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The Connecticut ENA State Council will maintain records. 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 this organization

Records Retained for Seven Years 
The Connecticut ENA 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
· From 1099 records.
Adequate Backup
 All documents listed above that are kept in a computerized form will have a back-up made no less than every 2 months. The back-up will be stored in a secondary off-site location from the original.

Document Destruction 
Any and all documents destroyed by this organization will be conducted at a State Council Meeting.
All paper destruction will be completed by means of a paper shredder.
All electronic destruction will be witnessed by the President of Connecticut ENA, the Secretary, and one other member of the State Council.
All document destruction will be documented on the Connecticut ENA Document Destruction Log.
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