Pawsitively 4 Pink

Document Retention and Destruction
Policy

Pawsitively 4 Pink, Inc.

Purpose

Pawsitively 4 Pink, Inc. ("P4P") is committed to maintaining complete, accurate, and secure
records in accordance with applicable laws, regulations, and nonprofit best practices. This policy
establishes guidelines for the retention, storage, protection, and destruction of organizational
records.

Policy Statement

P4P shall retain records necessary to conduct operations, meet legal and regulatory requirements,
support financial accountability, and preserve organizational history. Records may exist in paper,
electronic, digital, or other formats and shall be maintained securely.

Suspension of Destruction

If PAP becomes aware of pending or reasonably anticipated litigation, audit, investigation,
government inquiry, or legal proceeding, destruction of relevant records shall immediately cease
until the matter is resolved and legal counsel or the Board authorizes normal destruction
procedures to resume.

Permanent Records
- Articles of Incorporation.
- IRS Determination Letter.
- Bylaws and amendments.
- Board meeting minutes.
- Annual reports.
- Board policies.
- Corporate resolutions.
- Real estate and property records.
- Trademark and intellectual property records.
- Significant grant agreements.

- Historical program records.

Seven-Year Records

- Federal and state tax returns, including Form 990 and related filings.
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- Financial statements.

- General ledgers.

- Bank statements and reconciliations.

- Payroll records.

- Employee records following separation.

- Grant applications and supporting documentation.
- Contracts and agreements after expiration.

- Accounts payable and accounts receivable records.

- Audit and review reports.

Three-Year Records
- Routine correspondence.
- Volunteer applications and records.
- Event planning documents.

- Internal reports and administrative records not otherwise required to be retained longer.

Electronic Records

Electronic records shall be backed up regularly and stored securely. Reasonable safeguards shall
be implemented to protect sensitive financial, donor, volunteer, client, and organizational
information.

Destruction of Records

Records that have reached the end of their retention period may be destroyed provided they are
not subject to a legal hold or ongoing investigation.

- Shredding paper documents.
- Permanently deleting electronic files.
- Secure disposal of storage devices.

- Other methods that ensure confidential information cannot be reconstructed or accessed.

Responsibility

The President, Treasurer, and Board of Directors share responsibility for ensuring compliance with
this policy and maintaining appropriate organizational records.

Policy Review and Adoption

This policy shall be reviewed periodically by the Board of Directors and updated as necessary to
reflect changes in legal requirements and nonprofit best practices.

Date Adopted: 01/01/2026
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