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Purpose

The purpose of this Policy is to establish guidedifior the appropriate preservation and destruction
records and documents at the proper time. Thisyapplies to all ACSV personnel, and applies to
documents in tangible and electronic formats, idicig e-mail, Web files, text files, sound and movie
files, PDF documents, and all data and other faeddiles.

It is acknowledged that a formal Record Retentioth Bestruction Policy combines statutory
requirements as well as best practices that hasleexvbased on organizational complexity, actisgitie
and size. As a new requirement for not-for-profganizations there is limited guidance and expege
related to best practices for not-for-profit orgaation with respect to Record Retention and Destnc
As such, the following is a very conservative pplisat should be revisited to within the next 24nths
to ensure that an undue burden is not placed oArtiseCouncil Silicon Valley to comply with its
Record Retention and Destruction Policy

Policy
This Policy represents ACSV's policy regardingritention and disposal of records and the retention
and disposal of electronic documents.

Administration

Attached, as Appendix A is a Record Retention Sgleetthat is approved as the initial maintenance,
retention and disposal schedule for physical recard! electronic documents. The Executive Director
shall be responsible for the administration of #aicy and the implementation of processes and
procedures (“Administrator”’). The Administratoradhmake recommendations to the Board for
modifications to the Record Retention ScheduleRwltty from time to time to ensure that it is in
compliance with local, state and federal laws awotlides the appropriate document and record
categories for ACSV; monitor local, state and fatl&aws affecting record retention; annually review
the record retention and disposal program; and tmocompliance with this Policy.

In General

ACSYV does not automatically delete electronic fibeyond the dates specified in this Policy.

All staff members are responsible for following thgdelines specified in this Policy.

ACSV will run a daily tape backup copy of all elextic files (including email) on ACSV's servers.igh
backup tape is a safeguard to retrieve lost infaonawithin a one-year retrieval period should
documents on the network experience problems. dipe hackup copy is considered a safeguard for the
record retention system of ACSV, but is not congdean official repository of ACSV's records. All
monthly and yearly tapes are stored offsite.

In certain cases a document will be maintainecbih Ipaper and electronic form. In such cases the
official document will be the electronic document.

Correspondence and internal memoranda should &dieedtfor the same period as the document or
project they pertain to or support. For instandettar pertaining to a particular contract wouél b



retained as long as the contract (7 years aftdratiqn). It is recommended that records that sufpgo
particular project be kept with the project andetak the retention time of that particular projdet

Correspondence or memoranda that are non-routihawar significant lasting consequences should
generally be retained “permanently” (i.e., for tifietime of the organization and 7-year period
thereafter).

Correspondence pertaining to routine matters awmhgano significant, lasting consequences should
generally be discarded within two years. Typicaitine correspondence may include:
Routine letters and notes that require no acknaymesht or follow up, such as notes of
appreciation, congratulations, letters of transahitind plans for meetings.
Form letters that require no follow up.
Letters of general inquiry and replies that congketycle of correspondence.
Letters or complaints requesting specific actiaat trave no further value after changes are
made or action taken (such as name or addressehang
Other letters of inconsequential subject mattehat definitely close correspondence to
which no further reference will be necessary.
Chronological correspondence files.

Please note that copies of interoffice correspooel@md documents where a copy will be in the
originating department file should be read andrdgst, unless that information provides referemce t
or direction to other documents and must be keppifgjiect traceability.

Electronic Documents

In general, electronic documents should be treiatednanner equivalent to tangible documents for
purposes of this Policy. For example, email comigations are subject to the same guidelines as for
the retention of written correspondence. Electrditeés (e.g. text files, pdf files, spreadshedtta files,
graphic files) are subject to retention treatmentjaed to tangible printed counterparts.

Important electronic documents should be retainggermanent electronic archive, or printed andifile
Once printed, an electronic document may be delatézss the electronic version is archived or néede
in active directories for an on-going purpose an@mience.

« Email — With respect to email specifically:

Staff will strive to keep only e-mail related to 8% activities, operations, or business.

ACSV will archive e-mail for six months after thea has deleted it, after which time the e-
mail will be permanently deleted.

All ACSV business-related email should be downlabitea service center or user directory
on the server.

Staff will not store or transfer ACSV related e-h@i non-work-related computers except as
necessary or appropriate for work purposes.

Staff will take care not to send confidential/pliegary of ACSV information to outside
sources.

Any e-mail a staff member deems vital to the penimmce of his or her job should be copied
to such staff member’s network folder, and prirded stored in such staff member’s workspace.

PDF documents- The length of time that a PDF file should beirstd should be based upon the
content of the file and the category under theotarisections of this policy. PDF files the empkoye
deems vital to the performance of his or her jobutth be printed and stored in the employee’s
workspace. PDF files should be reviewed periotjicat least annually, and unnecessary files delete



Text/formatted files - Staff will conduct regular reviews at least aalhyof all text/formatted files
(e.g., Microsoft Word documents) and will deletetlabse they consider unnecessary or outdatedr Afte
five years from last use, all text files will beleted from the network and the staff's desktoptiapt
Text/formatted files the staff deems vital to tlegfprmance of their job should be archived or it
and stored in the staff's workspace.

« Web Page Files: Internet Cookies -Workstation browsers (e.g., MS Internet ExploréQudd be
scheduled to automatically delete Internet cooitdeast once per month.

Suspension of Record Disposal In Event of Litigatio or Claims

In the evenACSV is served with any subpoena or request for doctsnbecomes the subject
of a governmental investigation or audit concerrA@$V, or is the subject of a claim or
litigation against or concernir@CsyV, the Administrator will immediately notify all AGS

staff to immediately suspend the deletion or dispo§documents until such time as the
Administrator, with the advice of counsel, deteresmtherwise. The Administrator shall take
steps as is necessary to promptly inform all sthény suspension in the further disposal of
documents. All ACSV employees and staff shall,rupereipt of such notification, stop all
deletion or disposal of documents (printed or eteut) in accord with the notification from the
Administrator.

Applicability

This Policy applies to all physical records gerexidh the course of ACSV's operation, includinghbot
original documents and reproductions. It also igsgb the electronic documents described above.



APPENDIX A

Subject Record Type Retention Period

TAX RECORDS IRS Rulings Permanént

TAX RECORDS Excise Tax Records 7 yé&ars

TAX RECORDS Payroll Tax Records 7 years

TAX RECORDS Tax Bills, Receipts, 7 years
Statements

TAX RECORDS Tax Returns- Income, Permanent
Property

TAX RECORDS Tax Work paper Packages | 7 years
Originals

TAX RECORDS Sales/Use Tax Records 7 years

TAX RECORDS Annual Information Returns + Permanent
Federal and State

TAX RECORDS IRS or other Government Permanent
Audit Records

CONTRIBUTION RECORDS Records of Contributions Permanent

CONTRIBUTION RECORDS Donor name or other Permanent
documents evidencing terms
of gifts

PROGRAM AND SERVICE | All Programs and Services 7 years
RECORDS

CORPORATE RECORDS ACSV corporate charter Permanent
documents, including articles),
by-laws, and minutes of board
meetings, board policies,
board committee minutes
accounting and finance

records..
PROGRAM AND SERVICE | Research & Publications Permanent
RECORDS
FISCAL SPONSOR Sponsorship agreements 7 years

PROJECT RECORDS

! “Permanent” means for the life of the ACSV plugears.

2«7 years” refer to the time period following thatd of filing in the case of tax returns or infotioaal filings, or
from the date of termination of the contract orgyeom in the case of contracts and grants.




