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Purpose

This policy establishes guidelines for the retention and destruction of documents to ensure
compliance with legal requirements, promote transparency, and support effective
organizational governance. It reflects best practices for nonprofit organizations.

Policy Statement

The Woodbury Community Foundation will retain documents for the periods specified
below. After the retention period expires, documents will be securely destroyed unless they
are subject to legal holds or other exceptional circumstances.

1. PERMANENT RECORDS

The following documents shall be retained permanently:

a. Certificate of Incorporation, Articles of Incorporation, Bylaws and any
amendments

b. Tax Exemption Letters from the IRS and Minnesota Department of Revenue

c. Annual Audit Reports, IRS Forms 990, Minnesota Charitable Organization Annual
Reports

d. Board-approved Policies, including any amendments

e. Legaldocuments including deeds, contracts, and litigation records

Destruction protocol: These documents are not to be destroyed. They must be
stored securely in both physical and/or digital formats with appropriate backups.

2. FINANCIAL RECORDS

a. QuickBooks, C-Suite and other accounting system data: Retain permanently
Paper Records (e.g., invoices, receipts, bank statements): Retain for 7 years
Tax returns and supporting documentation: Retain for 7 years
Payroll records: Retain for 7 years

Grant records and donor contributions: Retain for 7 years



Destruction protocol: After the retention period, documents shall be shredded or

securely deleted from digital systems.
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. PROGRAM RECORDS

Photographs, flyers, videos, and other media documenting Foundation activities:
Retain permanently. May be transferred to an historical archive

Other Program-related paper files (e.g., correspondence, planning documents,
etc.): Retain for 6 years, unless deemed of historical significance by the
Executive Committee.

Destruction protocol: Non-permanent program records shall be shredded or

securely deleted after the retention period unless archived.
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. ADMINISTRATIVE RECORDS

Contracts and agreements (non-legal): Retain for 7 years after expiration

. Insurance policies: Retain for 7 years after expiration

Personnel files: Retain for 7 years after termination
Board and committee materials (agendas, documents): Retain for 7 years

Destruction protocol: Secure shredding or deletion after retention period

. ELECTRONIC RECORDS

Electronic documents shall follow the same retention schedule as their paper

counterparts. Regular backups and cybersecurity measures must be in place to

protect digital records.

. LEGAL HOLDS

If litigation, audit, or investigation is anticipated or ongoing, relevant documents

must be preserved beyond the standard retention period until the matter is

resolved.

. OVERSIGHT AND REVIEW

This policy shall be reviewed annually by the appropriate committee of the Board of

Directors and any amendments approved by the Board of Directors. Amendments

shall reflect changes in law, best practices, or organizational needs.



