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GALA Choruses
Document Retention and Data Backup

GALA has adopted a document retention and data backup policy to ensure that we have adequate and legally compliant records that are accessible to those who need them to do the work and oversight of GALA.  It is also important to destroy information that isn’t required by law that could be misleading or taken out of context.

Documentation

All transactions of GALA Choruses are to be fully documented. Original documentation will be filed with the transaction documentation. Transaction documentation includes, but is not limited to, reimbursement forms, check request forms, copies of checks received, and invoices received from vendors. 

Record Retention

Records to retain permanently:

· Corporate - Bylaws and Articles of Incorporation
· Corporate - Board and Committee meeting agendas and minutes
· Corporate resolutions
· Financial Statements (audited)
· Insurance Policies 
· IRS exemption determination and related correspondence
· IRS Form 990’s

Records to retain for 7 years, then destroy:

· Financial Auditor Management letters
· Paid Invoices
· Bank Deposits and Statements
· Investment performance reports
· Contracts and Agreements (7 years after all obligations end)
· [bookmark: _GoBack]Leases – expired (7 years after all obligations end)
· Mortgages, security agreements

Records to retain for 4 years, then destroyed:

· Conflict of Interest disclosure forms
· Correspondence with customers or vendors
· Festival paperwork

Grant/Contract Applications and Reports

	All grant applications, contracts, modifications to contracts, invoices and program reports must be maintained for the duration of the agreement and for 7 years after the end of the contract.


Electronic Documents and Records

Electronic documents will be retained as if they were paper documents. Therefore, any electronic files that fall into one of the document types on the above schedule will be maintained for the appropriate amount of time. 

Emergency Planning

Hard copy records are maintained in a locker as GALA has no physical office space and electronic files are maintained on Dropbox.  Financial records are maintained in Quickbooks and the Quickbooks file is backed up and stored on Dropbox on a weekly basis.

Document Destruction

The Executive Director is responsible for the ongoing process of identifying its records, which have met the required retention period, and overseeing their destruction. Destruction of financial and personnel-related documents will be accomplished by shredding. The organization will review its documents on file once per year, in the first quarter of the year, and will destroy records and documents that have surpassed their retention period.

Document destruction will be suspended immediately, upon any indication of an official government investigation or when a lawsuit is filed or appears imminent. Destruction will be reinstated upon conclusion of the official government investigation or the resolution of the imminent or filed lawsuit.
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