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Khanya Data Flow Procedure  

 

 

 

 

 

 

 

                                                                      

 

 

 

 

Correspondence 
to Khanya 

Written 
Letters 

Emails 

To Khanya 
Secretary 

Responded to by 
secretary if general 
enquiry/ request or   
referred to relevant 
trustee if specific 
query/request 

Documents 
eg policies 
and meeting 
papers  

Docs 
drafted 
and 
circulated 
by email 

All documents filed by Secretary in 
reverse date order (YearMonthDay) in 
Khanya folder held by the Secretary. 
Sensitive papers are password 
protected. 

All correspondence filed (scanned first if hard format) 
by Secretary in reverse date order (YearMonthDay eg 
20201012). Personal details password protected. Held 
for 6 years only. 

If documents/content info to 
be shared outside Khanya, eg 
on social media/website , 
documents are to be pdf’d first 

Data 

Held securely by 
Secretary/Vice Chair 
using password 
protection 

Ann Lusmore, Khanya Secretary, May 2023. V0.2 Review 2026. 

Financial data 

Donor 
information 

Held securely by 
Treasurer using 
password protection 

All data/donor info shared between Trustees to be 
password protected. No such information to be 
shared outside Khanya without permission from 
the Trustee Board and if so, must be anonymised 
and password protected.  

Once finalised, all 
documents to be 
saved using 
standard Khanya  
format templates 

http://www.khanya.org.uk/

