Ski For Light, Inc.

Executive Committee Spring Meeting 
Saturday May 14, 2011, 8:30 a.m.
Arlington, Virginia
Minutes
Present: President Marion Elmquist, Vice-President Scott McCall, Treasurer Doug Boose, Past-President Larry Showalter, Directors-at-Large Judy Dixon and Brenda Seeger. Not present: Secretary Heather Hall.

Call to Order. President Marion Elmquist called the meeting to order at 8:35 a.m.

Overview/year to date/short event wrap up. Despite a number of challenges i.e. weather and logistics, the 2011 event was a success. Out-the-door skiing and the pricing structure were, of course, major draws. A significant shortcoming of this venue was inadequate meeting space. There were other administrative challenges but the navigational difficulties faced by blind attendees were especially problematic. We are expecting the post-event survey to provide additional data. 

Treasurer’s report. Doug distributed three documents which are attached. The first is the narrative portion of the report. The second is a summery of the income and expense report for the operating fund and the third is a report of actual vs. budgeted expenses.

The financial management of this year’s event was more challenging than usual because of the complex pricing structure and the method by which individuals chose and were assigned buildings. This resulted in numerous refunds. We are still waiting on a $2,000 refund from the bus company. 

New checking account/bank. A new checking account has been opened in the Wells Fargo, Xerxes Avenue branch in Bloomington, Minnesota. Doug will facilitate signing of the signature cards.

Doug reported that SFL is in good financial shape. At present, we have $122,000 in the operating fund in contrast to $94,000 in the operating fund this time last year and we currently have $337,000 in the endowment fund. If things stay much as they are, the endowment withdrawal should be around $15,000. Donations overall are up 4% from last year and unrestricted donations are up 16%.

A number of donations are earmarked for vip stipends. A brief discussion ensued regarding the policy to only grant stipends to first-time vips whereas guides are eligible any year, and in the range of $300 to $350. It was moved by Larry Showalter and seconded by Judy Dixon that the Executive Committee recommend to the SFL Board that, beginning with the 2012 event, stipends for vips, mips and guides may be up to 50% of the double-room event fee. The motion passed unanimously. It was agreed that the limitation of one year for vips and mips needs further consideration.

Accountant/990 issues. Doug will soon begin the complex process of working with the accountants to prepare the 990 and provide information for the compilation.

Event refund issues/options/policy. The policy for event refunds for those canceling after the payment deadline or leaving early from the event was discussed at length. It was moved by Brenda Seeger and seconded by Larry Showalter that the Executive Committee recommend to the Board that the refund policy be changed to: If an individual cancels prior to the payment due date, he/she will receive a full refund minus $25; if an individual cancels after the payment due date up to the start of the event, he/she would receive a full refund minus $100, If someone leaves after the event has started, he/she will be refunded the remaining days minus $100. The motion passed unanimously.

Review reimbursement and money handling procedures. Doug distributed a draft reimbursement procedures document (attached). It was moved by Larry Showalter and seconded by Judy Dixon that the draft procedure for handling cash reimbursements to volunteers be approved as distributed. The motion passed unanimously.

Doug also distributed a draft money handling procedures document. It was moved by Scott McCall and seconded by Larry Showalter that the draft money handling procedure be approved as distributed. The motion passed unanimously.

Look at fiscal year dates. Doug would like to move the fiscal year to the end of June instead of the end of May. This would require a change of policy. Doug will discuss this with the accountants to see if there are any implications there.

Tax implications of event fees/targeted donations. The issue of the tax deductibility of involvement with or donations on behalf of others to SFL was discussed. It was decided to leave these things up to the individual.

Budget and Finance report. Larry reported that Kate Scott has been asked for a recommendation on rebalancing the endowment fund. They expect to hear from her soon. Our cash reserves are healthy at the moment. Larry pointed out that in the near future, we need to look at where these funds are located.

Endowment Fund/annual withdrawal. It was moved by Larry Showalter and seconded by Scott McCall that the Treasurer make the allowed withdrawal from the endowment fund of 5.5% of the average value of the previous twelve quarters. This would be done in July, after the close of the quarter and fiscal year, June 30, 2011. The motion passed unanimously.

Fundraising: Spring Appeal results to date. Larry reported that the spring appeal seems to be going well but overall results are inconclusive at the moment.

Conflict of Interest forms. We need to be sure that we have all the signed conflict of interest forms. Marion will check with Heather on this. Doug said that the accountants had some concern about our current form. The IRS defines a conflict of interest policy as one that: defines what a conflict of interest is, identifies the class of individuals covered by the policy, facilitates disclosure of information that can help identify conflicts, and contains specific procedures to be followed in managing conflicts. Ours is not a thorough policy by accepted standards. The Budget and Finance Committee will take responsibility for revising our form and recommending a revised policy that is in compliance with the IRS requirements.

2012 Event update/status. Scott McCall, Event Chair for the 2012 event reported that things are moving along. He has selected many people for the planning committee and will finalize the major positions in the next few weeks. The planning meeting will be a smaller one this year since we have been to this venue twice before.

It was suggested by Brenda that we have our Waiver of Liability and Consent to Treatment forms online. There are several options here: attendees could print the forms and mail the signed forms to their coordinators or they could indicate their acceptance by clicking an “I accept” button. Scott will pursue this and check on what is legally possible.

Social Media ad hoc. Marion has appointed an Ad Hoc committee for social media. It is chaired by Leslie Maclin. 

Video/Salestrom. Marion plans to meet with Jim Salestrom in June to talk about the creation of a new SFL video.

Guide Training Manual. Scott and his team continue to work on a revised guide training manual. They are working on a manual with a companion DVD to illustrate the techniques. It is being edited at the moment. Scott plans to have it completed in time for mailing to guides for the 2012 event. 

Planning Manual. Judy, Marion, Larry, and Scott have just spent two days reviewing and revising the planning manual. It will be ready for distribution in a few weeks.

Bulletin. Vicki Post, who has been editor of the SFL Bulletin for many years, has turned the primary management over to Peter Slatin. Vicki will continue to assist for the next several issues. Marion will remind Peter to send a draft to Judy for review before publication.

Committee/Chairs. Within the next week or so, Marion will post to the Board a roster of committees and their chairs.

Survey. The results of the post-event survey are being compiled by Wendy David. We received a total of 130 responses. Preliminary results indicate that overall respondents found the event enjoyable and would return to a future SFL event.

Records Retention and Destruction. Larry distributed a draft records retention and destruction policy (attached). It is based on examples from the National Association for Nonprofits as well as others. It includes organizational documents, financial records, donor records, insurance records, and so forth. It was suggested that “Board and committee minutes” be changed to “Board and Executive Committee Minutes.” The next step is to have the document reviewed by the SFL attorney. Marion will pursue.

Ridderrenn. 14 Americans attended the Ridderren in 2011. A good time was had by all. The dates of the 2012 Ridderren are March 18-25. If we receive the Anglo Norse donation again next year, we need to consider the best way to apply this funding.

2013 sites. Marion is exploring a number of venues for 2013. Possibilities include two sites in Michigan; Anchorage, Alaska; Jackson, New Hampshire; Casper, Wyoming; and Lake Placid, New York. No firm contracts are in hand. Marion will pursue.

Looking ahead to 40th/plans/location. Marion will explore sites in Colorado as a possibility for the 2015 event.

Old Business. Internal audit. At the most recent annual Board meeting, Doug raised the issue that our Bylaws require an annual internal audit. The Budget and Finance Committee has been reviewing financial records. Nancy volunteered to help if a more formal internal audit is desired. It was decided that the Budget and Finance Committee’s review is sufficient to satisfy this requirement.

New Business. There were no items of new business.

The meeting was adjourned at 2:30 p.m.

May 8, 2011

SFL Executive Committee Members:

With just a few weeks left in the fiscal year, below you will find information on our financial situation at present.  We are in good shape, but the absolute bottom line will have to wait until a few more things fall into place.  There will likely be some additional donations.  There will be more expenses reported and paid in the next few weeks including more executive committee meeting travel and food.  Although all the Ridderrenn team airfare has been paid, their lodging expenses have yet to be paid.  Tim Byas is still working with Global Transportation to get a check for the $2057 refund that we are owed.  He seems to be close to accomplishing that.   

I did recently open the new checking account that we discussed a year ago.  It is located at the Wells Fargo branch in Bloomington, Minnesota on Xerxes Avenue along the Interstate 494 corridor not far from the airport.  Our main contact there is Joe Tanquist.  We will transition to that account over the next few months and then close out the U.S. Bank account.

Our operating funds as of May 8, 2011 stand as follows:

U.S. Bank checking account   $55,495

Wells Fargo checking account   $6,100

Vanguard Treasury Money Market Fund   $55,312  

Undeposited funds enroute to U.S. Bank checking   $5,885

Total Available Operating Funds   $122,792

Last year at this time, we had a total of $94,839 in available operating funds.

Our Endowment Fund balance on April 30, 2011 was $342,544, up from $333,841 at the end of March.  As of Friday’s close, May 6, the balance had backed off a bit to $338,323.   The breakdown by asset class continues to be within one percent of our target allocation of 10% in cash, 26% in bond funds, and 64% in stock funds. 

Total donations so far this fiscal year ($62,113) are up 4 percent from last fiscal year’s total.  Unrestricted donations ($55,268) are up 16 percent from last year, but that came, at least partially, at the cost of endowment donations dropping 42 percent from last year (from $11,823 to $6,845 this year).

Detailed financial reports will follow in separate emails shortly. 

Report prepared by Treasurer Doug Boose  5-8-11

	Income and Expense-Operating Funds 5-8-11 Summary
	

	
	Jun 1, 2010 - May 8, 2011
	Jun 1, 2009 - May 8, 2010

	Ordinary Income/Expense
	
	

	Income
	
	

	Dividend Income-Operating Funds
	8.19
	13.33

	Realized Gain or Loss-Brokerage
	-16.20
	0.00

	Annual SFL Event Income
	195,386.00
	212,146.75

	Fundraising Income
	77,886.85
	61,263.20

	Transfer
	15,300.00
	15,500.00

	Total Income
	288,564.84
	288,923.28

	Cost of Goods Sold
	
	

	Items Purchased for Sales Room
	4,842.54
	2,627.89

	Cost of stock for SMR bar
	3,033.82
	0.00

	Total COGS
	7,876.36
	2,627.89

	Gross Profit
	280,688.48
	286,295.39

	Expense
	
	

	66900 · Reconciliation Discrepancies
	0.00
	-0.42

	Other Expenses
	48.42
	0.00

	Board Expenses
	4,163.60
	5,438.10

	Misc Expenses
	24,081.90
	26,720.50

	Fund Raising Expenses
	2,799.49
	2,254.84

	Annual SFL Event Expenses
	211,151.30
	221,141.80

	Site Selection Expenses
	0.00
	515.50

	Ridderrenn Event Team Expenses
	5,971.82
	2,355.80

	Total Expense
	248,216.53
	258,426.12

	Net Ordinary Income
	32,471.95
	27,869.27

	Net Income
	32,471.95
	27,869.27


	Actual vs. Budget 5/8/11 Original view
	
	

	
	Jun 1, 2010 - May 8, 2011
	Budget

	Ordinary Income/Expense
	
	

	Income
	
	

	Dividend Income-Operating Funds
	8.19
	15.00

	Realized Gain or Loss-Brokerage
	-16.20
	0.00

	Annual SFL Event Income
	
	

	Guide Event Fees
	86,458.00
	78,500.00

	MIP Event Fees
	6,643.00
	4,400.00

	Others' Event Fees
	11,351.00
	18,500.00

	VIP Event Fees
	84,862.00
	70,200.00

	Norwegians' Event Fees
	10,150.00
	10,500.00

	Misc Event Fees
	322.00
	500.00

	Stipends
	
	

	VIP Stipends
	-1,850.00
	-2,500.00

	MIP Stipends
	-100.00
	-300.00

	Guide Stipends
	-2,450.00
	-2,500.00

	Total Stipends
	-4,400.00
	-5,300.00

	Total Annual SFL Event Income
	195,386.00
	177,300.00

	Fundraising Income
	
	

	Unrestricted Donations
	
	

	Individual Donations
	29,278.60
	18,000.00

	Sons of Norway Donations
	6,690.00
	6,000.00

	Foundation Donations
	12,025.00
	15,500.00

	Corporate Donations
	5,000.00
	1,250.00

	Goodfellow Fund Donations
	2,275.00
	3,500.00

	Total Unrestricted Donations
	55,268.60
	44,250.00

	Sales Room Income
	11,544.00
	7,000.00

	Auction Income
	6,276.00
	7,000.00

	Raffle Income
	1,590.00
	2,500.00

	Bar Income
	3,208.25
	0.00

	Total Fundraising Income
	77,886.85
	60,750.00

	Transfer
	
	

	Annual deposit from Endowment
	15,300.00
	15,300.00

	Total Transfer
	15,300.00
	15,300.00

	Total Income
	288,564.84
	253,365.00

	Cost of Goods Sold
	
	

	Items Purchased for Sales Room
	4,842.54
	2,600.00

	Cost of stock for SMR bar
	3,033.82
	0.00

	Total COGS
	7,876.36
	2,600.00

	Gross Profit
	280,688.48
	250,765.00

	Expense
	
	

	Other Expenses
	
	

	Other Expenses-Reimbursable
	48.42
	0.00

	Total Other Expenses
	48.42
	0.00

	Board Expenses
	
	

	Misc Board Expenses
	93.40
	0.00

	Board Meals & Housing at Event
	3,240.00
	5,050.00

	Executive Comm Meeting
	
	

	Exec Comm Meet. Housing&Meals
	0.00
	300.00

	Exec Comm Meet Transportation
	830.20
	2,200.00

	Total Executive Comm Meeting
	830.20
	2,500.00

	Total Board Expenses
	4,163.60
	7,550.00

	Misc Expenses
	
	

	Financial/Bookkeeping Expenses
	
	

	Travel-Financial/Bookkeeping
	0.00
	400.00

	Professional Accounting Services
	3,925.00
	4,000.00

	Financial/Bookkeeping Expenses - Other
	25.00
	400.00

	Total Financial/Bookkeeping Expenses
	3,950.00
	4,800.00

	Information Technology
	
	

	Web Site Design & Maintenance
	0.00
	2,500.00

	Database update/maintenance
	0.00
	2,500.00

	Total Information Technology
	0.00
	5,000.00

	Misc Travel
	
	

	Housing & Meals
	1,639.99
	0.00

	Transportation
	1,080.72
	0.00

	Total Misc Travel
	2,720.71
	0.00

	Credit Card Processing Fees
	5,185.43
	4,200.00

	Storage
	600.00
	360.00

	Insurance
	1,005.11
	1,800.00

	Awards
	210.33
	800.00

	Legal Fees
	350.00
	400.00

	Office Expenses
	
	

	Printing & Publications
	
	

	Copying
	22.70
	80.00

	Newsletter printing
	804.00
	1,400.00

	Annual Report printing
	1,530.10
	2,400.00

	New Promotional Brochure
	0.00
	2,500.00

	Print Guide Recruit. Material
	106.66
	0.00

	Misc printing
	1,154.61
	900.00

	Total Printing & Publications
	3,618.07
	7,280.00

	Postage & Shipping
	
	

	Shipping
	477.37
	400.00

	Postage
	
	

	Newsletter postage
	758.75
	825.00

	Annual Report postage
	1,132.56
	700.00

	MIP Recruit/Apply Postage
	1.90
	0.00

	VIP recruit/apply postage
	180.18
	0.00

	Other Recruit/Apply Postage
	7.05
	0.00

	Guide Recruit/Apply Postage
	179.22
	0.00

	Guide Manual postage
	65.31
	125.00

	Postage - Other
	1,319.03
	1,800.00

	Total Postage
	3,644.00
	3,450.00

	Total Postage & Shipping
	4,121.37
	3,850.00

	Telephone
	
	

	Conference Calls
	562.26
	350.00

	Telephone - Other
	414.31
	450.00

	Total Telephone
	976.57
	800.00

	Office Supplies
	
	

	Guide Recruit. Office Supplies
	110.83
	0.00

	VIP Recruit. Office Supplies
	113.02
	0.00

	Office Supplies - Other
	897.24
	1,000.00

	Total Office Supplies
	1,121.09
	1,000.00

	Bank Charges
	
	

	Incoming wire transfer fee
	79.50
	60.00

	Outgoing wire transfer fee
	0.00
	100.00

	Bank Charges - Other
	136.68
	120.00

	Total Bank Charges
	216.18
	280.00

	Brokerage Fees
	7.04
	0.00

	Total Office Expenses
	10,060.32
	13,210.00

	Total Misc Expenses
	24,081.90
	30,570.00

	Fund Raising Expenses
	
	

	Promotion
	0.00
	1,000.00

	Travel-Fundraising
	
	

	Transportation
	2,015.39
	1,500.00

	Housing and Meals
	753.98
	1,500.00

	Total Travel-Fundraising
	2,769.37
	3,000.00

	Auction Expenses
	30.12
	0.00

	Total Fund Raising Expenses
	2,799.49
	4,000.00

	Annual SFL Event Expenses
	
	

	Planning Meeting
	
	

	Housing & Meals-Planning Meet.
	782.17
	850.00

	Transportation-Planning Meeting
	3,090.19
	3,500.00

	Total Planning Meeting
	3,872.36
	4,350.00

	Event Guide Training
	
	

	Guide Tr Housing & Meals at Evt
	7,344.00
	5,800.00

	Guide Manual Update/Printing
	0.00
	2,200.00

	Guide Manual Printing
	243.83
	0.00

	Total Event Guide Training
	7,587.83
	8,000.00

	Event Meals & Housing
	
	

	Pre-Event Comm Housing & Meals
	4,536.00
	1,300.00

	Event Meals & Housing - Other
	170,768.04
	156,900.00

	Total Event Meals & Housing
	175,304.04
	158,200.00

	Event Transportation
	
	

	Event Airport Transport
	10,442.25
	8,000.00

	Total Event Transportation
	10,442.25
	8,000.00

	Event Entertainment
	6,149.61
	4,200.00

	Event Race/Rally
	2,188.84
	1,000.00

	Event Ski Rental
	1,710.00
	900.00

	Event MIP equip
	0.00
	500.00

	Event Misc
	
	

	Ship/Transport of Event Mat'ls
	1,406.84
	1,100.00

	Event Program Guide Printing
	1,120.00
	1,200.00

	Jan Haug Award
	195.00
	350.00

	Event Misc - Other
	1,174.53
	1,500.00

	Total Event Misc
	3,896.37
	4,150.00

	Total Annual SFL Event Expenses
	211,151.30
	189,300.00

	Site Selection Expenses
	
	

	Site Selection Travel
	
	

	Transportation
	0.00
	250.00

	Total Site Selection Travel
	0.00
	250.00

	Total Site Selection Expenses
	0.00
	250.00

	Ridderrenn Event Team Expenses
	
	

	Transportation from USA
	5,097.02
	5,200.00

	Ridderrenn - Meals & Housing
	874.80
	8,000.00

	Ridderrenn - Misc
	0.00
	600.00

	Total Ridderrenn Event Team Expenses
	5,971.82
	13,800.00

	Total Expense
	248,216.53
	245,470.00

	Net Ordinary Income
	32,471.95
	5,295.00

	Net Income
	32,471.95
	5,295.00


Ski for Light Reimbursement Procedures


draft May 2011

The purpose of these procedures is to ensure fair, equitable, and timely reimbursement of authorized expenses incurred by volunteers while allowing Ski for Light to maintain appropriate records for any internal or external audit.  SFL must keep records to document that its funds were used only for our stated tax-exempt, non-profit purpose.  

All expenditures must be authorized by the SFL President or his/her designee or established delegated authority.  Large or new expenditures must be approved in advance by the SFL President and/or the SFL Board of Directors.  Travel on behalf of Ski for Light must be approved in advance by the President.

For reimbursement, volunteers should send the following directly to the treasurer at the address below:  the name of the person requesting reimbursement, the address to which the check is to be mailed, receipts and any necessary explanation.  For multiple purchases/expenses, you should include a summary list and a total reimbursement figure.  Mail, email, or a combination can be used to communicate this to the treasurer.  

The general rule for receipts is that an itemized receipt (cash register tape or invoice) is required.  A credit card slip or credit card statement with only a total dollar figure and a vendor name does not adequately document the purchase.  An itemized receipt shows what goods or services were purchased on behalf of SFL.  If a credit slip is all that you have, we will make it work.  Original receipts are preferred, but copies are okay.   You should keep copies for yourself until you are reimbursed and you have reconciled your own credit card bill.

When purchasing items for personal use and for SFL in the same store, consider making two separate transactions at the check-out so that there is a “clean” SFL receipt.  If SFL reimbursable items are intermingled with personal items, find a way to make it clear what is reimbursable.

For airfare, a proper receipt shows the name of the traveler, the itinerary, and the cost.  The confirmation email sent to the traveler almost always contains that information and can be forwarded to the treasurer via email or printed and sent via U.S. mail.

A proper itemized hotel receipt shows the name of the hotel, the occupant, the dates, and the rate.

Volunteers are asked to request reimbursement soon after incurring a significant expense and periodically through the fiscal year for smaller amounts.  In any case, you need to square-up accounts well before the end of our fiscal year, which falls on May 31 each year.   If you have questions, about frequency of reimbursement or timing near the end of the fiscal year, please contact the treasurer.  It is easier for all involved to do a series of simpler reimbursements throughout the year rather than process large reimbursements at year’s end.  It is also easier for the board to assess SFL’s current financial situation and adjust plans accordingly if expenses incurred are known as the year progresses.  Recipients of checks are asked to cash or deposit them promptly after receipt.

For large purchases or expenses, it is preferable, whenever possible, for SFL to pay the vendor directly rather than through a volunteer.  Many times the vendor can email an invoice that can then be forwarded to the treasurer.  Or you can have the vendor send a bill directly to the SFL Minneapolis address (see below).  Do not have vendors send bills to the treasurer’s home address.  The Minneapolis address will be around longer than any individual treasurer.  If the vendor is particularly anxious to receive payment, talk to the treasurer about other options.  In the case of a unique, large, or first-time bill from a vendor, advance notice to the treasurer via phone or email explaining the expense will be helpful and could expedite payment.

Checks for reimbursements to the treasurer or a family member of the treasurer must be approved and signed by the SFL President or their designee with signature authority for the bank account.  The treasurer will send the check and copies of receipts, etc to the approving official for review and signature.

Thank you for your volunteer work and help in carrying out SFL’s mission and for your help in keeping Ski for Light’s financial records complete and our transactions transparent.

Current treasurer:

Doug Boose

47440 Pilgrim Rd

Houghton, MI  49931

906-482-4519

dboose@up.net
Ski for Light, Inc

1455 West Lake St.

Minneapolis, MN  55408

SFL Money Handling Procedures



Draft May 2011

It is important that all money coming into Ski for Light be properly accounted for and handled carefully.  This will assure that no cash or checks are misplaced and that donors and event participants are properly credited for their payment.  

Generally accepted practices in businesses and non-profits require that money be handled so that more than one person has knowledge and control of that money.  That means that the following functions are carried out by different people.

Accept and log-in payments and donations


Deposit the cash and checks


Reconcile bank accounts

Credit Card Procedures:

Credit card payments are deposited directly in SFL’s bank account with initial notification from the credit card processor going to SFL’s Secretary or other designated SFL official (other than the Treasurer) via email.  That person then notifies the Treasurer, the applications coordinators, and the fundraising coordinator as appropriate.

Check and Cash Procedures:

Event participants’ fees:  The four Applications Coordinators accept checks from their applicants and record the payment.  The coordinators forward checks in batches to the person designated to deposit money in SFL’s bank account.  At the time of mailing batches of checks for deposit, the coordinators notify the depositor and the Treasurer of the details (usually via email with an itemized list of the payees’ names, and amounts).  If the coordinator is in procession of an SFL ‘for deposit only’ endorsement stamp, they will stamp the checks prior to mailing them.

Donations:  Donations and miscellaneous payments by check are mailed to SFL’s Minneapolis address.   The person who opens that mail records checks and sends details to the Treasurer and others as appropriate.  Checks are then forwarded in batches for deposit after being stamped ‘for deposit only’. 

Money at the event:  Money at the event primarily comes in through the Sales Room, the Information Room, and Raffle Coordinator.  Cash and checks are recorded each day and placed in the hotel safe, if available, by those people.  Those people transfer the money and a listing of the amount and source to the Treasurer or other designated person for accounting and deposit.  Cash and checks are to be deposited in SFL’s bank account as soon and as often as practical to do so.

Thank you all for your work on behalf of Ski for Light and for your help in utilizing procedures that assure donors and event participants that their money is being properly handled and safeguarded.

Ski for Light, Inc.PRIVATE 

Draft Document Retention and Destruction Policy

I. Purpose

In accordance with the Sarbanes‑Oxley Act, which makes it a crime to alter, cover up, falsify, or destroy any document with the intent of impeding or obstructing any official proceeding. This policy provides for the systematic review, retention and destruction of documents received or created by Ski for Light, Inc. in connection with the transaction of organization business. This policy covers all records and documents, regardless of physical form (including electronic documents), contains guidelines for how long certain documents should be kept and how records should be destroyed. The policy is designed to ensure compliance with federal and state laws and regulations, to eliminate accidental or innocent destruction of records and to facilitate the Organization's operations by promoting efficiency and freeing up valuable storage space. 

II. Document Retention 

The Organization follows the document retention procedures outlined below. Documents that are not listed, but are substantially similar to those listed in the schedule will be retained for the appropriate length of time.

III. Corporate Records

Annual Reports to Sec. of State/Attorney General
Permanent

Articles of Incorporation
Permanent

Board Meeting and Board Committee Minutes
Permanent

Board Policies/Resolutions
Permanent

By‑laws
Permanent

Fixed Asset Records
Permanent

IRS Application for Tax‑Exempt Status (Form 1023)
Permanent

IRS Determination Letter
Permanent

State Sales Tax Exemption Letter
Permanent

Contracts (after expiration)
7 years

Correspondence (general)
3 years

Annual Audits and Financial Statements
Permanent 

Depreciation Schedules
Permanent

General Ledgers
Permanent 

IRS 990 Tax Returns
Permanent

Business Expense Records
7 years 

IRS 1099s
7 years 

Journal Entries
7 years 

Invoices
7 years

Sales Records (sales room, auction, raffle)
5 years 

Petty Cash Vouchers
3 years

Cash Receipts
3 years 

Credit Card Receipts
3 years 

Check Registers
Permanent

Bank Deposit Slips
7 years

Bank Statements and Reconciliation
7 years

Electronic Fund Transfer Documents
7 years

Donor Records and Acknowledgement Letters
7 years

Grant Applications and Contracts
5 years after completion

Copyright Registrations
Permanent 

Insurance Policies
Permanent 

Stock and Bond Records
Permanent

Trademark Registrations
Permanent 

General Contracts
3 years after termination 

Participant event applications
10 years

Participant waivers of liability
10 years

IV. Electronic Documents and Records 

Electronic documents will be retained as if they were paper documents. Therefore, any electronic files, including records of donations made online, that fall into one of the document types on the above schedule will be maintained for the appropriate amount of time. If a user has sufficient reason to keep an email message, the message should be printed in hard copy and kept in the appropriate file or moved to an "archive" computer file folder.

V. Emergency Planning

The Organization's records will be stored in a safe, secure and accessible manner. Documents and financial files that are essential to keeping the Organization operating in an emergency will be duplicated or backed up periodically and maintained off site. 

VI. Document Destruction 

The President is responsible for the ongoing process of identifying its records, which have met the required retention period and overseeing their destruction. Destruction of financial documents will be accomplished by shredding.

Document destruction will be suspended immediately, upon any indication of an official investigation or when a lawsuit is filed or appears imminent. Destruction will be reinstated upon conclusion of the investigation. 

VII. Compliance

Failure to follow this policy can result in possible civil and criminal sanctions against the Organization and its directors and volunteers. The Treasurer will periodically review these procedures with legal counsel or the organization's certified public accountant to ensure that they are in compliance with new or revised regulations.

