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Purpose: 
This policy is intended to comply with the business, legal, and charitable obligations of the Upper 
Deschutes River Communities, “UDRC,” a 501c(3) organization, as they relate to the protection and 
retention of documents and electronic records. This policy shall be reviewed and updated by the UDRC 
Board annually, at the year-end Board meeting. 
 
Policy:  
Records should be safely and securely kept for the length of time necessary to comply with applicable 
legal and business/charitable obligations, and discarded in a safe and secure manner when those 
obligations end. Unnecessary records should be eliminated from files on an ongoing basis. From time to 
time, UDRC may establish or change retention methods and times for certain records to keep updated 
with legal compliance, to manage costs, preserve intellectual property, or for other business purposes. 
 
 If any Director or Officer becomes aware that certain records are relevant to potential or active 
litigation, those records must be saved for litigation, by placing a hold on scheduled destruction. A 
written Litigation Hold Notice should be promptly provided by the Board to all individuals that have 
custody over such records.  The notice should provide categories and dates of documents to be saved, 
sufficient enough to reasonably identify the records to be placed on hold. The Board shall then cause the 
records to be saved until the Litigation Hold is released in writing by the Board. 
 
Minimum Retention Periods by Category:  
 
Records that fall into multiple categories should be kept for the longest option. If there is a question on 
retention time or storage methods and security, it should be resolved by a vote of the Board and 
reflected in a written Resolution.  
 
Organization Documents: Oregon state and Federal licensing, Articles of Incorporation, IRS form 1023 
and all records provided with the nonprofit application, all correspondence to a government agency 
related to nonprofit status. Includes press releases and public filings. Keep permanently; no destruction 
 
Annual Tax Records: tax returns and all supporting records; schedules, tax correspondence, reports, 
proof of expenses and donor contributions, year end financial summaries, 1099’s, tax deductible 
donation letters, accounting procedure changes, notes and records showing significant tax events during 
the year. Audit records. Keep 4 years past the date filed or date audit closed. Audit period is 3 years past 
the filing date for Oregon and Federal tax returns.  
 
Board and Board Committee Materials: 
Minutes of Meetings, Resolutions, Vote results, abstentions, Insurance policies and insurance claims, 
annual budgets and year-end financial statements, donor grants, contracts for services involving a Board 
function or responsibility. Keep Permanently.  



Board Committee work: reports, contracts, correspondence, findings and conclusions. Keep 3 years past 
the close of the project. 
 
Financial Records:  
Bank and credit card statements, reconciliations, ledgers, accounts payable, deposits, checks, loans, 
investments, budgets, quarterly or monthly financial statements, balance sheets, and mid-year working 
statements for Board meetings. Keep for the current year plus three years. Physical inventories of assets 
and values; keep for seven years. 
 
Contracts Related to Charitable Work: 
Such as for tree removal, fuels reduction, advertising, brochures, public service or informational 
meetings, supplies, speaker fees, data collection, grant writing, grant administration. Keep 4 years after 
the termination of the contract. Publicly filed contracts keep for seven years. 
 
Grant Administration: 
Grant applications, administrative requirements, periodic and annual reports, proof of expenses, proof 
of charitable disbursements, beneficiary lists, invoices for work, payment authorizations, and other 
records required by the donor to be preserved. Keep for four years after the close of the grant, unless a 
longer period is required by the grantor. 
 
Correspondence:  
Correspondence for the purposes of this policy includes any correspondence that shows evidence of an 
action taken, authorization or approval, disapproval or forbearance, rationale supporting an action, 
notice of a claim or potential litigation, breach of bylaws, policies, procedures, or legal duty. These items 
should be retained under the appropriate category listed above. 
Correspondence that reflects day to day discussion, deliberations, or conversation that does not involve 
an action may be periodically deleted after 30 days, but in any event, no later than the end of the 
calendar year. 
 
 


