



Wisconsin Academy of Family Physicians

Document and Record Retention Policy

Preamble:  In order to retain business records at a manageable level and still comply with all applicable laws and legal requirements in the record keeping area, including, without limitation, the expansion of federal law by the Sarbanes-Oxley Act of 2002 that makes it a crime for anyone to knowingly alter, destroy, mutilate, conceal, cover up, falsify or make a false entry in any record or document (collectively, a “Document” or “Documents”) with the intent to impair its integrity or availability for use in an official proceeding, it is imperative for both for-profit and not-for-profit corporations to develop and adhere to document and record retention and destruction policies.  It is also important to understand that for purposes of this Policy, the term “Documents” includes not only paper records and documents, but electronic documents and other electronically stored information (including emails) as well and that all Documents are subject to a consistent storage, retention and destruction policy.  The Wisconsin Academy of Family Physicians (the “Academy”) is committed to an effective Document retention policy that will (i) provide a system for complying with Document retention laws, (ii) ensure that Documents necessary to the Academy’s business operations are available when needed, and (iii) ensure that Documents for which there is no reason for retention are routinely disposed of in a timely manner. With these purposes in mind, the Academy has adopted this Document and Record Retention Policy.

Policy:

A.  The attached Record Retention Schedule sets forth the appropriate retention period for various types of Documents.  Subject to the exceptions described below, Documents in general should not be retained for more than three years.  It is advisable to catalog or index stored Documents in order to facilitate their retrieval and production pursuant to a records subpoena. 


B.  While it should generally be assumed that the three-year Document retention period applies to any type of Document not listed on the attached schedule, each individual must exercise common sense in determining whether a Document falls outside the general “three-year rule.”  If you are unsure of what category a particular Document falls into or if you believe there may be circumstances that warrant a deviation from the stated policy, you should consult with the Academy’s Executive Director.


C.  Emails are subject to automatic deletion after 60 days.  However, emails (including attachments) that would fall within a more specific document category set forth on the attached Record Retention Schedule and, therefore, subject to a longer retention period should either (i) be archived in order to maintain such email (see the applicable Academy policy for archiving) or (ii) be reduced to paper copy and retained in the appropriate file with all electronic versions being deleted.


D.  Regardless of any established Document retention period, once the Academy or any officer, director or employee has any knowledge of an actual or potential legal investigation, claim, proceeding, or suit, that individual must immediately notify the Academy’s Executive Director of the same.  The Executive Director, in consultation with the Academy’s legal counsel, will determine, based on information received from that individual together with other inquiries that the Executive Director and legal counsel determine are necessary or desirable, which Documents may be relevant to the matter or are reasonably likely to be requested during discovery and/or are the subject of a pending discovery request.  The Executive Director and legal counsel will prepare and issue a written notice (a “Suspension Notice”) advising that all Documents described in such notice must be preserved until the pending or anticipated matter is concluded; i.e., all destruction and discarding of such Documents must be immediately suspended (a “Suspension”) until further directed, in writing, by the Executive Director.


E.  If staff shall determine that a particular Document that is not subject to a Suspension should not be destroyed or discarded irrespective of the stated retention period, that Document should be retained as part of a working file or stored in such a manner that it can be readily identified and retrieved, all in accordance with then-current Academy document storage/archive policies.  Such an exception to the general rule of this Policy should be considered and made on a case by case basis in which a sound, business purpose for making the exception is identified.  For example, it is not acceptable to indiscriminately electronically archive Documents, including emails or other electronically formatted information, solely for convenience; the business purpose analysis should be performed for each such Document.  


Keep in mind, too, that the definition of the term “Document” is very broad.  The category in which you place a particular Document may vary depending on the content of the Document and the relationship of that Document with other Documents.  For example, suppose the Academy and a supplier enter into a contract, and that, subsequent to the execution of the contract, there is correspondence between the Academy and the supplier that is intended to clarify an ambiguous term in the contract.  While the correspondence may be a letter, in this case it may become an important Document at a later time, so it should be retained on the same basis as the contract itself. 


F.  Provided that a Document is not subject to a Suspension or an exception determined in accordance with to paragraph E above, then the Document should be destroyed or discarded within a reasonable time following the expiration of the applicable retention period therefor, all as verified by the applicable division director or assistant division director.
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