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Purpose: To establish guidelines for the administration and storage of pertinent McFarland 

UCC (MUCC) information and documents.  

 

 

Policy Statement: There are many different documents and records generated to support 

MUCC, including building and grounds contracts, bulletins and newsletters, email 

communication, insurance policies, membership and contribution statements, personnel 

records, annual meeting information, committee records, governing documents, inventories of 

property and equipment, property-related documents, and tax-exempt certificates.  This 

information is retained and stored using appropriate storage methods for either short-term (i.e., 

two to six years) or long-term (i.e., permanent) retention. Retention of financial records as well 

as church historical information is only partially addressed.  

 

Definitions: 

● Cloud: digital storage on servers (currently Google servers) accessed over the internet, 

along with the software and databases that run on them, allowing remote data storage 

and access. 

● Portable hard drive: digital storage on a portable device that is securely retained off-site 

with backup of all files saved in the Cloud to this device at six-month intervals. 

● Hard copy: paper storage in the church office or boxed archival storage. 

 

Procedures:   

1. Short term retention (deleted or destroyed after 2 to 6 years, depending on the 

document) 

a. Building and Ground Contracts 

i. Summary: Contracts that are ongoing or have either been completed or 

terminated, including repairs and maintenance, lease agreements, 

loans/notes, and service-type contracts. 

ii. Storage Method: Cloud and/or hard copy; 3 years for service contracts 

(destroy after 3 years), 6 years for repairs/maintenance, leases, loans, 

and notes (destroy after 6 years). 

b. Bulletins/Newsletters 

i. Summary: Sunday bulletins, special local church occasion bulletins, and 

newsletters. 

ii. Storage Method: Cloud (delete after 2 years). 



c. Email  

i. Summary: Web-based email account (when a person no longer has a 

MUCC mail account). 

ii. Storage Method: Cloud – delete after the individual completes their SaLT 

term or their team leadership role. Pastor email account will be deleted 

when a new settled pastor is hired. Deviations from these guidelines 

require approval from SaLT. 

d. Insurance Policies/Accident and Injuries Records 

i. Summary: Current and former insurance policies and related 

correspondence. Accident and injury reports and related correspondence. 

ii. Storage Method: Cloud; 3 years for insurance, 6 years for injury claims 

and correspondence; then delete. 

e. Personnel Records 

i. Summary: Personnel files, annual evaluations, job descriptions, contract 

(if applicable), applicant information relevant to the hiring process, 

correspondence related to job performance, grievances, duties, and 

position resignation.  

ii. Retainer of Information: Personnel Committee. 

iii. Storage Method: Cloud or hard copy accessible only by Personnel 

Committee; personnel records deleted 3 years after termination, 

resignation, or grievance settled; hiring records deleted 1 year after 

position filled. 

 

2. Long Term Retention (retained permanently) 

a. Annual Meeting Information 

i. Summary: Closing of the books, records, financial reports, and balance 

reconciliation records.  This series documents the annual fiscal year-end 

status of accounts and provides the office with summary information 

relating to its programs, which may be used for planning or review.  

ii. Storage Method: Cloud and portable hard drive (all years), and hard copy 

(all years). For prior years, if hard copy it remains hard copy. 

b. Committee/Ministry/SaLT Records 

i. Summary: Church Committee and Ministry Records; activities of SaLT, 

standing and ad hoc ministries, committees, and teams.  May include, but 

is not limited to, meeting minutes, reports, and related important 

documentation. Annual reports from Team Leads are retained 

permanently. 

ii. Storage Method: Cloud for 2 years, portable hard drive after 2 years. For 

prior years, a hard copy remains in hard copy form. 

c. Governing Documents (Bylaws/Constitution/Policies) 

i. Summary: Bylaws, constitution, policies, and amendments. 

ii. Storage Method: Cloud and hard copy of current version; portable hard 

drive after any amendment. 

d. Membership and Contribution Statements 

i. Summary: List of current church membership, including active and non-

active members, friends, and deleted members, and corresponding 



contribution statements. Membership list is reviewed and updated 

annually by SaLT; contribution statements are distributed annually. 

ii. Retainer of Information: Church management software company. 

iii. Storage Method: Cloud 

e. Inventories of Property and Equipment/Furnishings/Appliances 

i. Summary: Lists, both written and photographic, of property and 

equipment, equipment, furnishings, and appliances. 

ii. Storage Method: Cloud until removed from church. 

f. Property Deeds/Architectural Drawings, Blueprints, and Maps 

i. Summary: Deeds, title papers, conveyances (e.g., community garden), 

easements, certificates of title to property, real estate survey, plot plans, 

including a detailed record of the land and buildings. Also includes 

contracts on new construction, equipment, and improvements. 

ii. Storage Method: Cloud, hard drive, and/or hard copy. 

g. Tax-Exempt Certificates 

i. Summary: Tax-exempt status and related correspondence. 

ii. Storage Method: Cloud. 

 

Policy Review: 

This policy is reviewed by SaLT annually. 

 


