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RECORD RETENTION
Policy:

In compliance with 2 CFR 215.53 (codification of OMB Circular A-110), Grants Administration retains financial records, supporting documents, statistical records, and all other records pertinent to an for a period of three years from the date of submission of the final expenditure report or, for awards that are renewed quarterly or annually, from the date of the submission of the quarterly or annual financial report.

The federal awarding agency, the Inspector General, Comptroller General of the United States, or any of their duly authorized representatives, have the right of timely and unrestricted access to any books, documents, papers, or other records of recipients that are pertinent to the awards, in order to make audits, examinations, excerpts, transcripts and copies of such documents.  The rights of access in this paragraph are not limited to the required retention period, but shall last as long as records are retained.
Guiding Regulations:

Title 2 CFR Part 215 (CIRCULAR A-110 (REVISED 11/19/93, As Further Amended 9/30/99)) § 53; Web Reference:  http://www.whitehouse.gov/omb/circulars/a110/a110.html

§ 215.53 Retention and access requirements for records.

(a) This section sets forth requirements for record retention and access to records for awards to recipients. Federal awarding agencies shall not impose any other record retention or access requirements upon recipients.

(b) Financial records, supporting documents, statistical records, and all other records pertinent to an award shall be retained for a period of three years from the date of submission of the final expenditure report or, for awards that are renewed quarterly or annually, from the date of the submission of the quarterly or annual financial report, as authorized by the Federal awarding agency. The only exceptions are the following.

(1) If any litigation, claim, or audit is started before the expiration of the 3-year period, the records shall be retained until all litigation, claims or audit findings involving the records have been resolved and final action taken.

(2) Records for real property and equipment acquired with Federal funds shall be retained for 3 years after final disposition.

(3) When records are transferred to or maintained by the Federal awarding agency, the 3-year retention requirement is not applicable to the recipient.

(4) Indirect cost rate proposals, cost allocations plans, etc. as specified in § 215.53(g).

(c) Copies of original records may be substituted for the original records if authorized by the Federal awarding agency.

(d) The Federal awarding agency shall request transfer of certain records to its custody from recipients when it determines that the records possess long term retention value. However, in order to avoid duplicate recordkeeping, a Federal awarding agency may make arrangements for recipients to retain any records that are continuously needed for joint use.

(e) The Federal awarding agency, the Inspector General, Comptroller General of the United States, or any of their duly authorized representatives, have the right of timely and unrestricted access to any books, documents, papers, or other records of recipients that are pertinent to the awards, in order to make audits, examinations, excerpts, transcripts and copies of such documents. This right also includes timely and reasonable access to a recipient's personnel for the purpose of interview and discussion related to such documents. The rights of access in this paragraph are not limited to the required retention period, but shall last as long as records are retained.

(f) Unless required by statute, no Federal awarding agency shall place restrictions on recipients that limit public access to the records of recipients that are pertinent to an award, except when the Federal awarding agency can demonstrate that such records shall be kept confidential and would have been exempted from disclosure pursuant to the Freedom of Information Act (5 U.S.C. 552) if the records had belonged to the Federal awarding agency.

(g) Indirect cost rate proposals, cost allocations plans, etc. Paragraphs (g)(1) and (g)(2) of this section apply to the following types of documents, and their supporting records: indirect cost rate computations or proposals, cost allocation plans, and any similar accounting computations of the rate at which a particular group of costs is chargeable (such as computer usage chargeback rates or composite fringe benefit rates).

(1) If submitted for negotiation. If the recipient submits to the Federal awarding agency or the subrecipient submits to the recipient the proposal, plan, or other computation to form the basis for negotiation of the rate, then the 3-year retention period for its supporting records starts on the date of such submission.

(2) If not submitted for negotiation. If the recipient is not required to submit to the Federal awarding agency or the subrecipient is not required to submit to the recipient the proposal, plan, or other computation for negotiation purposes, then the 3-year retention period for the proposal, plan, or other computation and its supporting records starts at the end of the fiscal year (or other accounting period) covered by the proposal, plan, or other computation..

Procedure:

Activity Folder Record Retention:

After the “Grant Close-Out” procedure is completed, the Post-Award Supervisor gives the Administrative folder to the Business Analyst (BA), who changes the activity status of the account in SAM and InfoEd to “inactive”, signs off on the edit sheet, and returns the folder to the Administrative Assistant.  The Administrative Assistant files the “inactive” folder in the appropriate file drawer.  As a rule, Grants Administration keeps hard copy files of the award’s present budget year (“active” file) and previous budget year (“inactive” file).  Any inactive files over a year old are removed from the file drawer and boxed up.  These files are picked up by New England Documents for electronic scanning.  Within 2-3 weeks, files are available on-line via the Papervision portal.  
Clinical Trial Documentation:

Administrative departments are responsible for keeping all clinical trial back up (consent form, etc) in a secure and accessible location.  The department should discuss length of time with the Office of Grants Administration and/or review of contract.
Research Accounting Record Retention:

1. Journal Entries

2. Cash Receipts

3. Accounts Payable and Payroll checks for PHC

4. Billing Slips

5. Bank Statements

6. Bank Reconciliations

Retention length for a particular document type based on BMC Policy is as follows:

· Journal Entries – Permanent

· Cash Receipts – Permanent

· A/P and Payroll cancelled checks – 10 years
· Billing Slips – NA

· Bank Statements – 10 years
· Bank Reconciliations – 7 years
Retention methods include:

· Iron Mountain – records are compiled in boxes, which are logged/inventoried for storage in an off- site facility operated by Iron Mountain.

· Papervision – records are scanned by New England Document Systems and can be viewed online. 

· On-Site – physical records are kept on BMC premises

Determining Factors for Retention Method:

· Document Age

· Document Type

	Document Type
	Iron Mt.
	Papervision
	On-Site

	Journal Entries
	10/1/96 to 9/30/01
	10/1/01 to On-site
	Current & Unaudited Fiscal Year’s

	Cash Receipts
	7/1/96 to 9/30/99
	10/1/99 to On-site
	Current & prior Fiscal Year

	A/P and Payroll checks for PHC
	6/1/98 to On-site
	None
	Current & prior Fiscal Year  

	Billing Slips*
	None
	None
	Current & prior Fiscal Year*

	Bank Statements
	None
	None
	All up to 10 years

	Bank Reconciliations
	None
	None
	All up to 7 years


We have yet to determine which retention method to use for Bank Statements or Bank Reconciliations. Currently all of these documents are retained on-site.

Billing Slips other than the two most current fiscal years are destroyed.

Iron Mountain Procedures:
1. Pack documents into standard sized Iron Mt. boxes (Model # 2000A which can be ordered by calling 800-934-3453)

2. Label contents of box 

3. Fill out Iron Mt. Transmittal Form & affix Transmittal sticker/label where indicated on box. 

4. Contact Iron Mt. to arrange pick-up (tel: 800-934-3453)

5. Update Iron Mt. Storage log (Excel file located in Trustees/Accounting-Grant/Gambro Retention)

For additional Iron Mountain info including directions for filling out Transmittal forms refer to documents located in Trustees/Accounting-Grant/Gambro Retention/Iron Mt Retention Docs

Procedure to scan documents for Papervision:
Gambro (Post – Award) Journal Entries:
1. Prepare an Excel coversheet listing all Journal Entries to be imaged. Include the Journal #’s and Post dates. Coversheet examples can be found in Trustees/Accounting-Grant/Gambro Retention/Papervision JE Cover

2. Sort/Collate entries in numerical order

3. Insert bar-coded document break after each journal entry.

4. Remove all staples/fasteners from entries.

5. Box Entries placing coversheet on top (separated from JE’s by yellow barcode insert.)

6. New England Document Systems will pick up documents in Gambro the 1st Wednesday of every month

7. Contact FIS to alert her about the job

8. FIS receives file from New England Document Systems via FTTP 

9. FIS loads the job into Papervision for use.

Gambro (Post Award) Cash Receipts (Same steps as Gambro Journal entries with the following changes):
1. Prepare an Excel Coversheet including these fields for cross reference:

· Description

· Batch#

· Reference

· Deposit Date

· Payor

· Check#

· Check Date

· Check Amount

· Batch Total

Refer to prior coversheet examples located in Trustees/Accounting-Grant/Gambro Retention/Papervision Cash Receipts Coverpage.

2. Convert coversheet file to TEXT Format & E-mail file to New England Document Systems for match and merge process. TEXT conversion directions can be found in Trustees/Accounting-Grant/Gambro Retention/Retention Procedures

Maintenance
1. Periodic review of document inventory - Checks can be destroyed after 10 years. Some on-site documents can be transferred to PaperVision etc)

2. Retention logs need to be updated for Papervision and Iron Mountain as files are sent for storage or scanning.
Record Retention Compliance by Document Type and Method:
	Document Type
	GAMBRO Retention duration as per BMC Policy
	Iron Mt.
	Papervision
	On-Site

	Journal Entries
	Permanent
	10/1/96 to 09/30/01
	10/1/01 to On-site
	1+ years (Current & Unaudited Fiscal Years)

	Cash Receipts/Cash Book

(inc. Bank Deposit Slips ACH/Loc Draw etc.)
	Permanent
	7/1/96 to 10/1/99
	10/1/99 to On-site
	2 years (Current & prior Fiscal Year)

	AP Checks for PHC
	10 Years
	6/98 to On-Site
	none
	2 years (Current & prior Fiscal Year)

	Payroll Checks for PHC 
	10 Years
	4/99 to On-Site
	none
	2 years (Current & prior Fiscal Yaer)

	Billing Slips
	NA
	None
	none
	2 years (Current & prior Fiscal Year)*

	Bank Statements
	10 Years
	None
	None
	All up to 10 years

	Bank Reconciliations
	7 Years
	None
	None
	All up to 7 years

	Accounts Written Off
	7 Years
	(see JE’s)
	(see JE’s)
	(see JE’s)

	A/R Aging Reports
	NA
	NA
	NA
	NA

	A/R Ledger
	NA
	NA
	NA
	NA

	P&L Statements
	NA
	NA
	NA
	NA

	General Ledger
	NA
	NA
	NA
	NA

	Subsidiary Ledger
	NA
	NA
	NA
	NA

	Trial Balance
	NA
	NA
	NA
	NA

	A/P Ledger
	NA
	NA
	NA
	NA

	A/R Invoices
	NA
	NA
	NA
	NA

	Authorization Accounting
	NA
	NA
	NA
	NA

	Budgets
	NA
	NA
	NA
	NA

	Cash Disbursement and Receipt Record
	NA
	NA
	NA
	NA

	Cash Sales Slips
	NA
	NA
	NA
	NA

	Charge Slips
	NA
	NA
	NA
	NA

	Check Register
	NA
	NA
	NA
	NA

	Expense Reports
	NA
	NA
	NA
	NA

	Financial Statements
	NA
	NA
	NA
	NA

	Investment-Sales/Purchases
	NA
	NA
	NA
	NA

	Petty Cash Records
	NA
	NA
	NA
	NA

	Purchase Orders
	NA
	NA
	NA
	NA

	Vendor Invoices
	NA
	NA
	NA
	NA

	Voucher Check Copies
	NA
	NA
	NA
	NA

	Balance Sheets
	NA
	NA
	NA
	NA

	Chart of Accounts
	NA
	NA
	NA
	NA
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