Newton Conservators, Inc.

Record Retention and Destruction Policy

Purpose:

The purpose of this Record Retention and Destruction Policy is to ensure that necessary records and documents are adequately protected and maintained and to ensure that records (including physical and electronic) which are no longer needed by the Newton Conservators, Inc. (Conservators), or are of no value, are discarded at the proper time.

________

1.
Policy: This Policy represents the Conservators’s policy regarding the retention and disposal of records. The Conservators shall retain records for the period of their immediate or current use, unless longer retention is necessary for historical reference or to comply with contractual or legal requirements. Records and documents outlined in this policy includes paper and electronic files (including e-mail) regardless of where the document is stored, including network servers, desktop or laptop computers.
2.
Administration:  Attached as Appendix A is a Record Retention Schedule that is approved as the initial maintenance, retention and disposal schedule for records of the Conservators.  The President (as the “Administrator” of the Policy) shall be the officer in charge of the administration of this Policy and the implementation of processes and procedures to ensure, with support of the Vice President and approval by the Board of Directors, that the Record Retention Schedule is followed.  The Administrator is also authorized to: make modifications to the Record Retention Schedule from time to time to ensure that it is in compliance with local, state and federal laws and includes the appropriate document and record categories for the Conservators; monitor local, state and federal laws affecting record retention; annually review the record retention and disposal program; and monitor compliance with this Policy.

4.
Suspension of Record Disposal In Event of Litigation or Claims:  In the event the Conservators is served with any subpoena or request for documents or any officer or Board member becomes aware of a governmental investigation or audit concerning the Conservators or the commencement of any litigation against or concerning the Conservators, such individuals shall inform the Administrator and any further disposal of documents shall be suspended until shall time as the Administrator, with the advice of counsel, determines otherwise. The Administrator shall take such steps as is necessary to promptly inform at least the officers and Board members of any suspension in the further disposal of documents.

5.
Applicability:   This Policy applies to all physical (including originals and reproductions) and electronic records generated in the course of the Conservators’s operation. 

This Policy was approved by the Conservators’s Board of Directors on December 9, 2009.

Appendix A

	Type of Document 
	Retention Period 

	Accounts receivable and payable ledgers and schedules 
	7 years 

	Annual audited financial statements, audit reports, general ledgers, internal audit reports, trial balance journals 
	Permanently 

	Articles of Incorporation, Charter, Bylaws, minutes and other incorporation records 
	Permanently 

	Bank Reconciliation 
	3 years 

	Bank Statements, deposit records, electronic fund transfer documents, and cancelled checks 
	3 years 

	Chart of Accounts 
	Permanently 


