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Records Retention Guide of the Minnesota State Council 
Records Retention -What Records Should We Keep and How Long? 
ENA does not have an official records retention policy for State Councils. The following is a suggested policy that can be customized depending on circumstances in each state. 

Permanent Records 
The State Council will maintain certain records permanently. These include: 

· Tax returns 

· Annual reports 

· Audit reports 

· Bylaws 

· Articles of Incorporation 

· Meeting minutes 

· Property and equipment records 

· Trademark registrations and copyrights 

· Printer’s proofs of all publications 

· Legal documents 

· Tax-exempt status filings and any other documents that pertain to the establishment and permanent operation of the Association 

Records Retained for Seven Years 
The State Council will retain certain accounting records for seven years in order to meet statutory, tax, grant and audit requirements. These include: 
• Primary accounting records such as bank statements, check registers, cancelled checks and supporting documentation 

• Cash receipts records 

• Brokerage and/or investment account statements 

• Completed grant program documents and contracts 

• Expired contracts 

• Form 1099 records 

This is a traditional records retention policy. In the age of electronic data, a good records retention policy also should require adequate back-up and safeguarding of computerized data. The policy should set standards/criteria for what constitutes ‘adequate’ back-up and protection of data. For example, duplicate copies of backed-up data might be made periodically, with each stored in an offsite location. 

 There might also be some provision for destroying hard copy records if there are electronic versions. 

Records should never be destroyed if an organization has knowledge of a pending government investigation or litigation. 

The State Council should maintain a Destroyed Records Log on which to simply record what data was destroyed, when and by what method.

