

RECORD RETENTION POLICY
NATIONAL SOCIETY COLONIAL DAMES XVII CENTURY


PURPOSE:  

This Record Retention Policy was created to facilitate and assure compliance with all governmental requirements, including laws enacted by the U.S. Congress, the District of Columbia Code, and the Internal Revenue Service, and to promote and encourage adherence to sound business practices that assure and demonstrate a commitment to accountability and transparency.

GENERAL GUIDELINES

a) All NSCDXVIIC Officers, Committee appointees, volunteers, staff, and independent contractors (in accordance with agreements or contracts) are expected to comply with the rules outlined in this Policy. 

b) Records may be retained in written form or in digital format.

c) Records to be retained in perpetuity shall be maintained at the Society’s Headquarters Office or safe deposit box.

d) Official digital records (maintained at the Headquarters Office) shall be backed up daily by the most expedient electronic method.

e) Records shall be retained as specified on the attached Record Retention Schedule.

f) Paper or electronic documents (other than those classified in a permanently retained category as listed below) shall be maintained by the Officer or Committee Chair responsible for the applicable activity or function.

g) Correspondence conducted via electronic means shall be either printed or retained electronically as a separate file.

h) Upon completion of the term of an Officer or Committee Chair, Society records in her possession shall be transferred to her successor.

i) No documents (paper or electronic) shall be destroyed or deleted if they are pertinent to an ongoing or anticipated government investigation, private litigation, financial audit, employee complaint or injury, or member or donor inquiry.

j) Records shall not be retained when they are no longer needed for administrative purposes or required by law (except as provided in the Record Retention Schedule below). 
k) Documents of a routine nature (paper and electronic) deemed to no longer be needed shall be destroyed after three years—paper documents shall be shredded; digital documents shall be removed from all computers, databases, networks, and back-up storage.

l) Records shall be stored in a safe environment, properly secured against inadvertent destruction, and reasonably accessible.

m) At least two members shall have access to all records (except those of a nonconsequential nature).

n) Periodic specific guidelines created for temporary or emergency situations that may arise (i.e., possible or pending legal action, audits, cost management, preservation of assets) shall supersede all other provisions included in this Policy. In such cases, pertinent records must be preserved so long as a feasible need for them exists.

o) Inspection of documents as required by the Internal Revenue Service and the District of Columbia Code shall be made available to individuals at the Society’s Headquarters Building upon receipt of a written request that includes a relevant reason for accessing such documents.

p) The membership list of the Society shall not be used for any commercial or political purpose.

q) An audit of documents required to be retained permanently shall be conducted at ten-year intervals to assure the Retention Schedule is followed and the documents to be retained permanently remain available.

				                      






RETENTION SCHEDULE

Correspondence   .…………………………………………………….……………….……   2 years

General, routine correspondence (unless it falls under another category listed 
elsewhere in this Policy) 

Executive Board and Conferences   …………………………………   permanently

Minutes of all meetings (Executive Board, National Conferences, Committees, and 
task forces), attendance records, list of officers, membership rosters, formal notices

Exception: Materials and records deemed to be of a routine nature    ……………....   3 years

Insurance     ……………………………………………………………..….………..…    permanently

All insurance records (including current and expired insurance policies), reports, 
claims, completed forms, and audits    

Financial:    

Banking    …………………………………………………………………………….…….………….    3 years

Bank statements, bank reconciliations, deposit slips, canceled checks, budgets, 
interim financial statements, and internal support records     

Inventories    …………………………………………………….………….............................    7 years  

Inventories of products, materials, and supplies; invoices (for important purchases 
or donations)    

Audits    ………………………………………………………………..…….….…………..    permanently 

Audit and review reports, depreciation, other schedules, related records; year-end 
financial statements   

	Reporting    …………………………………………………………………………..……..    permanently

· IRS Form 1023, Tax Exemption Application 
· IRS tax-exemption letter
· IRS Form 990, Return of Organization Exempt from Tax, supporting schedules, 
and records of income and expenses to support data reported
· State non-profit registration and renewals
· DC Form BRA-25, Report for Domestic & Foreign Filing Entity 
Donations / Benefactors    ……………………………………………………….……    7 years

Documentation for donations (receipts and acknowledgement letters)

Organizational Documents    ……………………………………………    permanently

Articles of Incorporation, Bylaws, registration of name, IRS Form 1023 (Application 
for Exemption), IRS exemption letter, charters

Employment Records:    

Hiring    ……………………………………………………………………………………..….    3 years
Names, addresses, Social Security Numbers, job applications, resumes, screening tools/tests, interview notes, background checks (credit, driving, criminal history), 
drug tests, consent forms, required disclosures of background checks; all records 
related to hire/no hire decisions  

Compensation    ……………………………………………………………………………    7 years
Dates of employment, paid absences, time records, compensation (straight time, 
overtime, any additions and deductions from wages; total paid each work week); 
work week (time and days of week, hours worked each day); amounts and dates of 
pension and benefit payments, fair market value of in-kind wages, occupations of employees, periods when paid for absences, injuries and illnesses, records of 
vacations, leaves, records of disability accommodations

Employee files    …………………………………………………………………………….    7 years
Employee data (name, address, Social Security Number, birth, gender, occupation, 
job classification); training records; complaints brought against the Society or employee and actions taken, performance reviews and supporting documentation; injuries and illnesses related to employment, records of disputes or disagreements; promotions

Benefits    ……………………………………………………………………………    permanently
Reporting and disclosure of plans or incentives (retirement, seniority, training, merit), 
annual reports, reportable events that change benefits or participants, pension records, annuity payments, plan termination

Employee guide     ………………………………………………………….….…   permanently
Printed guide explaining management policies, practices, and expectations including
description of work week, leave time, absences, and benefits

Termination    ………………………………………………………………………   permanently
Records of resignations and firings (complaints, attempts at resolution, support documentation), personnel files

Payroll Reporting    ……………………………………………………………………....    7 years
Tax deposits (dates and amounts), copies of employment tax returns and worksheets:

· IRS Forms W-9, Withholding Tax Statement   
· IRS Forms W-2, Wage and Tax Statement (including any returned)
· IRS Forms 941, Employer’s Quarterly Federal Tax Return
· IRS Forms 940, Employer’s Annual Federal Unemployment Tax Return
· IRS Forms W-4, Employee’s Withholding Certificate
· DC Form UC30, Employers Quarterly Contribution and Wage Report

Contractors / Service Providers / Suppliers    ………………………..    7 years

Signed agreements (including conflict of interest disclosures); job analysis, reporting, documentation of satisfaction or good-faith efforts

Government Forms:

· USCIS Forms I-9, Employee Eligibility Verification
· IRS Forms 1099-MISC, Miscellaneous Information

Legal:   

Important documents (deeds, notes, bills of sale, copyrights)    …….…….    permanently

Contracts, leases, notes, licenses    …………………………………………….………...    10 years* 

*Note: Legal documents should be retained at least 3 years beyond the life of the 
agreement.

(When litigation is ongoing or possible, and for all documents pertaining to the 
Society’s future or security, legal counsel should be consulted.)

Marketing / Public Filings    ……………………………………………...   permanently

Publicly filed documents, contracts, press releases, records pertaining to trade 
secrets, development of intellectual property, or confidential information


____________
Reference Note: Publications and guidelines issued by the following organizations were beneficial in providing background, research, and direction in the preparation of the foregoing Policy: 

· American Institute of Certified Public Accountants, Audit Committee Toolkit
· National Council of Nonprofits
· Society for Human Resource Management
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