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Retention of SQA Administrative Documents and Records

1. Significant Change(s) from Previous Version 

This document has been updated to reflect the revised SOP numbering system. 
2. Purpose

The purpose of this SOP is to identify important documents and records generated by the Society of Quality Assurance (SQA or the Society), and to describe their retention times and appropriate filing locations.

3. Scope

This SOP concerns documents and records generated by the Society in its normal business functions.  The procedures outlined within this SOP apply to the retention of historical files, the guidelines for which are determined by the Historical Committee (according to the current version of HI-01.xx, Operating Procedures of the Historical Committee).  This SOP applies to:

· SQA Headquarters

4.
Responsibilities
All documentation of SQA business shall be kept with the Executive Director at SQA Headquarters (HQ) unless otherwise stated.

5.
Procedures
The following documents and records shall be maintained at HQ:
5.1
Ballots:  The historical file of election result reports and Tellers Committee approvals shall be kept indefinitely.
5.2 Articles of Incorporation and Bylaws:  The historical file of each amended version of the Articles of Incorporation and Bylaws, including Regional Chapter Bylaws, shall be kept indefinitely. 

5.3 Reports and Meeting Minutes:  All Committee and Specialty Section
reports and meeting minutes shall be kept for a minimum of 5 years (hard and electronic copies).  These records may be discarded after 5 years pending written approval of the SQA Board of Directors (Board).

5.4 Annual Business Meeting Minutes:  The minutes of the Annual Business Meeting shall be kept indefinitely. 

5.5 Financial Records:  
5.5.1 Tax return form 990 and CPA Audits shall be retained indefinitely.  
5.5.2 Bank statements may be destroyed after seven years following the date of filing the 990.  
5.5.3 QuickBooks Pro files shall be kept in hard copy records of Accounts Receivable and Accounts Payable shall be retained for five full calendar years.  Electronic files of QuickBooks Pro shall be retained for five full calendar years.  
5.5.4 At the end of each calendar year, printouts of the final profit and loss statement, year end balance sheet, general ledger and general journal shall be generated.  These records shall be retained for at least five full calendar years.

5.6 Membership Applications:  Active and Affiliate applications shall be retained at HQ for as long as an individual is a member.  Lapsed member applications shall be retained for two calendar years after the year in which the last dues payment was made.  For example, if dues are received for the 2001 membership year and not received for the 2002 and 2003 membership years, the application may be discarded on or after 01 January 2004. 
5.7 SOPs shall be maintained and reviewed annually by the Board.  A record of all changes made to SOPs and related documents shall be maintained in accordance with the current version of GA-02.xx, Preparing and Maintaining Policies, Responsibility Descriptions, Procedures and Forms.

5.8 All Regional Chapters of the Society shall provide current membership and Committee rosters from the Chapter to the Executive Director on a yearly basis.  These records shall be maintained for a minimum period of one year.

5.9 All correspondence with governmental agencies shall be kept indefinitely.  Specific examples include comments on issues provided to the regulatory agencies, invitations made to agency officials to participate in meetings, questions asked to and answers from governmental officials.

5.10 Any document made public by SQA shall be retained indefinitely.
5.11 Contracts:  All SQA contracts shall be retained for 7 years.  Current contracts shall be maintained in a fire-proof safe.  Access to the safe shall be controlled by the Executive Director.  

5.11.1 The client contract entered into between Custom Management Group and the SQA Board of Directors shall be retained permanently. 

6.
Other Documents to Consider:

· HI-01.xx

· GA-02.xx
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