
DOCUMENT RETENTION  POLICY 
A.
GOALS


1.
Retain important documents for reference and future use;


2.
Dispose of documents that are no longer necessary;


3.
Organize important documents for efficient retrieval;


4.
Ensure employees know what documents should be retained, the length of



their retention, means of storage, and when and how they should be disposed. 


B.
DEFINITIONS

1.
Documents.  "Documents" include but are not limited to writings, records, data, photographs, audio / visual media, and maps, whether in hard copy or electronic format.
2.
Client Property.  "Client Property" includes any Documents that by law or contract are or have become those of a client.  
3.
NARF Property.  "NARF Property" includes 
(a)
Any Documents generated by NARF in the representation of a client, but which are not Client Property;
(b)
Copies made and retained by NARF of Client Property;
(c)
Documents generated by NARF and retained in NARF's chronological files; and,
(d)
Documents generated by NARF for internal administrative purposes such as conflicts checks, personnel assignments, and attorney notes and comments. 
C.
NOTICE TO CLIENT 
When representation of a client is concluded, NARF shall notify the client about NARF's Document Retention Policy.  Clients shall have ninety (90) days to respond to NARF's notice.  If a client cannot be located with reasonable effort, NARF may retain or dispose of Client Property in accordance with this Policy.

D.
CLIENT PROPERTY PROCEDURES
Upon timely response to NARF's notice, NARF will provide, within a reasonable time, all Client Property requested.  In the absence of such response, NARF can do one or more of the following:
1.
Provide Client Property to a client (or a client(s authorized counsel);
2.
Dispose of Client Property; or
3
Retain Client Property for a period of time in accordance with the Retention Schedule by Document Type (attached hereto as Appendix A), at the expiration of which time period NARF may dispose of Client Property without any further notice to the client.

E.
PRIOR REVIEW
Prior to the provision, retention, or disposition of any Client Property, the lead attorney or designated attorney shall review all applicable Documents within a period of thirty (30) days. 

F.
CLIENT PROPERTY PROVISION RESTRICTIONS

1.
No Client Property shall be provided to a client unless and until the client has paid for any outstanding fees for services rendered.

2.
No Client Property shall be returned to a client until after the expiration of all applicable time periods for appeal(s).
3.
NARF may ask, but cannot require, a client to reimburse costs associated with providing Client Property.
4.
If Client Property is provided to a client, NARF shall ask the client to sign a receipt of delivery.  If no receipt is forthcoming, the responsible attorney shall create an affidavit of delivery to be retained by NARF.
G.
INDEX
NARF will maintain a master index indicating the retention and disposition of all Client Property and NARF Property. 
APPENDIX A




RETENTION SCHEDULE BY DOCUMENT TYPE
ACCOUNTING DOCUMENTS
· Permanent:  Annual financial statements, journals, tax returns and work papers, depreciation schedules, general and private ledgers, fixed asset purchases, audit reports of public accounts.
· 7  Years +: Accounts payable and receivable records including supporting documents such as client invoices, timekeeper record sheets, etc., sales records, expense records, and loan schedules.  All accounting records related to a specific case, however, must be retained until that case no longer requires information for financial remuneration.
BANK DOCUMENTS

· Permanent: Canceled checks of important transactions to be retained with related papers.
· 7 Years:  Bank statements, canceled checks and deposit records.
CORPORATE DOCUMENTS
· Permanent:  Include but are not limited to:  Annual reports, Board minutes, incorporation documents, partnership agreements, by-laws, licenses, contracts and agreements, leases, mortgages, trademarks, insurance policies and records, legal documents and correspondence, labor contracts, capital stock records and certificates.
· 7 Years:  Option records (expired), royalty records, stock and bond certificates (canceled), expired policies (all types).
PERSONNEL DOCUMENTS
· Permanent:  Benefit, pension, profit sharing plans.
· 7 Years: Payroll records, time reports, employee personnel records including performance reviews (7 years after termination), and employment tax returns.
· 3 Years; Salary rates and changes.
REAL PROPERTY DOCUMENTS
· Permanent: Deeds, mortgages and easements, property appraisals by outside appraisers, property records (costs, blueprints and plans)
· 7 Years:  Personal property tax returns, contracts and leases (expired), mortgages, and notes (expired)
CASE DOCUMENTS
· Permanent:  Copies and originals (unless provided to client) that are considered historical.
· 7 Years:  Copies and originals (unless provided to client) at the discretion of the lead or designated attorney.
VOICE MAIL DOCUMENTS
· 30 Days: . At present, NARF does not have the capability of retaining voice mail for more than thirty (30) days.
ELECTRONIC DOCUMENTS
· Whether on NARF's network server or on removable storage devices, electronic documents shall be retained in accordance with this Policy.
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