, retaliate, or take any adverse consequences against a whistleblower 
who discloses suspected unethical, illegal, or dishonest activity in good faith. To the best of its ability. 
NSSK will also protect a whistleblower against any adverse employment consequences, intimidation, 
harassment, discrimination, and retaliation by any  NSSK director/officer/volunteer. Any whistleblower 
who believes he/she is being intimidated, harassed, discriminated, or retaliated against or his/her 
employment is being adversely affected, must contact the President or Board Chair immediately. The 
right of a whistleblower from protection against intimidation, harassment, discrimination, retaliation, or 
adverse employment consequences does not include immunity for any personal wrongdoing that is 
alleged and investigated.   

This Policy shall be distributed to all directors, officers, volunteers and temporary agency employees who 
provide  services to NSSK.. 
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