DOCUMENT RETENTION & DESTRUCTION POLICY

Adopted by the Executive Committee | Effective Date:  05/30/2026

Organization Nigerian Women Association of Georgia (NWAG)

Policy Type Document Retention and Destruction

Applies To All officers, committee chairs, volunteers, and persons handling NWAG
records

Review Cycle Annually at the first Executive Committee meeting of each year

Approved By NWAG Executive Committee

Effective Date 05/30/2026

SECTION 1 - PURPOSE

The Nigerian Women Association of Georgia (NWAG) recognizes that maintaining proper records is
essential to fulfilling its nonprofit mission, satisfying its legal obligations, and demonstrating financial
accountability to its members and the public. This Document Retention and Destruction Policy
establishes clear guidelines for how long NWAG must retain various types of records, how those records
should be stored, and how they should be securely destroyed when the retention period has expired.

This policy is designed to ensure compliance with IRS requirements for tax-exempt organizations,
including Form 990 Part VI, Line 14, and to protect NWAG and its officers from liability arising from
premature destruction or improper retention of records.

SECTION 2 - SCOPE

This policy applies to all records created, received, or maintained by NWAG in any format, including:
+ Paper documents (original and copies);
» Electronic files, emails, and digital records;
* Records stored on personal devices used for NWAG business;

* Online platform records (CashApp, Zelle, Benevity, Stripe, Constant Contact, SignupGenius,
etc.); and

* Records held by any officer, committee chair, or volunteer on behalf of NWAG.

All officers, committee chairs, and volunteers who create or receive NWAG records are responsible for
ensuring those records are properly retained, secured, and turned over to the Treasurer or Secretary
upon leaving their role.

SECTION 3 - RETENTION SCHEDULE
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The following schedule establishes minimum retention periods for NWAG records. All records must be
retained for at least the period specified. "Permanent” means the record must never be destroyed and
must be maintained as part of NWAG's official archive.

Record / Document Type R:t:r?::n Storage Format Responsible Party
CORPORATE & GOVERNANCE RECORDS
Articles of Incorporation / Permanent Paper + Digital President / Treasurer
Formation Documents
Bylaws (current and all prior Permanent Paper + Digital President / Secretary
versions)
IRS Determination Letter (fax- Permanent Paper + Digital Treasurer
exempt status)
Board / Executive Committee ~ Permanent Paper + Digital Secretary / President
Meeting Minutes
Annual Reports / State Filings 7 Years Paper + Digital Treasurer
Policies (COI, Whistleblower, Permanent Paper + Digital President / Secretary
Retention, etc.)
Signed Annual Policy 7 Years Paper + Digital Secretary / Treasurer
Acknowledgments
FINANCIAL & ACCOUNTING RECORDS
IRS Form 990 / 990-EZ (filed Permanent Paper + Digital Treasurer
returns)
Bank Statements — Operating 7 Years Paper + Digital Treasurer
Account
Bank Statements — House, 7 Years Paper + Digital Treasurer
Sunshine, CD Accounts
Annual Financial Statements/ 7 Years Paper + Digital Treasurer
Treasurer Reports
CashApp / Zelle / Benevity / 7 Years Digital Treasurer
Stripe Records
Check registers and cancelled 7 Years Paper + Digital Treasurer
checks
CD Account statements and 7 Years Paper + Digital Treasurer
maturity records
Receipts and invoices (all 7 Years Paper + Digital Treasurer
committees)
Reimbursement requests and 7 Years Paper + Digital Treasurer
approvals
Vendor / contractor payment 7 Years Paper + Digital Treasurer
records
Scholarship disbursement 7 Years Paper + Digital Treasurer
records
Donation acknowledgment 7 Years Paper + Digital Treasurer
letters
Charitable contribution 7 Years Paper + Digital Treasurer
records
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Retention

Record / Document Type Period

Storage Format

Responsible Party

EVENT & FUNDRAISING RECORDS

Event contracts (venue,
catering, AV, etc.)

Event budgets and final
reconciliations

Ticket sales records and cash
reconciliation

Sponsorship agreements and
payments

Event insurance certificates

Raffle records (ticket sales,
prize disbursement)

MEMBERSHIP RECORDS

Membership roster (current)

Membership dues payment
records

Member applications and
onboarding forms

Sunshine Account
contribution records

7 Years

7 Years

7 Years

7 Years

7 Years

7 Years

Current Year +

7 Years

3 Years after
lapse

7 Years

LEGAL, CONTRACTS & COMPLIANCE

Contracts with vendors,
venues, contractors

Leases and property
agreements

Insurance policies (all types)

Legal correspondence and
opinions

Whistleblower complaints and
investigation records

Conflict of interest disclosures

7 Years after
expiry

7 Years after
expiry

7 Years after
expiry

7 Years

7 Years

7 Years

Paper + Digital

Paper + Digital

Paper + Digital

Paper + Digital

Paper + Digital
Paper + Digital

Digital

Paper + Digital

Paper + Digital

Paper + Digital

Paper + Digital
Paper + Digital
Paper + Digital
Paper + Digital
Confidential /

Secured

Confidential /
Secured

COMMUNICATIONS & ADMINISTRATIVE RECORDS

Official NWAG
correspondence (letters,
emails)

Newsletter and marketing
materials

Social media records
(significant posts/campaigns)

Committee reports and annual

summaries

3 Years

3 Years

3 Years

7 Years

Digital

Digital

Digital

Paper + Digital

Treasurer / Event Chair

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer / Fundraising

Secretary / Membership Chair

Treasurer

Secretary

Treasurer

President / Treasurer

President / Treasurer

Treasurer

President

President / Treasurer

Secretary / President

Secretary / President

Public Relations Chair

Public Relations Chair

Secretary / Committee Chairs
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Retention

Record / Document Type Period Storage Format Responsible Party
Press releases and media 3 Years Digital Public Relations Chair
coverage

SECTION 4 - STORAGE AND SECURITY

Section 4.1 — Paper Records

All paper records designated for retention must be stored in a secure, organized manner. Financial
records, legal documents, and confidential records must be kept in a locked file or other secured location
maintained by the Treasurer or Secretary. Records should be organized by year and category and clearly
labeled.

Section 4.2 — Electronic and Digital Records

Digital records must be stored in a secure cloud-based system or password-protected storage accessible
to the current Treasurer and President. NWAG officers are strongly encouraged to use a shared,
organization-controlled folder (e.g., Google Drive or equivalent) rather than personal device storage, to
ensure continuity across officer transitions. Access credentials must be transferred to incoming officers
at each transition.

Section 4.3 — Online Platform Records

Records associated with online payment platforms (CashApp, Zelle, Benevity, Stripe, etc.) must be
exported and saved at least annually. Platform login credentials must be maintained by the Treasurer
and transferred to each incoming Treasurer upon transition.

Section 4.4 — Confidential Records
Whistleblower complaints, conflict of interest disclosures, personnel-related records, and legal
correspondence must be maintained separately from general files, with access limited to the President

and Treasurer (or their designees as appropriate). These records must not be commingled with general
financial records.

SECTION 5 — RECORD DESTRUCTION

Section 5.1 — Authorization Required

No NWAG record may be destroyed without the written approval of the Treasurer and President, except
as set forth in this policy. Destruction must occur only after the applicable retention period has expired
and must be documented in the annual destruction log.

Section 5.2 — Method of Destruction
» Paper records containing financial data, personal information, or confidential content must be
cross-cut shredded.
» Electronic files must be permanently deleted using secure deletion methods; simply moving a
file to the trash is not sufficient.
* Online platform records should be archived or exported before account closure or purge.
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Section 5.3 — Annual Destruction Log

The Treasurer shall maintain an Annual Destruction Log that records: the type of records destroyed, the
date range covered, the date of destruction, and the names of the officers who authorized destruction.
This log is itself a permanent record and must never be destroyed.

Section 5.4 — Litigation Hold

Notwithstanding any retention period in this policy, if NWAG becomes aware of any pending or threatened
litigation, governmental investigation, audit, or legal proceeding, all destruction of records potentially
relevant to that matter must be immediately suspended. The President shall notify all officers and
committee chairs of any litigation hold and its scope. Destruction may resume only after the matter is fully
resolved and the President, in consultation with legal counsel if applicable, authorizes resumption.

SECTION 6 — OFFICER TRANSITIONS

At the end of each officer's term, the outgoing officer must:

1. Transfer all NWAG records in their possession — paper and digital — to their successor or to
the Treasurer within thirty (30) days of the transition;

2. Provide all login credentials, access codes, and passwords for NWAG-related accounts and
platforms to their successor;

3. Confirm in writing (email to the President and Treasurer) that all records and credentials have
been transferred; and

4. Retain no personal copies of confidential NWAG records after the transition is complete.

Failure to comply with record transfer obligations may result in the outgoing officer being held personally
responsible for any records lost or improperly retained.

SECTION 7 — ANNUAL REVIEW AND COMPLIANCE

The Treasurer shall conduct an annual records review at the close of each fiscal year to identify records
that have reached the end of their retention period and may be destroyed, records requiring transfer to
long-term storage, and any gaps in recordkeeping. The results of the annual review, including any records
destroyed, shall be reported to the Executive Committee.

This policy shall be reviewed and, if necessary, updated at the first Executive Committee meeting of each
calendar year. All officers and committee chairs shall be made aware of any material changes.

SECTION 8 — VIOLATIONS

Unauthorized destruction, alteration, concealment, or falsification of NWAG records is a serious violation
of this policy and may constitute a violation of federal or state law. Any officer, committee chair, or
volunteer found to have violated this policy may be subject to disciplinary action, including removal from
office, and may be referred to appropriate legal authorities.

SECTION 9 — RELATION TO OTHER POLICIES
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This policy should be read in conjunction with NWAG's Conflict of Interest Policy and Whistleblower
Policy. Records related to whistleblower complaints or conflict of interest disclosures are subject to the
confidentiality provisions in those policies in addition to the retention periods in this policy.

ADOPTION & CERTIFICATION

This Document Retention and Destruction Policy was duly adopted by the NWAG Executive Committee
at a duly convened meeting of the Executive Committee of the Nigerian Women Association of Georgia.

Yetunde Ezeanii Yetunde Ezeanii 05/30/2026
President — Printed Name & Signature Date of Adoption
Date Date

Oma Utah-Ifeadike -

Oma W—(\/M&

Treasurer — Printed Name & Signature Secretary — Printed Name & Signature

05/30/26
Date Date

ANNUAL OFFICER ACKNOWLEDGMENT

| acknowledge that | have received, read, and understand the NWAG Document Retention and
Destruction Policy. | agree to comply with this policy in the handling, storage, and transfer of all NWAG
records in my care, and to ensure that records are not destroyed except in accordance with this policy.

Printed Name & Role / Title Signature & Date

Date Date
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