
 

 

 

Buyamba, Inc. Retention and Destruction Policy 

Effective Date: July 25, 2025 

Approved by Board of Directors: July 30, 2025 

1. Purpose 

The purpose of this policy is to establish guidelines for the retention and proper 

destruction of documents and records created or received by Buyamba, Inc. in 

connection with its operations. This policy ensures compliance with legal 

requirements, promotes efficiency, and reflects our commitment to integrity and 

stewardship in accordance with our faith-based values. 

 

2. Scope                                                                                                                                                                    
This policy applies to all physical and electronic records created, received, or 

maintained by employees, volunteers, board members, and contractors of Buyamba, 

Inc. 

 

3. Policy Statement                                                                                                       

Buyamba, Inc. is committed to: 

- Retaining records for the period required by law and organizational needs. 

- Protecting sensitive and confidential information. 

- Disposing of records securely and responsibly when they are no longer needed. 

 

4. Record Categories and Retention Periods                                                                    

Record Type Retention Period 

Articles of Incorporation, Bylaws Permanent 

Board Meeting Minutes Permanent 

Financial Statements (audited) 7 years 

Bank Statements, Reconciliations 7 years 

Donation Records 7 years 

Grant Applications and Reports 7 years 

Employee Records (after termination) 7 years 

Volunteer Applications and Records 3 years after departure 

Insurance Policies Permanent 

Legal Documents and Contracts 7 years after expiration 

Emails (non-essential) 1 year 

Program Service Reports 5 years 

Incident Reports 7 years 

                                                                                                                                               

*Note: Retention periods may be extended in the event of litigation, audit, or 

investigation.* 



 

 

 

5. Record Storage and Security 

- Records must be stored in a secure, organized, and accessible manner. 

- Electronic records must be backed up regularly and protected with appropriate  

  cybersecurity measures. 

- Access to sensitive records should be limited to authorized personnel. 

6. Record Destruction 

Records that have met their retention period and are not subject to a legal hold must be 

destroyed in a secure manner: 

- Paper records should be shredded. 

- Electronic records should be permanently deleted using secure deletion methods. 

7. Faith-Based Considerations 

In all recordkeeping and destruction practices, Buyamba, Inc. will uphold its values of 

honesty, accountability, and respect for the dignity and privacy of individuals. 

8. Oversight and Compliance 

The Executive Director or designated Records Officer is responsible for implementing 

and monitoring this policy. Staff and volunteers will receive training as needed to 

ensure compliance. 

9. Policy Review 

This policy will be reviewed every two years or as needed to reflect changes in legal 

requirements or organizational practices. 


