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Records Retention and Destruction Policy
Reviewed: April 1, 2025

This Records Retention and Destruction Policy of Operation Honor Guard sets forth the responsibilities of staff, members of the Board of Directors, committee members, volunteers, and others for the maintenance and proper destruction of the organization's records.

1. Record Retention and Destruction
It is Operation Honor Guard’s policy to maintain complete and accurate records. All staff, Board members, committee members, volunteers, and contractors must transfer to Operation Honor Guard any paper or electronic records related to the organization that are not already maintained by Operation Honor Guard.

Records will be maintained in accordance with the attached Record Retention Schedule. All other records not listed in the schedule should be destroyed after three years, unless otherwise directed.

No individual shall knowingly destroy any record (regardless of form) with the intent to obstruct or influence the investigation or proper administration of any matter within the jurisdiction of a governmental department or agency, or in connection with any such matter.

2. Conversion of Records to Electronic Form
Paper records may be converted to electronic format for ease of access and storage, subject to approval by the President or Secretary.

3. Exceptions to Policy
Exceptions to the retention rules outlined in this policy may be made only by the President or the Board of Directors of Operation Honor Guard.

4. Responsibility for Administration
The President is responsible for administering this policy. In consultation with legal counsel, the President will ensure that records are stored and destroyed—at least annually—in accordance with this policy.

5. Distribution of Policy
A copy of this policy will be distributed annually to all staff, members of the Board of Directors, committee members, volunteers, and others responsible for handling Operation Honor Guard’s records.

Record Retention Schedule

Type of Record	                                                          Retention Period
Accounts Receivable and Payable Ledgers	7 years
Annual Financial Statements	                              Permanent Records
Articles of Incorporation, Bylaws, Minutes, and Governance Records	Permanent Records
All Banking Information	                                             7 years
Contracts	                                                                          10 years after termination
Tax Returns	                                                                           Permanent Records
Litigation Documents	                                             10 years after termination
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