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Records Management & Safekeeping Policy
PURPOSE:

The framework for records management is designed to organize and safeguard OLTA corporate records that officially document organization policies, governance decisions, strategic directions, program operations, financial transactions and property assets AND to ensure these corporate records are maintained in proper accord with legislated and operational requirements.

POLICY STATEMENT:

OLTA recognizes that corporate records and record keeping are valuable assets. Effective and efficient management of records is necessary to support its core functions, to comply with legal and regulatory obligations and to contribute to program management. The OLTA Board of Governors is committed to prudent and responsible systems for its corporate records. 

GUIDING PRINCIPLES: 

• Integrity

Records created and managed for the Alliance must have a reasonable and suitable guarantee of authenticity and reliability

• Protection and Security
Records that are private, confidential, privileged or essential to business continuity must be well protected by security controls
• Compliance

Procedures to manage accessibility and disposition of corporate records must comply with applicable and jurisdictional laws, regulations, guidelines and policies
• Retention and Disposition

Records must be maintained for an appropriate time, taking into reasonable consideration, business, legal, regulatory, fiscal, operating or historical requirements
• Availability

Records must be maintained in a manner that ensures timely, efficient and accurate retrieval of important information to support Board or Committee decisions and actions
• Credibility and Transparency

Guidelines for records management shall be documented in an understandable manner and be available to Governors, Officers, Staff and appropriate interested parties
• Accountability
OLTA Officers, Governors and Staff are jointly responsible for ensuring compliance with this policy as detailed in the roles and responsibilities below

ROLES AND RESPONSIBILITIES
Board of Governors
• Review and approve the Records Management Policy

• Review and approve amendments to the Records Management Policy
• Approve corporate lists for destruction of records from the Executive Director

Board Secretary
• In concert with the Executive Director, establish appropriate organizational systems, practices, processes and controls to support compliance with the Records Management Policy
• Ensure periodic audits of records are undertaken and results are reported to the Board
• Ensure appropriate actions are taken with respect to any reported issues on non-compliance with the Records Management Policy or new charity laws coming into effect
Executive Director

• Monitor and track compliance with the Records Management Policy

• Assess effectiveness of the Policy and recommend improvements to the Board Secretary
• Evaluate organizational risks and formulate mitigation strategies related to the improved design and/or implementation of the Records Management Policy

• Prepare the corporate list of any Records to be deleted or destroyed
• Coordinate Records Management training for Staff and Directors
Alliance Staff (consistent with their defined job responsibilities)
• Ensure that the records created, received or controlled are managed in accordance with the Records Management Policy and their defined job responsibilities 

• Maintain a document register with the electronic file index or structure as it is maintained on the OLTA computers and the specific location where hard copy documents are stored
• Provide support for searches of records, transfer of documents to inactive or archival record storage, retrieval and/or disposition of documents
DESCRIPTION OF CORORATE RECORDS:

Financial Records   

As a Canadian registered charity, OLTA must keep adequate books and records, in accordance with the requirements of the Canada Revenue Agency (CRA).  The consequence of failing to meet these obligations could result in CRA discipline or CRA revocation of charitable status. To that end, it shall be OLTA policy to maintain complete, accurate and credible documentation of its financial management and charitable activities. OLTA will follow generally accepted accounting principles (GAAP) for charities to ensure clear and credible financial records. Internal controls are established e.g. financial management practices to prevent misappropriations and to inspire confidence. Also, to that end, an annual independent financial audit by a certified chartered accountant will be performed. The auditor’s report will be made available to members, funders and donors in accord with the OLTA bylaws. The types of financial records maintained by the staff or volunteers under the supervision of the Executive Director include but are not limited to monthly, quarterly and annual reports; balance sheets; budgets; reconciliations and cancelled checks; invoices and receipts of payables; copies of funds deposited; copies of charitable receipts; copies of donor restrictions.  

Fundraising Records  

As a publicly supported charitable organization, the Alliance is committed to raising funds in an ethical and accountable manner. Quality recordkeeping of the fundraising program will demonstrate that OLTA complies with charity law and fundraising regulations, accurately represents its claims and intended use of funds, and confirms the use of restricted funds is as approved or specified by the funders or donors. OLTA will maintain accurate and complete historical records in regard to all donation sources and fundraising activities.    
Education and Outreach Records  

Education and outreach records, including periodic newsletters, promotional materials, seminar documents and presentations, and copies of public policy submissions or recommendations are kept so that there is continuity in our educational and outreach efforts from year to year. Education and outreach records are a resource for planning and organizing events e.g. Annual Gatherings and in reviewing and updating Strategic Plans so that they actively support OLTA vision, mission and priorities. Records are maintained by OLTA staff to support ongoing work with funders, members, associates, governments, partners and stakeholders. 
Land and Property Records  
OLTA staff will create and maintain files for land and property in both digital and physical form. Original signed documents for each land or property asset are to be permanently stored and protected in secure locked cabinets. Periodic audits of original documents, including acquisition, monitoring, photographic and stewardship reports and records will be carried out to ensure that corporate files are not deteriorating beyond the point of usefulness. 
Administrative Records
The Canada Revenue Agency (CRA) requires all charities to maintain records of its business activities including corporate policies, minutes of meetings and office administration, and to manage documents in a secure manner. Staff will maintain these corporate files under general direction of the Board Chair and Board Secretary and make them available to Officers and Governors from time to time, as may be required for their oversight.
Dissolution and Revocation  
In the event that the Alliance is dissolved and/or its charitable status is revoked, it is required to maintain and retain its books and records for two (2) years from the date of dissolution and or revocation (which ever is the later). Key records that are required to be kept on file include copies of official donation receipts, minutes of meetings of the directors/trustees/executives, minutes of meetings of the members, governing documents and bylaws relating to the charity, general ledgers or other books of final entry containing summaries of year-to-year transactions and the accounts necessary to verify the journal entries, annual financial statements, source documents and copies of annual information returns (T3010 forms).
SCHEDULE FOR RECORDS RETENTION
It is the policy of OLTA Board of Governors to retain corporate files and records as follows:  
 Indefinitely  
· Articles of Incorporation 

· Audit reports by accountants 

· Charitable registration and official correspondence with the CRA 

· Contracts and leases that are current  

· Corporate filings, annual tax returns and supporting documentation 

· Correspondence on important legal, audit and governance issues  

· Directors’ Register 
· Insurance records 

· Land and property reports and records of maintenance or stewardship 

· Letters of intent to donate, pledges and documents on major gifts 

· Members’ Register 

· Minute books, by-laws, operating manuals and policies 
· Appraisal, inspection, monitoring or evaluation reports 
· Offers to purchase sell or dispose of land or property 
· Promissory Notes, mortgages and other security instruments 
· Property files containing approvals, deeds, surveys and all agreements 
· Records of gifts and deeds related to endowed gifts 
· Records for multi-year donations and gifts 
· Fundraising and grant programs (current files and archival data)  
· Education and outreach records (current files and archival data)
For Six Years (from end of last tax year to which they relate)  

· Accident reports and claims for settled cases 
· Accounting journals and financial ledgers 
· Annual reports to the OLTA membership
· Bank reconciliations and cancelled cheques 

· Contracts and leases that have expired 
· Copies of charitable donation receipts  

·  Employee tax exemption forms 

· Financial statements and management letters 
· General ledgers and supporting documentation 
· Payroll and related records 
For Two Years (from end of last tax year to which they relate)  
· Employment personnel records (after termination)
The above schedule will be updated as needed to comply with current laws for charities.
GUIDELINES FOR IMPLEMENTATION
Access to and Privacy of Records
Upon request, a duly registered member, a member’s designated agent or a legally empowered creditor (such as a funder or supplier) may examine OLTA bylaws, annual reports and policies during the usual office business hours of the corporation. As well, upon payment of a reasonable fee, such persons may also receive copies of these records.  A duly registered member is entitled to obtain upon request, free of charge, one copy of the OLTA articles of incorporation or continuance and bylaws and/or amendments to these documents. Rights for privacy and freedom of information shall be respected in accord with law.
Disposition of Corporate Records
Elimination of business records after the prescribed holding periods expire shall be completed by the staff under the direct supervision of the Executive Director, but only after explicit, written approval by the Board of Directors by way of a formal Board resolution. With advice and support from the Board Secretary, the Executive Director shall prepare and submit for approval of the Board of Directors, any list of corporate records to be deleted.
Filing and Naming Conventions
Documents and files should continuously follow a standard format or naming convention.
Ownership of OLTA Files and Records 
Records made during the course of appointment or employment are the property of OLTA.

Records Management Policy Review   

The Board Secretary and Governance Committee will review this Records Management Policy every two years to ensure the framework continues to serve the OLTA. The Executive Director will review record keeping annually and report on compliance with approved policy. Retention schedules can be updated any time to comply with charity laws.  
Security and Storage of OLTA Records

OLTA staff shall maintain a document register with the electronic file index or structure as maintained on the OLTA computers and the specific location where hard copy documents are stored. Selected hard copy records will be stored in locked fire/flood-proof cabinets at the business office location and/or secure off-site locations. Electronic file records will be stored on the computers at the business office location and will be backed up routinely and automatically onto external hard drives and external cloud storage on a frequency as prescribed by the OLTA Board of Governors, Chair and/or Executive Director. 
When distributing, communicating or submitting new corporate reports, documents and records (electronic or paper), Officers, Committee Chairs and Staff shall ensure the Executive Director or Administrative Officer is copied to ensure filing of these records. Proper retention, retrieval, safekeeping, and storage of back up corporate files, books, records and operating manuals are essential in risk management. Loss of OLTA records that are required to meet legal requirements can result in agency discipline or an undue hardship. 

PAGE  
1

