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Document Retention Policy

The corporate records of ORG NAME are important assets. The law requires ORG NAME to maintain certain types of corporate records, usually for a specified period of time. Failure to retain those records for those minimum periods could subject employees and ORG NAME to penalties and fines, cause the loss of rights, or seriously disadvantage ORG NAME.
 
ORG NAME expects all employees to fully comply with ORG NAME’s Document Retention Policy and schedules, and with the following general exception to any stated destruction schedule: 
 
If an employee believes, or ORG NAME informs an employee, that records are relevant to litigation, or potential litigation (i.e., a dispute that could result in litigation), then an employee must preserve those records until the Executive Director/President determines the records are no longer needed. That exception supersedes any previously or subsequently established destruction schedule for those records. If an employee believes that exception may apply, or has a question regarding the possible applicability of that exception, the employee should confer with the Executive Director/President. 
 
The goals of this policy are: 
 
(1) to ensure that all non-critical records are retained for the minimum period required by law and no longer, thereby eliminating the need for storage space; 
 
(2) to ensure that all critical records, including those which may substantially affect the obligations of ORG NAME or document ORG NAME’s compliance with the law, are retained for a sufficient period of time as to be useful to that end; and 
  
This policy shall apply to all records regardless of whether the records are stored on paper or on computer hard drives or other electronic media. Below is a Record Retention Schedule. This Schedule sets forth the recommended retention periods for each category of records. 

The following categories are intended to be general and should be interpreted as including all types of records relating to that category, including correspondence, notes, reports, etc
Permanent
· Articles of Incorporation
· Audit reports, from independent audits
· Corporate resolutions and other documents
· Determination Letter from the IRS, and correspondence relating to it
· Financial statements (year-end)
· Insurance policies such as D & O, fire, theft, accident, etc
· Minutes of board meetings and annual meetings of members
· Tax returns	
· Fund agreements
· Trust agreements

Keep 1 copy permanent
· Press Releases 
· Newsletters 
· President’s letters 
· Annual Report 
· Research/survey reports
· Other general publications such as annual reports

7 Years
· Accounts payable ledgers and schedules
· Contracts, mortgages, notes and leases (expired)
· Expense analyses/expense distribution schedules
· Invoices (to customers, from vendors)
· Payroll records and summaries
· Personnel files (terminated employees)
· Timesheets
· Withholding tax statements
· Real estate deeds, leases, mortgages, bills of sale, purchase agreements
3 years
· Bank statements
· Employee applications
· Internal audit reports
· Inventory records for products, materials, and supplies
2 years
· Bank reconciliations
· Correspondence (general)
· Correspondence (customers and vendors)

Responsibility for Compliance
Each staff person will be responsible for ensuring compliance in their assigned departments. Documents from the preceding list will periodically be destroyed after ORG NAME’s retention period has been met. Oversight of this process will be the responsibility of the Executive Director/President in partnership with the full staff.
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