6B Financial Records Sample Policy COLT (voluntary land trust)

1)         The Treasurer is responsible for keeping and maintaining all financial records of the organization.

2)         All records are held at the COLT Office.

 3)         COLT will maintain backup copies of all records and outside of COLT office.

       i) Duplicate copies of many records are kept at other off-site locations which are considered secure.

       ii) Solicitor’s office – land appraisals; covenants; lease agreements; appraisals and other solicitor/client documents.

       iii) Land Registry Office – covenants and land appraisals.

       iv) Accountant’s Office – financial documents, annual audits.

       v) All other records, which include annual property inspections; photographs of property; notes made after contact with possible land donors; minutes of meetings and other sensitive documents will be digitally copied and stored outside COLT offices. This responsibility will be undertaken by COLT Secretary.

