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Document Retention and Destruction Policy
1. Purpose
The purpose of this Document Retention and Destruction Policy is to ensure that necessary records and documents of Crystal Springs Foundation ("the Foundation") are adequately protected, maintained, and appropriately destroyed when no longer needed. This policy is also intended to aid employees, board members, contractors, and volunteers in understanding their obligations in retaining and disposing of records.
2. Scope
This policy applies to all records, documents, and data created, received, or maintained by the Foundation in the course of its operations, whether in paper or electronic format.
3. Responsibilities
- The President or designee is responsible for the implementation and oversight of this policy.
- All staff and representatives of the Foundation are responsible for complying with this policy and ensuring documents are maintained and destroyed according to the guidelines.
4. Retention Schedule
	Document Type
	Retention Period

	Articles of Incorporation, Bylaws
	Permanent

	Board Meeting Minutes
	Permanent

	IRS Determination Letter & Tax Filings
	Permanent

	Financial Statements (Annual)
	7 years

	Bank Statements, Invoices, Receipts
	7 years

	Grant Applications (awarded)
	7 years after closure

	Grant Applications (denied)
	3 years

	Payroll Records
	7 years

	Employee Files (after termination)
	7 years

	Donor Records
	7 years

	Legal Documents and Contracts
	7 years after expiration

	Insurance Policies
	7 years after expiration

	Electronic Correspondence (email)
	2 years, unless categorized above



*Note:* In the event of litigation, investigation, or audit, relevant documents must be retained until it is confirmed that they are no longer needed, regardless of the retention schedule.
5. Document Destruction
When documents have reached the end of their retention period, they should be destroyed in a secure and appropriate manner to protect sensitive information:

- Paper records: Shredded or otherwise rendered unreadable.
- Electronic records: Permanently deleted from systems and backup media.
6. Legal Holds
If the Foundation is involved in litigation or investigation, a legal hold must be placed on all relevant documents. Destruction of any documents under legal hold is strictly prohibited until the hold is lifted.
7. Confidentiality and Security
All records containing confidential or sensitive information must be stored securely and protected against unauthorized access, loss, or damage. Only authorized personnel may access these documents.
8. Policy Review
This policy will be reviewed at least every three years or as required by law or operational need. Any revisions must be approved by the Board of Directors.

Signed:


_____________________________
Ashley Thomas
President
Crystal Springs Foundation
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