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Document Destruction

SacValley Medshare’s (SVMS) Document Retention and Destruction Policy identifies the record retention
responsibilities of staff, volunteers, members of the board of directors, and outsiders for maintaining and
documenting the storage and destruction of SVMS’s documents and records.

SVMS’s staff, volunteers, members of the board of directors, committee members and outsiders
(independent contractors via agreements with them) are required to honor the following rules:
a. Paper or electronic documents indicated under the terms for retention in the following section
will be transferred and maintained by the Project Manager or designee;
b. All other paper documents will be destroyed after three (3) years;
c. All other electronic documents will be deleted from all individual computers, databases,
networks, and back-up storage after one (1) year;
d. No paper or electronic documents will be destroyed or deleted if pertinent to any ongoing or
anticipated government investigation or proceeding or private litigation (check with legal counsel
or the president of the board of directors for any current or foreseen litigation if employees have

not been notified); and

e. No paper or electronic documents will be destroyed or deleted as required to comply with
government auditing standards (Single Audit Act).

Record Retention

The Record Retention Schedule (Attachment A) indicates the minimum requirements for SacValley

MedShare’s record retention.
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Attachment A: Record Retention Schedule

Recorg Retention Tabie

Type of Document MEnimum Requi rement
ooounts payable ledgers and scheduls T WEFE
rticies of Inoorporation Parmanenthy
[ udit reports Permananthy
Bank reconcii gtions 2 yEars
Eank statements 3 yeFrs
Checks (forimportant payments and purchasss) Permanantly
jContracts, martasess, notes, and |sssss [enpirad 7RI
Cantracts [still in effect) pointract period
Conporate Resolutions Permanently
[Correspondence [eneral] 2 yEars

[ amd inypartant matters) Permanantly
Correspondence [with customers and vendors) 2 years
Deeds, mortgages, and bills of =i Permanently
Depreciztion scheduies Parmanently
Detsrmvination Letter fromthe IRS and correspondance relating to it Parmainenthy
Duplicate deposit Sips 2 years
Employmnent appiications 3 ysars
EspEnes analyses expence distrbution scheduies 7 yEEs
[resr-end financial statemants Parmanantly
Inswrance reconds, current actident reports, claims, polidies, and soon
| active and expired) Permanently
Internal 3edit reports 3 years
imeentory records for prodects, materisls, and suppliss 3 years
invoices [to customers, from vendors) 7 years
rtinutes of board mestings, bylaws, and charter Parrranently
Fatents and related papers Penmamenthy
Payroill reconds and semimaries 7 years
Fersonnel files [terminsted employess) T YEFE
Jretirement and pension reconds Bermanently
Tax retwrns and wor kshests Permanenthy
Timeshests 7 yEE
[Trademark registrations and copyrishts Parmanently
Withhaoldingta: statements e
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