RECORDS RETENTION AND DESTRUCTION POLICY

Unto the Least of These, Inc.

Atrticle I. Purpose

The purpose of this policy is to ensure that Unto the Least of These, Inc. retains important
organizational records for appropriate periods of time and securely destroys records that are no
longer needed.

Atrticle Il. Policy Statement
The Organization shall:
* Maintain complete and accurate records
* Retain records for required legal and operational periods
* Protect confidential information
* Prevent unauthorized destruction of records

Article lll. Administration

The Board of Directors shall designate an individual responsible for administering this policy.
Article IV. Suspension of Destruction
If the Organization becomes aware of pending litigation, audits, subpoenas, or investigations, all

destruction of potentially relevant records shall cease immediately.

Article V. Retention Schedule

* Articles of Incorporation — Permanent * Contracts and Leases — 7 Years

* |IRS Determination Letter — Permanent After Expiration

* Bylaws and Amendments — Permanent * Payroll Records — 7 Years

* Board Meeting Minutes — Permanent * Employee Personnel Files — 7 Years

* Financial Statements — Permanent After Separation

* Audit Reports — Permanent * Donor Records — 7 Years

* Tax Returns (Form 990) — Permanent * Bank Statements — 7 Years
* Grant Agreements — 7 Years After * Volunteer Records — 3 Years
Completion * Marketing Materials — 3 Years

Article VI. Methods of Destruction
Records scheduled for destruction shall be destroyed in a manner that protects confidentiality,
including shredding paper documents and permanently deleting electronic files.

Atrticle VII. Electronic Records
Electronic records shall be backed up regularly and protected with appropriate security measures.

Atrticle VIIl. Compliance
Failure to comply with this policy may result in disciplinary action and legal liability.
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