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POLICY

The purpose of this policy is to describe the procedure by which the Oregon Academy officers are responsible for forwarding copies of pertinent records to new officers at the end of each officer year (June 1 through May 31).

PROCEDURE

1. Contracts, financial statements, minutes, and other records, as appropriate, shall be retained for a minimum of 3 years from the end of the fiscal year.

a. The Oregon Academy Office shall retain other pertinent documents (electronic or hard copy) a minimum of 7 years.
2. The Officer Checklist lists the documents, at a minimum, that shall be transferred from outgoing officers to incoming officers by June 1.

3. Outgoing officers should retain copies of pertinent documents that may be needed prior to the end of the term of office.
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