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3003. Records Management Policy
1. Purpose
This Policy establishes a "Record Retention and Destruction Policy" identifring standards for re-
taining and destroying essential physical and electronic records, following generally accepted standards
such as the IRS, IndependentSector,org or Nonprofitlawcom as required by 93,9 of Policy roo7,
"Standnrds of Accountabilitv.oo

2. Policy
Theler Center shall retain recordshl for the period of their immediate or current use, unless longer
retention is necessary for bistorical reference, or to comply wittr contractual or legal requirements, or for
other pu4roses determined by the Board. Records will be retained as indicated in Appendix 3oo3S.

Documents and other materials tlat do not constitute "records" in Appenilix 3oo3d may be destroyed
when no longer needed.

2.L. Types of records
Pcrmanent recotds, Permanent records are records required by law to be permanently retained.
Permanent records shall be retained in accordance with l,evel I standards.

Esscntial records. Essential records are records necessary for tJre continuity of Theler Center and the
protection of the right$ and interests of individuals. These arr critical to Theler Centet's mission or
business operations, which, if damaged, destroyed or lost, would have major impact on Theler Center
mission or business operations. Essential records shall be retained in accordance with Levd r
standards.

Computer records. Computer records include incoming e-mail messages, including attachments, as
well as all doeuments created or stored on Theler Center computer$. Computer records shall be
retained in accordance with level z standards.

Current records. Current records are records which for convenience, ready reference or other
reasons are retained iu the office space and equipment ofTheler Center. Current records shall be
retained in accordance with level 3 standards.

2.2. Record retention
2.2.r. I-evel r. Original docrrments and photocopies shall be retained by the Manager and Board

Secretary as indicated in Appendix 3oo3i4,. Paper doeuments shall be scannedtzl and slsped
on a Prntuanvrxr REcoRDs CD or DVD. One copy of the CD/DVD shall be retained in the
Manager's office and one copy sball be maintained by the Board Secretary off site.
Permanent Records CDIDVDs should be stored in a fire-resistant container,tal level r

' Records include comput€r files and hardcopy doucments that support the miision and op€ration of Thebr Cenler.' The authenticity of duplicates, which are an accurate refledion of the original documents, is accepted es evidence an most state
and hderal courts. The Federal Rules of Evidence do not require that a duplicate be €xac{. The legal stendard involves a showing
of'authenticiv and whether the technQues [usedl accurately reproduce the original.' A digilally scanned knage meets the tlrresF
oH definition rcquirements of a duplicate. Theefore, it should be admbsible unless ther" b a question as to iF arrthentbity." Jack-
son, Stecy O'Neil & John Fuex. "Admbsibility of D{litally Scanned lmag€s.'hfoEdge Technology Inc.
<http://w\rw.pagsbid.com/Tools/a idejacksonfuex.pdF Downloaded 822007" Certif€d by UndeMritie/s Laboratory to protects documents tor up to 30 minutes at 1550F'

"tgi,eze 
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Records Management

documents shall be scanned at 3oo dots per inch or higher and stored in a "minimally

lossftal fsnnal, preferrably in Portable Document Format (PDtr)lsl format or in Tagged Im-
age File Format CIIFF or fiF) or as a minimum as 'lossless"tol Joint Photographic Experts
Group (JPEG or JPG) files.

2.2.2. l,evel e. Incoming e-mail to official Theler Center e-mail accounts shall be retained- Spam
Oulk messages), promotional, salacious or offensive e-mail shall be deleted, Computer files
should be retained in commonly available formats, primarily Micmsoft Word for Windows@
(DOC), Microsoft E:<celo (XLS), oTASCII text (D(I) files.tzl All computer data files,
including incoming e-mail and attachments, and ereated and stored electronic documents
shall be stored on a Bacrcup CD or DVD montily. One copy of the CD/DVD shall be retained
in t}re Manager's office and one copy shall be maintained by the Board Secretary off site.
Backup CD/DVDs shall be retained for at least one year (rz monthly backups) prior to
disposal. Backup CD/DVDs should be stored in a fire-resistant container.

2.2.9. Ievel 3. Original documents, photocopies or computer files shall be retained the Managet's
Office, reception ofrce or Erihibit Center as appropriate.

2.3. Record disposal
Original records, photocopies and media copies of records maybe discarded in normal trash
containers. Documents tbat are private, confidential, or sensitive; or which contain information &at
would aid fraud or identity theft shall be renderecl ureadable by a strip-cut or preferrably a cross-cut
shredder prior to disposal. CDs or DVDs containing sensitive files should shreilded or ottrerwise
rendered unreadable before disposal.

3. Transparency
Access to records by Board directors, stafi volunteers, the public, the media, and all stakeholders shall be
in aceordance with Policy roo5, *Iransparency."

: htb:/len.wikipedia.org^fl iki/Lossy_compression" Open Standards ISO 32000, http://en.wikipedia.org^viki/PDF
: http:/ien.wikipedia.orgAfl iki/Jpeg' httpy/en.wikipedia. org/wikrubi_of_tile_f ormats

TIrCIor conTITUFIITYCENrER & wETLAND TRAfi.s
APPR,o\IED - DRAFr page 3003-2



d1
oo
(fl

0)
ttr

8.

\
e
t
\

.s
{
ss

\

\
\
\
s*
N
t
e

o r \ql R
El $

3 $
Bt '\
9-t= t
e E  S -
€ E  E  E
s €  $  E
{f i  E :
E E  N g
E '  \  H
2 9  \ -
E t r  N b
* - E  ! -  R
- a  *
E P  S
O '  I

E T  F
E i i  Y
* 9 F

ci

 

I

F

tg
o

ll
F.,
o)

!)

3
I

3

()

t

E
t l

E
Ig

s)

 
q)

{)
bo

ct

l

E
h

p

o)
CN

tl
tt)

g
e
tro

a -
*,tr
o
*toe,
!t
L
o(J
o
E

t
fr!oo
(fI

.x
It
C
o
CL
CL

E
o
6oo.
o
o

o
fl
E
o
E
t
t,
o

!
o

J

!
cg
L

o
(,

tr
o
c
a!
F
t-
oo-

*fr$
*€e
$EEE
Ei€  e
E E E E

*ggE
EEEF

c
o
c
6

E
oo.

c
o
tr
o

oo.

tr
!}
c
G

E
oo.

o

$!
H E
9 c
o t o
Flt
Et9
:01;g€
-l r-
Bt€l
6l cr@lEl
ot ([l
CAIE]
; a lg8 l
g l ' l

e;l

bl
ot.ul
FI
;l
.cl

ol
r{(Et

.ol
€l
;l
pl
lDl

FI
.9t
ol
El
(ttl
{sl

HF 3
d

3 E
o.

o c 389
TL
o(,
o
o
G
4

@ U) al @l al U'I

E
= O

.Er  5
5e'E

= = >l =l >l =l

o :

F$E o-l o-l

CD
E
lt
t
('
c

c.g
g
os
o()
,=
o
o a Dg t
q a !
E > r
< c o

d,
ll
u,
E
c't E
8 6
F €
A O

l L , =
a F
E E

E
E

i se
E c'd
EEEs
ctr.= (, 0)' E e €  E
6  6 . s  I
>  E  E i

(U

E eP o

g 8
r O a

5 E
b e E
. - C E
- o r u
O E E

s( E +
?i o 6
o  h E
H B e
EEE
;  E.E
EgF$

Eo(,
o
t
o
E
"9
IL

c,
6oo

o

(,
E
f

o
E
(o
o
o
1t

f
o
t.L

=()
E

'a
CL
E
0,
d e
6 i q
F t s

6
c
o
(J
o
E
a!
o
o

.U
a,g

i=
-os
, ( t
o =
R b
< E

o
0)
5uo
o
I
L
E
c
rE
o
o,
o=o
.L



o
!
L
o
t,
og
6rr
I
C
tre
lL

tro
tro

q)
o.

g
oo

o
Es

c,
c
o

tr
o
ou,

?
oo

o
o
t

ftii
E Fg€
€E€*
FEiEEo

g
|!

E
oo.

g
.!
o

o
E

E
o
g
6

E
o
A

g
6
o

Eo
oat

o

= b

*: ta
EE3 T
( , ) o c g
o-o r t r  o' i o o 9
= c  o  -

E 5 E  5
>  P  o E

E agg
€EEE
Afi€F
;ea€

t
og
o
C]

!

o
I

e
a!
o

og
3

E
6
o

e
o
ou,

6
a
o
tr
co
o
UI

tro
tro
E
oo.

o
fl
Eo
E
3
t,ce
tr
Bo
J

& (L
o-
ct co o o. o- 3

o-
o 6 o-

FI FI FI

>l o =

c)
o
c
o
oo

= = = = = =

rl EI =l

E '
o
o
I.o
o
.E
o
o
c

8 E
< o

o
c
o
E
o)
lt,
a
.v,
(E

dt

o
.x
o
o
c()
!
-9
o()
(5

0)
a'6,
E

.9oo
s(J

oo)
o)

o
l&
U)
E,

a-
E
5o( U ;
E . 6
F O E
e :  - g
h .g  - s
;  E S
.> r= cL

0
.9
E
o
0)
CL
o
E
t
E g
E b

F O

oe
o
o
E
($'d

(E

iE

o
.g
o
=
o
o
o
o
€
L

o
6

tt,g
5
E
o
oa
c
o
(g

o
E
o.
oa

o

!

t O
> \=

= e

; : ( l ,
> a t- \ E d t
. | r l l ) ( l )
.D O,;

6 { Eg ( , - c
. a o o
u t a a

o
ol
:=
x(U

Eo
E
o

IL

o
E
E
3
o
c
o
E
c
0,
* o

9 6
= c L

o
E
o
d

E
.=
It
J(s
E
c
llt

0
oo'6

c

x(E
t' <tt
O ( ' !
(lt .=

6 E
L - o
9 8
6 E
E 7
(6 .=

S E
J ( E

d,
(s
o

E
o
c
(!
c

E
c
9 o
t =

E E
> E

t
f"t
o
o
(Y'l
q)
ttl

8.

C(u
Eocn
{O
c
(I'
=
(n
E
o
L'(t,
E.

an
r(
d
t-
ozx
llr

B
.d
c
|tl
?
t tu
Lz
3g
=

U t r
L E
c ;

a a

$ g
I O
5 F

F E



tn
ta
0
o
tYt
(u
('t
ao
ct

an

at
1.*

z
J
ltt

3
cd
E
l+l
7
6
LJ

2
f
E
f )
jvr r-

b 4
C T

I ^

c q
F O
F K
F T

E
o
c
o

ts
o.

g
o
c
o

a,q.

co
c
6

!

oo.

g
o
tr
o
F
!

oo.

co
g
o
F
E
oo.

o(t
E
o
!
E

3o
t
o
(,

t
r!
o

o
E

F
c{,
g
tr
F
I;
oo.

6
6
o

o
E

o
f
Eo
E
I
t
o
E
L
o
€
t,o

o
o
o
=
E
co
(s

;

?-
(B

op
c
oo
< t t
o q )
E - c
6 r u

b E
o . b

o
o
o
:
E
.o
(5
E

.c

o

i=

.g
c
o
E

o
6
o t to ( )
> ,9
E ( U
6 F

E E
U ' E

2
6o
{,g
s

p
6
6l

o
E
g
t-

o
6

o
G

?,
G
o
g
a)

@
o

g,
€
|l,

c
q}

o
att

oo
b

L
o

fl
3e
Ec(t

e\{
c{
C\l
.Dt

o
o
at,

IE
o

o
zo

(\l
c!
(!
.O,
(I'
o,o

o
o

o
tro

3
o-

c 3
o-

c o. o- o o o-

o

= = = = = = E = = =

lt
C(E
o
cf
.oq u )
a o

J E
= . 9
r.- tl( t y
( r ' 5
5 ( )
F ( )

oc
(E

tn
c,
ot(U
t't

! o
F ( 6- a t

g b
Qt .A

E E

,t-
O t . .
E . gs E
x ( ,
: E

E  F E
F  e b
6 . =  E
F Y =

E E $

o
C)
6

c
o
C)

ttt
C
(E

o

E
o
Eoo

t 6 '
rn L-

,g"g
: 6
E E
c, ,'( l , c

E €
o o
o o .o c
E . =
b Po 6

u - ,
t J o
' E
; 9
8 p
€ 6
c, ttt

8 E
E E
6 A
o 5

o
o
E
c)
E
(J
o
3 ,
c r o
c O
r- >\
6 c ,
F E -
( l ) E
( L ( l ,

E
e _ E
F 9 .
E - 9
t c L
o c
6 0 )

E E
F t E
o . !
9 E
8 E

o
c
.9
oo'5
CL
o
IU
c,
C.,
E
oa
E
UJ

*
(l'

o
.c,
(J

5
L
o
(J
c
( ! ^

O Y

,':-

;a*
sEg
8 # e
E H g
EEE

E
:J
a

-t
c
lv
o
E
oog

E E
6 ' q
o _ L

o
o
d)

,"9
at>
o
,g
F

E
C(u
e
o
F
i ( to E
cD o)

E E= o
E - g
= ( E

o
-g

vg
o
o

!
c
t!
tt
d)
(!
E
(J

c(u
E
(l)
C'i(o
c(t'
E
tn

E

Io
d.


