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Purpose

Optional framing only. Do not restate, summarize, or reinterpret policy language.
This policy establishes formal standards for record retention, protection, and destruction to
ensure legal compliance, fiduciary accountability, and organizational risk management.

Scope

Optional framing only. Authoritative language begins in the policy text below.
This policy applies globally across all Affirmation programs, meetings, activities, and platforms,
and to all formats of organizational records.

Policy Text (Authoritative — Verbatim)

IMPORTANT: All text below this heading is authoritative policy language. No wording may be
altered except by formal Board action.

1. Purpose

Affirmation: LGBTQ Mormons, Families & Friends (“Affirmation”) is committed to sound
governance, fiduciary responsibility, donor stewardship, and legal compliance.

This Document Retention & Destruction Policy establishes mandatory standards governing the
retention, protection, and destruction of organizational records.
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This policy exists to:
e Ensure compliance with federal, state, and international legal requirements
e Protect the organization in the event of an audit, investigation, or litigation
e Safeguard confidential and sensitive information
e Promote consistency and operational discipline across all chapters and regions

e Reduce legal, reputational, and financial risk

2. Scope and Applicability

This policy applies to all:
e Directors and officers
e Employees
e \olunteers
e Chapter leaders
e Moderators and mentors
e Contractors

e Individuals acting on behalf of Affirmation

This policy applies globally across all programs, meetings, activities, and platforms.
This policy applies to all forms of records, including but not limited to:

e Paper documents
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e Electronic files

e Email communications

e Cloud-based storage systems

e Financial systems (including accounting and donor platforms)
e Audio and video recordings

e Text messages conducted for official business

e Social media administrative records

3. Relationship to Other Policies

This policy operates in coordination with, and does not replace, other governing policies of
Affirmation.

3.1 Economic & Financial Policy (E&F Policy)

Financial record retention and documentation requirements must align with the Economic &
Financial Policy. Where discrepancies arise, the stricter standard shall apply.

3.2 Whistleblower Policy

Destruction, alteration, or concealment of records relevant to a reported Concern may constitute
a violation of the Whistleblower Policy.

3.3 Community Policy Framework

Community-level records, moderation logs, and safety documentation are subject to this
retention policy in addition to behavioral standards established under the Community Policy
Framework.

4. Litigation Hold
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If Affirmation becomes aware of pending or reasonably anticipated:

e Litigation

Government investigation

IRS or state audit

Grant compliance review

Formal legal claim

All destruction of relevant documents must immediately cease.
The President or the Board of Directors may issue a written Litigation Hold Notice.

No records subject to a hold may be altered, deleted, destroyed, or concealed until formally
released in writing.

Failure to comply with a Litigation Hold may result in disciplinary action and potential personal
liability.

5. Retention Standards

Unless otherwise specified below, organizational records shall be retained for a minimum of
seven (7) years.

Foundational governance, tax, and legal records shall be retained permanently.

5.1 Governance & Corporate Records (Permanent Retention)
e Atrticles of Incorporation

e Bylaws (all versions)



Affirmation Document Retention Policy

e Board and Executive Committee minutes
e Committee minutes

e Board resolutions

e |RS determination letter

e IRS Form 1023 and supporting materials
e |RS Form 990 (all filed returns)

e State charitable registrations

e Strategic plans

e Chapter charters and licensing agreements

Intellectual property registrations

Conflict of interest disclosures shall be retained for seven (7) years after the individual’s service
ends.

5.2 Financial Records

Retain permanently:
e Annual financial statements
e Audit reports
e General ledger

e Insurance claims and active policies

Retain for seven (7) years:
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e Bank statements

e Bank reconciliations

e Deposit records

e Invoices (issued and received)

e Expense reports

e Payroll records

e Donor records (seven years after last contribution)

e Grant agreements and reports (seven years after closeout)
e Credit card statements

e Expired insurance policies

5.3 Tax Records (Permanent Retention)
e Federal and state tax returns
e Supporting tax worksheets

e IRS correspondence

5.4 Human Resources & Volunteer Records
Retain permanently:

e Retirement and pension records

Retain for seven (7) years after termination or conclusion of service:
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e Personnel files

e Employment applications
e Volunteer waivers

e Accident reports

Background check documentation shall be retained for five (5) years unless otherwise required
by law.

5.5 Digital & Communications Records

Organizational email: minimum five (5) years unless governance-related
e Governance meeting recordings: permanent if archived

e Program or event recordings: one (1) to three (3) years

e Website archives: three (3) years

e Social media administrative logs: three (3) years

Electronic records are subject to the same retention standards as paper records.

6. Destruction Procedures

Upon expiration of the applicable retention period, records shall be destroyed in a manner that
protects confidentiality and prevents reconstruction.

Paper records shall be cross-cut shredded or professionally destroyed.

Electronic records shall be permanently deleted from active systems and shared drives. Where
feasible, administrative purge procedures shall be utilized.

Destruction must not occur if a Litigation Hold is in effect.
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7. Leader Responsibility

Leaders and individuals in positions of authority have an affirmative responsibility to:
e Maintain records in accordance with this policy
e Prevent unauthorized alteration or deletion
e Ensure chapter-level compliance

e Report suspected violations of this policy

Improper destruction, concealment, or manipulation of records may constitute grounds for

disciplinary action.

8. Board Oversight

The Board of Directors retains ultimate authority over record retention standards.
The Board may:

e Amend retention schedules

e Authorize exceptions

e Direct preservation in specific matters

e Engage outside counsel or auditors regarding compliance

9. Adoption and Review

This policy is adopted by the Board of Directors and shall be reviewed periodically to ensure

alignment with legal, fiduciary, governance, and operational standards.
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