SPELLED OUT REGIONAL ASSOCIATION’S DOCUMENT RETENTION POLICY

Spelled out Regional Association (Regional Association Acronym) endeavors to conduct its business under the highest standards of business and personal ethics and integrity and to comply with all applicable laws and regulations. Regional Association Acronym has established this document retention policy as part of its commitment to those standards.

The term “document” refers to both paper and electronic documents.

In the interest of a policy that complies with applicable laws and regulations, that is consistent with Regional Association Acronym’s ethical and business standards, but at the same time, is simple and manageable, Regional Association Acronym has chosen to classify documents into three general categories on the basis of how long they are to be retained:  Permanent, Seven Years and Three Years.

Permanent Records shall include governance documents, documents required by government agencies and legal documents.

Examples include:

Organizing Documents (e.g. Articles of Incorporation, By-Laws)

Minutes

Tax Returns

Patent, Trademark and Copyright Registrations

Property Documents (e.g. Deeds, Mortgages)

Seven Year Records shall include Financial, Contractual and Employment Records.
Examples include:

Personnel files (seven years from separation from service)

Payroll Records

Bank Statements

Insurance Policies (seven years from expiration)

Insurance Claims and Accident reports

Invoices, Paid Bills

Inventory Records

Contract and Leases (seven years from expiration)

Three Year Records include most general business correspondence, both internal and external.

Electronic Documents including e-mails can be preserved either by printing paper copies and storing in appropriate files or downloading to a computer or appropriate other electronic media such as a disk.

As part of its retention policy, Regional Association Acronym shall destroy all documents in accordance with this schedule.  In the event, it becomes known to Regional Association Acronym that the documents may be relevant to actual or potential litigation, all destruction schedules for those documents shall be suspended until legal counsel advises they may be destroyed.  There is a potential for fines and penalties, as well as contempt charges, if documents in such circumstances are not preserved.
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