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CASA of Liberty/Chambers Counties

Records Retention Policy

CASA of Liberty/Chambers Counties (CASA) shall provide efficient, economical, and effective controls over the creation, distribution, organization, maintenance, use, and disposition of all CASA records. It shall do so through a system of integrated records management procedures from record creation to their ultimate disposition, consistent with all grantor contractual requirements and IRS recommendations.

Records are maintained and stored on a fiscal-year basis, on site at CASA offices, located at the following address:  2015 Scout Street,  Liberty, TX  77575

Confidentiality

Confidentiality of sensitive information contained in both electronic and hard copy files is maintained through limited access to the following types of documentation:

· board member records

· personnel records 

· volunteer records

· salary information

· donor personal and credit card information 

Access to such documents is limited with locked filing cabinets for hard copy documentation, and password protection for electronic files, websites and systems.
Records Release Policy

In the event that CASA is served with any subpoena or court order, or in the event that any employee becomes aware of a governmental investigation or the commencement of any litigation against or concerning CASA, such employee shall inform the Executive Director (ED).  The ED will notify the Executive Committee of the CASA Board of Directors, and if determined necessary, seek the advice of counsel for appropriate action. Notice of any governmental or grantor audit will be provided to the ED, and response will be made in coordination with the Executive Committee.   Requests for the federal tax return Form 990 must be made via mail or email, and directed to the Board Treasurer.

Public Information Act

As a recipient of government funding, CASA is required to maintain compliance with the Public Information Act. Open records requests received via mail or email will be directed immediately to the Executive Director.  Requests will be handled on a case-by-case basis in accordance with the requirements in the Public Information Act. The Executive Committee of the CASA Board of Directors will be advised of the request within a reasonable time frame. The ED and the Executive Committee shall seek counsel as determined appropriate, given the nature of the request.
Document Retention Chart

	Type of Document
	Minimum Retention Requirement

	FINANCIAL:
	

	Accounts Payable Ledgers And Schedules
	7  years

	Audit Reports
	Permanently

	Bank Reconciliations
	7 years

	Bank Statements
	7 years

	Checks (for important payments and purchases)
	Permanently

	Contracts (still in effect)
	Permanently

	Contracts, mortgages, notes, and Leases (expired)
	7 years

	Correspondence (with vendors)
	2 years

	Deeds, Mortgages, & Bills Of Sale                         
	Permanently

	Depreciation Schedules
	Permanently

	Duplicate Deposit Slips
	2 years

	Expense Analyses/Expense Distribution schedules
	7 years

	Insurance Policies
	Life of Policy +3 Years

	Internal Audit Reports
	3 years

	Inventories of products, materials & supplies
	7 years

	Invoices
	7 years

	Patents and Related Papers
	Permanently

	Payroll Records & Summaries
	7 years

	Tax Returns & Worksheets
	Permanently

	Trademark Registrations & Copyrights
	Permanently

	Withholding Tax Statements
	7 years

	Year-End Financial Statements
	Permanently

	HUMAN RESOURCES:
	

	Accident Reports and Claims
	Permanently

	Correspondence (general)
	2 years

	Correspondence (legal & important matters)
	Permanently

	Employment Applications / Resumes: Not-Hired
	3 years

	Minutes, Bylaws, & Charter
	Permanently

	Personnel Files (terminated employees)
	7 years

	Retirement & Pension Records
	Permanently

	Timesheets
	7 years

	 CASE FILES:
	 

	All case file documentation (supervisors and volunteers) for closed cases.
	7 years

	Volunteer Files (former volunteers)
	7 years


Electronic Files

Electronic records are stored on the ED’s computer, with the current year plus two years’ archived files accessible to staff.  Records more than 3 years old are archived for permanent storage on an external drive.  
