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Safekeeping Financial Records
Subsections: None
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	Board of Directors
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	First Approval Date: 
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	Purpose:
	To keep financial records safe

	Mandated by:
	Funding Sources, Internal Controls

	Applies to:
	(ORGINIZATIONS NAME) corporate financial functions

	Definitions:
	· 

	For more information:
	n/a


Text of Policy:

Books of original entry, books of final entry and all records in support of subsidiary ledgers will be closely safeguarded by locked and fireproofed equipment.  All original receipts, backup for payment and bills for payment will be kept on-site.  

Back-up copies of computer software and accounting records will be kept on-site and off-site. Original computer information will be maintained offsite.  Backups are forwarded to (ORGINIZATIONS NAME) to retain on-site at least monthly.  Backups are completed weekly or as required by the financial software.

Records will be made available for monitoring as required by funders.
