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	PMI Madison/S. Central Wisconsin 
Policy #3.3 Granting Security Access Rights






PURPOSE OF THIS POLICY:

To secure access to chapter documents on -

1. Google Drive (Document Repository)
2. Chapter Website Joomla Drop Files (Google Drive Shortcuts)

3. PMI.org CS (Component System Document Repository)
EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:
VP Governance and Policy
THIS POLICY APPLIES TO:

Chapter members.
POLICY WORDING:
1. The Board menu left sidebar on PMI Madison web site is only available after login.

2. Board members will have administrative account access to Joomla.
3. Board members will have access to CRS (Chapter Reporting System).
· Only the President will have Edit access to CS (Component System). Board members can request the President for specific access to documents such as Charter Renewal on CS. President-Elect can authorize in the event that that President is unavailable.

4. President, Past President, President-Elect, all VP positions and directors are created as super users on Joomla.
· Super users will have all permissions  for example - create, view, edit, upload, delete, approve, publish, create events etc
· Super users can decide and grant permissions to their team members. 
5. No confidential information violating privacy or financial information of members or non-members shall be posted to document repository. Privacy would include social security numbers, medical information. Note: Some personal information  shared by members/ non-members themselves or having consent of members / non-members like  personal addresses or email addresses are ok to be posted to document repository. Example: Contact list.
6. All documents if posted should be viewable by all. If not ready to post, they should not be on document repository.

7. Files related to specific areas are managed by respective VPs and directors. VPs or directors  can provide privileges such as publish/ unpublish, approve, delete, edit etc to users for documents they create in their areas.

8. Non-board members may only have view access to docs on Document Repository.

REFERENCES:

For guidelines and schedule of securing documents please refer the following two embedded documents – 

1) Retention of Documents Article


[image: image1.emf]Retention of  Documents Article


2) Chapter Documents Retention Schedule
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	This policy was approved by majority Board vote on 06/23/2015.


REVISION HISTORY:
	Date
	Modifications

	04/11/2017
	Purpose of the Policy section is modified and language changed.
Poicy wording #2 modified to “Administrative account access”.

Policy wording #5 modified text “is” to “shall be”.

	09/14/2017
	Modified the langauge to point 5 to be more specific. Replaced text “DocMan” with “Document Repository”. We don’t use DocMan anymore.
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Document Retention Guidelines


PMI Chapters as part of their due diligence of care should develop a document retention program that will be an integral part of the yearly transition of officers and insure effective retrieval of documents when required. The plan should be consistent, reasonable, and clearly communicated to all officers and should be part of the component’s operations manual. 


The first step is to identify all pertinent records and the retention requirements that may be legally mandated for these documents. Document retention is a necessity, however, it is not necessary to retain every piece of paper or electronic communication collected during the course of the year. 


Permanent Retention


· Chapter’s Articles of Incorporation


· Original, Signed Copy of Chapter’s Charter Agreement Document


· Chapter’s Governing Documents (Constitution and/or Bylaws)


· Copies of Chapter’s Policies/Procedures, Strategic Plan, Officer descriptions


· Group Tax Exemption Form and IRS Letter (US Components)


· Employer Identification Number (EIN) (US Components)


· Awards History (if applicable)


· Milestone plaques (5-10-15-20-25 year, if applicable)


· Chapter logo approval certificate from PMI GOC (if applicable)


· PMI Chapter library (Chapter only)


Retain Seven Years


· Tax records of the chapter for the past seven years (if applicable) 


· Chapter Financial Records-(Audited reports and Financial reports (signed and approved))


· Copies of any chapter agreements/contracts made with other organizations


· Bank Statements and Checks


Retain Three Years


· Governing and Annual Business meeting minutes for past three years


· Chapter’s annual Charter Renewal  from the past three years


· Expired Insurance Policies


Updated Yearly by PMI


· Copies of Chapter’s Insurance Policies


Updated Yearly by PMI Chapter

· Listing of officers (either interim or elected)-this information is included in the annual Charter Renewal

PMI offers the following guidelines on the retention of component documents to assist you in this important exercise.  The PMI Chapter Policy Manual – Document retention states:  


· Adhere to local, state/provincial, and federal laws surrounding not-for-profit organizations. An organization’s Articles of Incorporation and bylaws regulate how the organization conducts its business. Both documents have legal standing, which means that interested parties can challenge the organization and its leaders on their adherence to the organization’s governing documents. Also, whenever possible, the governing documents should be as flexible as possible to ensure that the organization is not bound by requirements it may be unable to meet.


· File and make available accurate and timely reports of tax filings. Independent audits of the organization’s financial records are also encouraged.


Maintain records related to business affairs for individuals and organizations. If an organization is challenged about any of its practices—past or current— and cannot produce appropriate documentation to substantiate its defense, the organization and its leaders may be at risk

Do not destroy any documents if the chapter was ever under investigation by a federal agency or if there have been any law suits brought against the component in order to avoid obstruction of justice charges.


 In addition a schedule for document retention can be found on the community leadership site at: http://leadership.vc.pmi.org/Share/Documents.aspx?Command=Core_Download&EntryId=69576

Additional information can be found at: http://www.councilofnonprofits.org/document-retention-policies


	

RECORD RETENTION SCHEDULE

[bookmark: _GoBack]PMI Madison / South Central Wisconsin Chapter

IMPORTANT: Do not destroy any documents if the component is currently ever under investigation by a federal agency or if there have been any law suits brought against the component in order to avoid obstruction of justice charges.



		DESCRIPTION

		RETENTION

		OWNER



		Duplicate deposit slips (not needed; deposits are recorded in the reconciliation shown below)

		1 year

		Finance



		Membership Rosters

		1 year

		Membership



		Conference/Seminar Planning Records

		2 years

		Programs



		Program Planning Files

		2 years

		Programs



		Volunteer records 

		2 years

		Membership



		Confidentiality Agreements

		ACT+ 2*

		Membership



		Strategic/Long Range Planning files

		SUP+2 years

		President



		Board Reports (not included with minutes)

		3 years

		Operations



		Correspondence (general)

		3 years

		All



		Election Records

		3 years

		Secretary



		Internal audit reports

		3 years

		President



		Bank reconciliations 

		3 years after audit

		Finance



		Cancelled checks 

		3 years after audit

		Finance



		General Ledgers

		3 years after audit

		Finance



		Invoices to customers 

		3 years after audit

		Finance



		Invoices from vendors 

		3 years after audit

		Finance



		Marketing program files

		4 years

		Marketing



		Newsletters

		4 years

		Marketing



		Tax filings

		7 years

		Finance



		Insurance policies

		ACT+3 years**

		Operations



		Contracts and leases

		ACT+5 years**

		President



		Policies and procedures

		SUP+3 years

		Secretary



		Articles of Incorporation

		Life of Organization

		Secretary



		Auditor’s report

		Life of Organization

		Finance



		Financial statements 

		Life of Organization

		Finance



		Governing documents

		Life of Organization

		Secretary



		Meeting Minutes

		Life of Organization

		Secretary



		Trade mark registrations 

		Life of Organization

		Secretary





Note:	  * - ACT means after end of term or assignment 

** - ACT means until cancellation or termination

       SUP means superseded






