Document Retention Policy and Guidelines
Goal:

To research guidelines for document destruction and retention.

Outcome:
To adopt and annually follow procedures for document destruction and document retention. 
Document retention is a critical but often overlooked assignment for nonprofits.  The recent Enron bankruptcy and the controversy over that company’s and its auditor’s destruction of documents has demonstrated the need for a carefully planned, uniform record retention and destruction practice.

The proliferation of forms and records over the last decade has left many nonprofits and businesses with file boxes and drawers of paper, back-up tapes, and electronic messages and other media.  The retention of documents not otherwise necessary to conduct business is both expensive and inefficient.  It could leave the nonprofit open to potential legal challenges on grounds based on outdated and irrelevant material.  To minimize these costs and risks, United Way will review and update its record (also called document) retention program for the systematic retention and destruction of documents based on statutory or regulatory record-keeping requirements and practical business needs.
A document retention and destruction policy will ensure that documents are retained only so long as they are (1) necessary to the conduct of the organization’s business; (2) required to be kept by statute or government regulation; or (3) relevant to pending or foreseeable investigations or litigation.  Currently relevant documents are filed systematically and accessibly.  Documents that must be maintained permanently will be catalogued and, if possible, reduced to some secure form of electronic record for storage and easy access when needed.  This will be completed in 2007.
To achieve these objectives, procedures have been  be established so that documents are filed in the appropriate place, the number of copies is catalogued and documents are retrieved and destroyed on pre-established “pull” dates.  Those pull dates occur in January of each year.  Permanent records and other records and document are filed in the conference room and the pull dates are adhered to as scheduled.  The President or designee will have overall responsibility for initial implementation and yearly review of compliance with the program in January every year.  The program itself will be reviewed every two years to ensure governmental requirements are being met, business needs are satisfied, and changes in hardware and software do not prevent access to stored electronic records.  
Retention periods are based primarily on current federal record-keeping requirements and state statutes of limitation.

Records are defined as “books of account, vouchers, documents, cancelled checks, payrolls, correspondence, records of sales, personnel,, equipment and production, reports relating to any or all of such records, and other business papers”.

The following schedule highlights suggested retention periods for some of the major categories of documents.  In addition to the categories, the document retention policy will cover accounting, insurance, personnel, real estate, and tax records.  While the policy behind retention of certain records is prescribed by statute, at other times the policy comes from practical business experience and judgments.  The terms below are considered minimums, after which destruction is permitted.
Type of Record




Retention Period (years)
ACCOUNTING

Auditors’ reports






P

Budgets







7

Cancelled checks, generally





3
Depreciation records






P

Officer, director and employee




3

expense reports

Employee payroll records (W-2, W-4)



3

annual earnings records, etc.

Inventory lists







7

Invoices







7

Payroll journal







3

Petty cash vouchers






3
Subsidiary ledgers (account receivable, 



7

accounts payable, etc.)

CORPORATE RECORDS
Annual reports







P

Authorizations and appropriations for expenditures


7

Contracts, generally






Expiration +7

Contracts, government





Expiration +7

Contracts, sales (UCC)





7

Notes (internal reports, memos, etc.)




3

CORRESPONDENCE

General, routine






3

INSURANCE

Accident reports






7

Insurance policies






P

LEGAL
Claims and litigation files





P

PERSONNEL

Applications







1

Company copies of all pleadings, key briefs and motions, court orders and opinions of record on dispositive motions and hearings, any attorney-client confidential privileged communications, all original witness statements and affidavits, exhibits, and settlement agreements/contracts need to be kept permanently.  Mere drafts of various and routine pleading, motions, and briefs, as well as multiple copies of original business documents need not be retained.
Employee earnings/payroll records




3

Employee files






4

Employment contracts





Expiration +3

Form I-9







3

Garnishments







7

Pension documents/profit sharing plans



6

Government reports






5

Employee pension records, including service,         


6

eligibility, personal information, pensions paid

Time cards/sheets






3

REAL ESTATE

Leases








Expiration +7

Deeds








P

Mortgages







P

TAXES

Income tax returns and cancelled checks



6

(federal state and local)

Payroll tax returns






4

Property tax returns






P

Sales and used tax returns





4
AUDIT COMMITTEE
Goal:
To adopt guidelines for forming an audit committee and select four members of the Board of Director’s to serve on the newly formed committee.

Outcome:
To annually appoint members of the Board of Directors to serve on the Audit Committee.
Guidelines:
         
The audit committee shall be composed of four members from the Board of Director’s.  These members shall be appointed by the President and approved by the Board of Director’s.


Audit Committee members may not receive compensation for their work and should not have a financial interest in or any other conflict of interest with any entity doing business with United Way of West Central Mississippi.


At least one member of the committee must have “financial expertise”.


The committee is directly responsible for:  hiring, setting compensation, and overseeing the auditor’s activities.


The committee sets rules and processes for complaints concerning accounting and internal control practices.


The audit committee should meet with the auditor, review the annual audit, and recommend its approval or modification to the full board.


The audit committee can pre-approve services such as tax preparation.


The audit committee shall receive from the audit firm all critical accounting policies and practices that are used by United Way, discuss this information with the President, and represent the preferred way management would like to have these policies and procedures disclosed according to the generally accepted accounting principles.
UNITED WAY ETHICS OFFICER

Goal:
To develop adopt and disclose a formal process to deal with complaints against United Way of West Central Mississippi and prevent retaliation against staff or volunteers who might file a complaint.
Outcome:
To annually appoint a member of the Board of Director’s to serve as the Ethics Officer and to work with the officer in conducting annual training for the Board of Directors.

Responsibilities:

Providing leadership, oversight, and expert advice to ensure appropriate development, interpretation, and implementation of ethics and compliance strategies, policies and programs.
Accountability for all program activities relating to standards of conduct including ethical relationships with employees, customers, contractors, suppliers, shareholders, and other stakeholders.

Accountability for the confidential reporting (such as a Helpline) allowing employees, customers, suppliers, and other stakeholders to report violations of the organization’s ethical standards, violations of law or corporate policy, without fear of retaliation.

Setting the strategy for and administering the organization’s annual or periodic ethics and compliance training, and regular communications around ethics and compliance and business conduct issues.

Conducting investigations into alleged violations of company ethics, compliance or business conduct practices and making recommendations for resolution of misconduct-including disciplinary action.

The Ethics Officer’s name and telephone number will be published on the website and included on other publications produced by United Way.

This appointment will be made by the President of the organization with approval of said individual by the Board of Directors.

The Ethics Officer is obligated to address ethical issues raised by employees/volunteers and encourage ethical conduct by example.  They are not to retaliate or otherwise take adverse action against any employee/volunteer solely because that individual has raised a legitimate ethical issue.
If the claims, once investigated by the Ethics Officer, are proven to be unfounded, the organization may not reprimand the employee/volunteer.

All employee and volunteer complaints, including any inappropriateness with the United Way of West Central Mississippi’s financial management should be reported to the Ethics Officer immediately.  All complaints will remain confidential and anonymous.

It is the responsibility of the Ethics Officer to make known to the Board of Directors if complaints are made against the United Way of West Central and the official findings of the complaint. 

