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Neighbourhood Houses

The heart of our community



           RANCH Inc. 
                                   PROCEDURE MANUAL
SECTION 1: GOVERNANCE 
PROCEDURE NO: 1.15
PROCEDURE TITLE: RETENTION AND DISPOSAL OF FILES AND 

                                 ELECTRONIC RECORDS


1.0 PROCEDURE

1.1
TAX RECORDS. 

Tax records include, but may not be limited to, documents concerning

payroll, expenses, proof of deductions, business costs, accounting 
procedures, and other documents concerning RANCH Inc. revenues. Tax 
records will be retained for seven (7) years from the date of filing the 
applicable return.
1.2
EMPLOYMENT RECORDS/PERSONNEL RECORDS. 

All records associated with the employment and service of individual staff of RANCH Inc. will be retained for seven (7) years.

1.3
COMMITTEE OF MANAGEMENT
Meeting minutes will be retained in perpetuity in the organisations minute book. A clean copy of all Committee materials should be kept for no less than seven years (7) by the organisation.

1.4
PRESS RELEASES/PUBLIC FILINGS. 

RANCH Inc. will permanently retain copies of all press releases and publicly filed documents.

1.5
LEGAL FILES. 

Legal counsel may be consulted to determine the retention period of particular documents, but legal documents should generally be maintained for a period of ten (10) years.

1.6
MARKETING AND SALES DOCUMENTS. 

RANCH Inc. will retain final copies of marketing and sales documents for three (3) years.
1.7
CONTRACTS. 

Copies of all contracts entered into by RANCH Inc. including Funding Agreements, leases, contracts of sale, and other legal documents will be retained for ten (10) years.

1.8
ELECTRONIC MAIL.

E-mails, including documents that are sent to or from RANCH Inc. as attachments that need to be saved according to the requirements of this Policy, should be printed in hard copy and kept in the appropriate file.

2.0
CORRESPONDENCE TIMEFRAMES

2.1
The following retention timeframes are to be applied:

2.1.1
Administrative Correspondence:  Four (4) years

This includes, though is not limited to, confidential management information, employee related information, legal information and project-related correspondence.

2.1.2
Fiscal Correspondence: Seven (7) years

Fiscal Correspondence includes all information related to revenue and expense for the organisation.

2.1.3
General Correspondence: One (1) year

General Correspondence includes information that relates to the operational decisions of the organisation.

2.1.4
Temporary Correspondence (Retain until read, then destroy)

Temporary Correspondence includes personal email, emails dealing with the work of the day, and emails containing information outdated by events. Staff may destroy this after reading.

SCOPE


This procedure applies to all staff and Committee of Management members of the Regional Assocaiton of Neighbourhood and Community Houses Inc. (RANCH Inc.) 
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