Policy:


Record Retention Policy Template
Approval Date:

_________________________

Approved By:


_________________________

Purpose:
From a very practical perspective, keeping good records can help your organization operate more efficiently. Documents filed in an orderly manner can be found quickly. Having well-documented files makes the job easier the next time it is done.
Good record keeping can also make the job of the external auditors much easier. An audit by the Canada Revenue Agency (CRA) can be a less unpleasant experience if you aren't scrambling to find backup documents.
From a legal perspective, keeping governing documents and minutes of board meetings in good order is an absolute must. These minutes record all important decisions and the rationale behind them. Good minutes demonstrate that directors have upheld their fiduciary duty.
Scope:

In more recent years, some charities have faced claims for damages relating to wrongful or criminal acts by their employees (e.g., sexual abuse). Claims may be made for acts that occurred 20 or more years ago making the need to keep appropriate records on training and volunteer records more important than ever.
In contrast, one of the principles of privacy legislation relates to limiting retention of records.  Keep the records for as long as required under various statues and CRA requirements, but no longer. Your organization will have to balance these two issues when giving consideration to retention of records.
Privacy legislation also impacts how information is stored as there is the need to ensure appropriate safeguards are in place to protect the privacy of the individual's personal information. 
Policy:

Here are some practical steps to help your church get started with an appropriate record retention policy:
· Assign someone who will take ownership of retaining proper records for your church,

· Review all your records and decide how long you need to keep each type of record. (A reference chart of common items is provided at the end of this article) 
· Decide the best time to move records into storage. Many organizations do this after the external audit is complete for records that relate to the fiscal year just ended. 

· Decide appropriate storage medium. Should you keep paper files, microfilm or electronic? How much security is required? Make sure that the storage area is clean and dry. 

· Store records of similar type and records that can be destroyed in the same year together. This will facilitate the destruction process later. 

· Label boxes and other storage media identifying what has been stored, the fiscal year the documents relate to and the year the documents may be destroyed. If storing boxes, it is always a good idea to label the front and sides of the box. 

· Create an index of the documents that have been stored including a description of what has been stored, the location, the fiscal year the documents relate to and the year the documents may be destroyed. This index can save a lot of time when someone is looking for old records. The index should be kept permanently. 

· Before you send documents to storage and before documents are destroyed, it is always a good idea to have an authorization to do so. This will provide a thoughtful second look at whether the documents are being retained appropriately.

Record Retention Schedule 

The following chart provides some common examples of records and suggested retention periods. Every attempt has been made to give accurate information in this schedule. You may wish to check with your lawyer or other professional advisor for information specific to your situation.
	Type of Record
	Retention Period

	Church Envelope Records
	3 years

	Official Receipts for Income Tax Purposes
	3 years

	Approved Budgets
	7 years

	Bank Reconciliations
	7 years

	Bank Statements / Cancelled Cheques
	7 years

	Donation Records
	7 years

	Financial Statement Working Papers
	7 years

	Inventory Records
	7 years

	Invoices / Receipts of Payment
	7 years

	Monthly Trial Balance
	7 years

	"Payroll Records, T4's"
	7 years

	Record of Employment (ROE's)
	7 years

	T3010 Annual Charity Information Return
	7 years

	General Ledger
	Permanent *

	"Governing Documents (Letters Patent, Certificate of Incorporation, Bylaws)"
	Permanent *

	Minutes of Directors' Meetings
	Permanent *

	Minutes of Executive Committee Meetings
	Permanent *

	Minutes of Members' Meetings
	Permanent *

	Official Receipts for Income Tax purposes (Perpetual Endowment Gifts)
	Permanent *

	Official Receipts for Income Tax Purposes (10 year gifts)
	Permanent *

	Authorization and Consent for Minors
	Recommended Permanent

	Confidential Record of Reference Checks **
	Recommended Permanent

	Employment Applications
	Recommended Permanent

	Insurance Policies
	Recommended Permanent

	Performance Reviews
	Recommended Permanent

	"Personnel Information: sick leave, time sheets, attendance, discipline, vacation"
	Recommended Permanent

	Suspected Child Abuse Report
	Recommended Permanent

	Suspected Child Abuse Follow-up Report
	Recommended Permanent

	T-4 Summaries
	Recommended Permanent

	Volunteer Application Forms
	Recommended Permanent

	Year End Financial Statements
	Recommended Permanent


NOTE:  Records that are to be kept for certain periods (e.g., 2 years or 6 years, after the end of the tax year to which they apply) are rounded up to the next year (e.g., 3 years or 7 years).
* Permanent means for 2 years after the charity's registration is revoked.
** The police record check itself may be destroyed, but keep a permanent record that it was received and vetted.
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