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Minnesota ENA Records Retention and Destruction Policy 
 
Purpose: 
To describe what records are kept, for how long, who keeps them, and how to track which records are 
destroyed. 
 
Policy: 

1. The Minnesota State Council (MSC) Emergency Nurses Association (ENA) will maintain certain 
records permanently. These include: 

a. Tax returns 
b. Annual reports 
c. Audit reports 
d. Bylaws 
e. Articles of Incorporation 
f. Meeting minutes 
g. Property and equipment records 
h. Trademark registrations and copyrights 
i. Printer’s proof of all publications 
j. Legal documents 
k. Tax-exempt status filing and any other documents that pertain to the establishment and 

permanent operation of the Association 
2. The MSC ENA will retain certain accounting records for seven (7) years in order to meet 

statutory, tax, grant and audit requirements. These include: 
a. Primary accounting records such as bank statements, check registers, cancelled checks 

and supporting documentation 
b. Cash receipt records 
c. Brokerage and/or investment account statements 
d. Completed grant program documents and contracts 
e. Expired contracts 
f. Form 1099 records 

3. These records may be kept electronically, but at least one (1) paper hard copy back-up and one 
(1) electronic copy should be kept off-site to ensure computerized data is safeguarded. Back-up 
data should be made periodically. 

4. MSC ENA will maintain a log of what records were destroyed. The log will identify what data was 
destroyed, when and by what method. 

5. Records should never be destroyed if MN ENA has knowledge of a pending government 
investigation or litigation.  

 
Procedure: 
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1. At the end of the officer’s term the officer will pass on the records of their office. The Secretary 
passes to Secretary all documents pertinent to this office. The Treasurer passes to Treasurer all 
documents related to finances, as well as taxes and information related to the accountant. The 
President passes to President all documents related to this position. 

2. The process of destroying records optimally is done with two (2) people. 
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