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Blessings of Joy
Document Retention & Destruction Policy

1. Purpose

Blessings of Joy (“the Organization”) is committed to responsible recordkeeping, transparency, and
compliance with applicable laws. This policy establishes guidelines for the retention and destruction of
organizational records to ensure documents are maintained appropriately and disposed of securely when
no longer required.

2. Scope

This policy applies to all records created, received, or maintained by the Organization, whether in paper
or electronic form, including records maintained by directors, officers, employees, and volunteers acting
on behalf of the Organization.

3. General Retention Guidelines
Records shall be retained for the periods outlined below or longer if required by law, grant agreements, or
ongoing investigations.
A. Permanent Records
The following records shall be retained permanently:
e Articles of Incorporation and amendments
Bylaws and amendments
IRS determination letters
Board meeting minutes and resolutions
Annual financial statements and audits (if applicable)
IRS Forms 990

B. Financial Records

The following records shall be retained for at least seven (7) years:
e General ledgers

Bank statements and reconciliations

Invoices, receipts, and expense reports

Payroll records and tax filings

Grant agreements and related financial reports

C. Personnel and Administrative Records

The following records shall be retained for at least seven (7) years after separation:
o Employee personnel files
o Employment agreements
e Volunteer records related to service or background checks (if applicable)

D. Program and Operational Records
The following records shall be retained for at least five (5) years:
e Program reports and evaluations
e Donor records and correspondence
e Contracts and vendor agreements (seven years after expiration)
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4. Legal Holds

If the Organization becomes aware of a pending or reasonably anticipated investigation, audit, claim, or
litigation, all relevant records shall be preserved, and routine destruction of such records shall be
suspended until the matter is resolved.

5. Destruction of Records
Records that have met their retention requirements and are not subject to a legal hold may be destroyed
as follows:
e Paper records shall be shredded or otherwise rendered unreadable
e Electronic records shall be permanently deleted
Records shall not be destroyed in a manner intended to conceal wrongdoing or evade legal requirements.

6. Responsibility
The Executive Director, in consultation with the Board of Directors, is responsible for ensuring compliance
with this policy and overseeing the retention and destruction of organizational records.

7. Policy Review and Approval
This Document Retention & Destruction Policy was adopted by the Board of Directors of Blessings of Joy
on April 12, 2026 and shall remain in effect until amended or repealed by the Board.

Board Chair Signature: ém ﬁ;é&Z

Date: 7/20.



