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Any mandatory clauses--e.g., those stipulated in legislation or your operating agreement				



(Option 1 – Society) 

Or 










(Option 2 – Charity) 














(Option 3 - Society): 

OR 




















(Option 4 - Charity)
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Procedural points to consider:

Note: these requirements are current to December 2020



	
		RECORD KEEPING 
 
To provide a framework for the retention and disposal of the society’s documents and official records, in accordance with applicable provincial and federal legislation, and to ensure that such information is not retained beyond the period required to fulfill the purpose for which it was collected or developed. 

The society will comply with all privacy and consent requirements under the Personal Information Protection Act (British Columbia) when storing records containing personal information and with respect to the release of any personal information (see “Privacy and Confidential Information” policy). The society will also comply with any information management requirements in agreements with funders, including the Information Management Act (British Columbia), if applicable.
1. The society is subject to the following requirements relating to document retention. These requirements are found in the Societies Act (British Columbia), which creates requirements for document retention for societies. 
Exception: If any records are subject to potential claims, then those records must be preserved until legal counsel determines the records are no longer needed.

2. The society is subject to the following requirements relating to document retention. These requirements are found in the Income Tax Act (Canada), which creates document retention requirements for charities, and the Societies Act (British Columbia), which creates requirements for document retention for societies. Some document types are covered by both the Income Tax Act (Canada) and the Societies Act (British Columbia). In such cases, the document must be retained for whichever requirement is longer. 

Exception: If any records are subject to potential claims, then those records must be preserved until legal counsel determines the records are no longer needed.


Record Management
Governance Documents
Corporate documents include: 
· certificate of incorporation;
· constitution;
· bylaws and amendments;
· statements of directors; and 
· copies of all documents received from the BC Registry
and must be kept indefinitely. 

Governance documents include: 
· board minutes; 
· board committee minutes; and 
· minutes from a general meeting of the members;
and shall be kept for a period of ten years from the date of creation or alteration and must no longer be relevant to the activities or internal affairs of the society when deleted or destroyed.  

Governance documents include: 
· certificate of incorporation; 
· constitution; 
· bylaws and amendments; 
· statements of directors; 
· copies of all documents received from the BC Registry; 
· board minutes; 
· board committee minutes; and 
· minutes from a general meeting of the members 
and shall be kept indefinitely as long as the charity is registered, and for at least two years after charitable status is revoked. 

Operational Documents
Policies and Procedures, BC Registry Filings, Consents and Resignations to act as directors, registers of members, copies of ordinary and special resolutions not included in society minutes and disclosures of interest must be kept for a period of ten years from the date of creation or alteration, and must no longer be relevant to the activities or internal affairs of the society when deleted or destroyed.  
General records
The recommended time for record retention is six years. After that time, records can be destroyed. In a few instances, record retention requirements will vary, as required by law.

The recommended time for record retention is the period as listed in the record retention list. After that time, records can be destroyed. In a few instances, record retention requirements will vary, as required by law.

Records will be destroyed upon approval of the [General Manager, board].




1. Procedure for storing and destroying records
2. Digitizing records – if the society chooses to keep records digitally, procedure for digitizing, maintaining and deleting of records [Note: charities must consider the Canada Revenue Agency’s policy regarding storing digital records in Canada]
3. Record retention schedule – consider requirements under the Societies Act (British Columbia), Personal Information Protection Act (British Columbia), Income Tax Act (Canada), funder requirements, etc. 
4. Record access obligations under the Societies Act (British Columbia) and according to CRA policies for Charities 
5. Reporting obligations for lost or destroyed records under applicable legislation



