Vital Records Templates


	Area/Department
	Vital File/List/Record/Database
	Lead/Distribution
	Updated/Reviewed
	Electronic Location
	Hard copies Location

	Financial
	Bank Accounts/Signatory(s)
	
	
	
	

	
	Payroll data
	
	
	
	

	
	Audits
	
	
	
	

	
	Property/liability insurance
	
	
	
	

	
	Tax Identification Info
	
	
	
	

	Buildings/Equipment
	Lease (includes photos of property)
	
	
	
	

	
	Furniture (include photos)
	
	
	
	

	
	Copier
	
	
	
	

	
	Building Plans
	
	
	
	

	
	Building inventory and photographs
	
	
	
	

	IT
	Servers
	
	
	
	

	
	Computers/printers equipment (ID #s)
	
	
	
	

	
	Software/Serial #s
	
	
	
	

	
	Online subscriptions/Passwords
	
	
	
	

	Human Resources
	Personnel Records
	
	
	
	

	
	Health Insurance
	
	
	
	

	
	Payroll information
	
	
	
	

	Program A
	Client Records
	
	
	
	

	
	Contract with Agency X
	
	
	
	

	Program B
	
	
	
	
	

	Program C
	
	
	
	
	

	Development
	Proposals/Reports
	
	
	
	

	
	Funder/Donor Information
	
	
	
	

	Emergency Contact Lists
	Vendors
	
	
	
	

	
	Staff 
	
	
	
	

	
	Tenants
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