
MARYLAND ASSOCIATION OF STUDENT COUNCILS INC. 
RECORDS MANAGEMENT AND RETENTION POLICY 

 
Article I:  Purpose and Scope 

 
1.  The purpose of this records management and retention policy is to establish and maintain 

record retention practices for Maryland Association of Student Councils Inc. (the “Organization”) that 
comply with applicable legal requirements, contractual requirements, and the Organization’s business 
needs. This policy is intended to supplement but not replace any applicable laws or rules governing the 
retention and destruction of records applicable to nonprofit and tax-exempt organizations. 
 

2.  This policy applies to Organization directors, officers, employees, volunteers, agents and 
other personnel (collectively, “Organization personnel”). To the extent possible, the record retention 
requirements contained in this policy should also apply to all records created, maintained, stored or 
otherwise in the possession of the Organization’s third party vendors. 
 

3.  This policy applies to all documents, files or records created by any Organization 
personnel while acting within the course and scope of their duties pertaining to Organization business or 
operations, regardless of the manner in which the record has been created, maintained or stored (including 
hard copy originals, photocopies, facsimiles, voice messages, handwritings, photographs, videos, 
computer files and email) or where the record is created, maintained or stored (including records created, 
maintained or stored on or off Organization property, on work or personal computers or laptops, in cloud 
storage or by thirdparty vendors) (collectively, “records”). 
 

Article II:  Record Retention Requirements 
 

1.  The Organization shall manage, protect and maintain all records in accordance with this 
policy and the record retention schedule included in this policy (the “Retention Schedule”). All records 
shall be created, maintained and stored in a manner that complies with the Organization’s records storage, 
accessibility and retrieval procedures. 
 

2.  All records required to be retained to document the Organization’s legal compliance, or 
otherwise required by applicable law, rule or regulation to be retained, shall be retained for the periods 
required by law, rule or regulation as described in the Retention Schedule. To the extent that a record is 
included in more than one category in the Retention Schedule, the longer retention period shall apply. 

 
3.  Normal retention procedures will be suspended when a record or group of records are 

placed on a legal hold, which requires preservation of appropriate records under special circumstances, 
such as litigation or a government investigation. 
 

a.  In the event that the Organization’s board of directors or management learns of 
any claim that could reasonably give rise to litigation or government investigation, the Organization shall, 
in consultation with legal counsel, determine the need for a legal hold and identify what records are 
required to be placed under a legal hold. All records required to be retained due to pending or threatened 
litigation or investigation shall be retained for so long as the litigation or investigation is active, plus any 
additional tail period as may be provided for in the Retention Schedule. 
 

b.  A legal hold remains effective until it is released in writing by the Organization’s 
board of directors or management. Following the final resolution of the relevant litigation or government 
investigation, the Organization shall consult with legal counsel as to the release of the legal hold. After 
the 
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release of the legal hold, all records relevant to the legal hold shall return to their normal retention 
procedures. 
 

4.  To the extent that contractual records retention requirements exceed the retention periods 
in the Retention Schedule or specify the retention of records not listed in the Retention Schedule, the 
contractual requirements will control. 
 

5.  Records which are not identified in the Retention Schedule, no longer needed for 
Organization business or operations, and not subject to a legal hold or contractual records retention 
requirements, should be promptly destroyed. 
 

Article III:  Administration 
 

1.  The compliance officer for this policy shall be designated by the board of directors, and 
questions regarding this policy should be directed to the compliance officer. On a periodic basis, the 
compliance officer will review a list of all records that have reached the destruction date and will confirm 
that the records can be destroyed in accordance with the requirements of this policy. 
 

2.  Records kept on-site should be destroyed in accordance with the Retention Schedule. 
Records that are sent off-site shall be labeled or designated with a destruction date. If the Organization 
uses a third party vendor for storage and/or destruction of records, after approval for destruction, the 
records storage vendor shall shred or otherwise destroy the noted records and provide a certificate of 
destruction in accordance with this policy. Destruction of electronic records shall utilize a method to 
ensure the electronic records are completely destroyed and not retrievable from any storage media. 
 

3.  The board of directors, or a committee designated by the board, shall meet periodically to 
review and, if necessary, update this policy to comport with changed business practices or changes in 
legal 
requirements. Any change to this policy, including to the Retention Schedule, must be approved by the 
board of directors or a committee designated by the board. 
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Exhibit A: Record Retention Schedule 
 

For purposes of this Retention Schedule, “active records” are records that are regularly 
referenced or required for current uses. A record is considered active if it meets at least one of the 
following criteria: (i) there is a legal or contractual requirement to keep a record; (ii) it would be 
advantageous to the Organization to be able to access a record quickly; (iii) a record will be needed for 
reference at a specific time in the future; or (iv) the custodian of the record makes the determination that a 
record may be retained as an active record. In contrast, “inactive records” are those records that are no 
longer needed for current business. Inactive records are those records that need not be readily available 
but still must be retained for legal, contractual, financial, operational or historical purposes. In this 
Retention Schedule, the retention period refers to the period of time a record must be kept after the 
record’s active period expires or when the record becomes inactive. 
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