
WESTAR Procedure #1:
Records Management and Retention
Purpose:

This procedure describes how records are to be managed in compliance with applicable provisions of EPA grant regulations. 

Definitions:

General Notes:  

WESTAR is responsible for documenting all activities, expenses, income, and results from project funded by EPA. WESTAR has adopted and is implementing policies and procedures governing documentation associated with specific activities and functions, including but not limited to: 

Policies
GA-00-02
Contracting and Procurement

FA-00-02
Dividend and Interest Procedures

FA-00-06
WESTAR Travel Expense Reimbursement

Procedures


1.
Records Management and Retention


2.
Time Reporting 


3.
Property Management 


4.
Salary Administration


5.
Payroll Administration


6.
Selection of Training Providers


7.
Grant Payment Requests


8.
Coding and Account Allocation Procedures
Files that document WESTAR’s activities are retained at WESTAR’s headquarters offices. Staff may maintain “working files” of ongoing projects, however all financial and contractual documents are to be maintained at headquarters. Once a project is completed, all documentation is to be forwarded to headquarters.
Process Steps/Descriptions: 

1. Filing

The filing system is designed to achieve one simple objective – the timely retrieval of documents upon request. The specific filing system is not critical, so long as documents are retrievable, even in the absence of the person who set up the filing system. Currently, the system consists of the following:
· Expense documentation should be filed alphabetically by vendor/payee.
· Contract records should be filed alphabetically by contractor.

· Credit card expenses are a special case. There should be documentation for each expense charged to the credit card filed with the credit card invoice. However, original invoices are typically filed with the vendor/payee in accordance with the first bullet above. In this case, copies of the invoice should be made to back up the credit card record.

· Employee records, including timesheets, performance appraisals, and salary information should be filed in the employee’s personnel file.

· Payroll records are to be filed by calendar year.

· Property management records, including an inventory of all insured supplies, should be filed with office insurance records, which are filed with other expenses by insurance vendor.

· A separate file of grant reimbursement and payment records, including supporting documentation, should be maintained by grant year.

2. File retention

· All documentation related to a federal grant award, including expense documentation, income, reimbursements, work plans, grant applications, executed grants and contracts, and progress reports are to be retained for a minimum of three years from the date of submission of the quarterly or annual financial report.

· Electronic accounting records are to be maintained for at least three years after the close of the grant.

· All records that are related to an active audit or litigation are to be retained until the litigation or any issues identified in the audit have been resolved.
· All records related to the purchase of capital equipment are to be retained for at least three years after disposition.

References:  

· 2 CFR 200.333
Records Management and Retention
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