
RECORDS POLICY
ABC LAND TRUST, INC.
Adopted by Board of Directors on: 
Amended: 

1) Purpose.  Maintenance of consistent, complete, secure, and authentic records is central to fulfilling the mission of the ABC Land Trust.  This policy concerning Records (hereinafter the “Policy”) is developed to establish confidence in the ABC Trusts’s recordkeeping practices among its supporters, to document the conservation values of protected lands and their stewardship, and to protect the ABC Trust’s status as a private non-profit corporation.  All such Records are the property of the Trust and for the organization's exclusive use unless determined otherwise by a vote of the Board.  

2) Definitions.  

a) “Records” shall be defined as documents, letters, memoranda, reports and notes, maps, photographs, including both informal materials, such as handwritten notes, as well as formal documents, such as executed contracts, recorded deeds or easements.  Records shall include electronic files such as e-mails, database files and images, but shall not include voice mail messages, text messages, or similar informal digital correspondence, unless deemed critical correspondence by the person receiving the information.
b) “Offsite” shall be defined as a reasonable secure location other than [where first set office copies are kept].  Offsite backup of records may be by physical or electronic means unless specified otherwise by this Policy.

3) Corporate Records.  The [person resp] will create and maintain files containing originals of the following corporate records, which will be stored in a fireproof filing cabinet and backed up offsite:

a) Articles of Incorporation, with amendments

b) Bylaws, with amendments

c) State of [] Annual Reports for most recent 7 years

d) IRS Form 1023 Application for 501(c)(3) Status

e) IRS 501(c)(3) Determination Letter

f) IRS Form 990’s for most recent 7 years

      g)  Financial Audits, Reviews or Compilations for most recent 7 years, if in existence
      h)   Financial Books for the most recent 7 years

In addition, the Trust [] will create and maintain files containing public relations records such as brochures, newsletters, newspaper articles, etc. These files will be maintained in the [], and will be backed up offsite.

The [] will annually inspect all Corporate Records and backups to ensure that they are accurately and fully maintained.

4) Project Records.  The [] will create and maintain files relating to all aspects of land acquisition and easement projects, as follows, and will store them as described.

a) During the period of negotiating a new project (e.g., easement or fee simple title), documents exchanged and notes of discussions with land owners and their representatives will be held in a “Preliminary Project File” in a filing cabinet.

b) Upon execution of a written agreement by the Trust and the relevant landowner(s) concerning a project (such as an option agreement; purchase and sale agreement; letter of intent; conservation plan; or delivery of the easement, license or deed that completes acquisition), the Preliminary Project File shall be converted to a Permanent Project File, which shall contain the following, as applicable:

i) Critical correspondence with landowner and other parties

ii) Written agreements such as option, purchase and sale agreement, letter of intent, etc.

iii) Baseline documentation

iv) Ecological inventories
v) Boundary surveys or plans

vi) Appraisals or appraisal summaries

vii) Deeds
viii) Title reports and policies

ix) Management plans
c) As new essential and irreplaceable documents regarding the project are produced, these documents will be added periodically to the Permanent Project File.  Such documents include, as applicable:
i) Stewardship monitoring reports

ii) Notices of exercise of reserved rights

iii) Waivers and subordinations

d) All Permanent Project Files shall be stored in a fireproof filing cabinet dedicated to project and stewardship records.  All other project-related documents not specified above in Section 4(b), including non-critical correspondence and drafts of easements, deeds or other legal documents, shall be destroyed in accordance with Section 10(a)(iv) below.

e) Complete copies of the Permanent Project File will be stored in two separate locations in such a way that at least one set will survive a calamity such as a fire or flood that destroys records in the other location.  Digital files may replace hard copies for all documents.  

f) The [] will annually audit the original and copied records of all completed acquisitions to ensure that documentation is complete and properly organized, and to be sure that documentary evidence, including photographic records and original documentation is not deteriorating beyond the point of usefulness. Copied records stored offsite will be tested for recoverability at reasonable intervals.

5) Financial and Donation Records.  The [] will create and maintain accurate financial records kept in accordance with Generally Accepted Accounting Principles, and donation records concerning all grant awards and donations of funds.  The donation records will include at minimum the name and contact information for the source of the funds, the amount of the funds received by the Trust and the date of receipt, the purpose to which the funds are to be applied, documentation of acknowledgement of receipt of the donation (as appropriate) and the bank account into which the funds were deposited.  Original documents related to donations and grants (donor envelopes, grant applications, grant awards, etc.) will be maintained in files in a standard filing cabinet as appropriate. Financial and donation records will be maintained in the following electronic formats:

a) Donor Database-The []will create and maintain records of all financial transactions of the Trust, including income from all sources and expenses.
6) Meeting Records.  The [] will maintain binders of the minutes of all meetings of the Board and any additional meetings of any Committee at which authority delegated by the board is exercised.  These binders will be stored in the [].  In addition, backup copies of the minutes will be stored offsite.   

7) Emails. Emails material to Corporate Records, Financial and Donation Records, or Meeting Records, and emails material to any aspect of Project Records will be maintained and backed up offsite according to the appropriate procedures outlined above. 
8) Audits.  Every three years, the [] will complete an audit of Corporate, Project, Financial and Donation and Meeting records.  Upon completion of this audit, a task list of any necessary or recommended improvements in maintenance of the records will be provided to the [] with a scheduled date for implementation of such improvements.  The records audit of the financial records shall not serve as a customary financial audit, and shall only determine if financial records are being maintained in accordance with this Records Policy.

9) Retention and Disposal of Records and Documents.  

a) Retention Schedule.  All of the above-described records will be retained according to the following retention schedule:  

i) Permanent: 

(1) Articles of Incorporation, with amendments

(2) Bylaws, with amendments

(3) IRS Form 1023 Application for 501(c)(3) Status

(4) IRS 501(c)(3) Determination Letter

(5) Meeting minutes

(6) Board policies

(7) Original public relations materials (brochures, etc.)

(8) Original deeds, surveys, licenses, mortgages, etc.

(9) Year-end financial statements

(10)Financial audit and review reports

(11)Completed IRS Form 990’s

(12) Permanent Project File Records (unless the Trust no longer owns any property interest, in which case 7 years)

ii) Seven Years:

(1) Tax records other than completed Form 990’s
(2) Insurance records

(3) Financial accounts records

(4) Donation and grant records (from later of the date of donation or com

(5) Correspondence (non-Project-related)

(6) Website files (updated quarterly)

(7) Conflict of interest disclosures

(8) All records not specified in another category

iii) Three Years:

(1) Periodic internal financial statements

(2) Bank statements, deposit slips, petty cash records

iv) Immediate Destruction  or Upon Completion of Project or Event:
(1) Non-critical emails, text messages, instant messages, letters, cover pages, and other forms of correspondence

(2) Draft documents

(3) Notes or jottings of any kind, including notes from phone conversations, meetings, monitoring visits.  
b) Confidential Records.  Documents or copies of documents that show donor information, financial information, or any other information confidential to the Trust will be destroyed.

c)   Litigation Records.  Notwithstanding the foregoing retention schedule, members of the board will consult with legal counsel before destroying any records relevant to any threatened, pending or actual litigation or government investigation.  

10) Not a Contract.  This Policy serves as a guide to the Trust Board in determining how to establish and maintain its Records.  The Trust expressly reserves the right to make exceptions or additions to this policy on a case-by-case basis, and this policy is not intended to be construed as a contract among any directors, officers, or donors, of the Trust, or owners of land subject to a conservation easement.
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