Vital Records

As a separate document each foundation should maintain a document retention policy listing all vital business records and documents and a policy for the retention of those documents.  Appendix D provides a list of items that should be considered vital records for the foundation. Those vital records crucial for the start-up and recovery for each department are in the locations listed below. (Sample vital records to be considered are listed below)
	Vital Record
	Activity
	Location

	Corporate insurance policies
	Process insurance claims
	

	Current general ledger
	Process gifts and grants
	

	Grants database
	Process grant requests
	

	Donor database
	Process gifts/communicate with donors
	

	Donor paper files 
	Donor services
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Each of these records should be included in a functional area evacuation checklist in Appendix 

F-2.
