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Section 1. Purpose
To describe records that will be retained by the Alaska State Council Emergency Nurses Association (AK ENA) as prudent business practices and to describe the process of destruction of AK ENA records at such a time they are no longer needed by nor are relevant to AK ENA.

Section 2. Standards/Criteria
Many records are deemed to have long-term relevance for AK ENA and therefore are retained according to the following:
1. Permanent records will be maintained indefinitely
a. Annual reports- budgets since inception of this policy- on paper and on website
b. Articles of Incorporation- paper and on website
c. Audit reports- if these were done
d. All Bylaws since inception of this policy- paper and on website
e. Operating guidelines- paper and on website
f. Document Destruction Log (See form)- President will keep
g. Meeting minutes- on website
h. Copies of all publications (newsletters)- on website
i. Tax exempt status filings and any other documents that pertain to the establishment and permanent operation of this organization- president will keep
2. Records retained for Seven years. AK ENA will retain certain accounting records for seven years in order to meet statutory, tax, grant and audit requirements. These include:
a. Accounting records such as bank statements, check registers, cancelled checks, receipts for reimbursements, and supporting documentation. 
b. Cash receipt records- paper copies
c. Form 990-N records and 1099-MISC forms- paper copies

Section 3. Operational Procedures
From the time of adoption of this policy forward, records will be retained as indicated here. Prior records that are available will be retained according to the same procedure. Copies shall be kept of all permanent paper records via a pdf scan that is stored electronically. The AK ENA website may serve as one mode of electronic backup for paper documents.


All documents listed must be created and stored. 
The President will retain paper copies of the following:
1. Articles of Incorporation & amendments 
2. Audit reports if done
3. Bylaws
4. Operating Guidelines
5. Document destruction log
6. Tax exempt status filings 
7. Budgets
8. Meeting minutes
The treasurer will retain paper copies of the following:
1. Accounting records such as bank statements, check registers, cancelled checks, receipts for reimbursements, and supporting documentation. 
2. Form 990-N records and 1099-MISC forms
3. Cash receipt records- paper copies

Record Destruction Procedures
AK ENA documents will be shredded by means of a paper shredder. THE AK ENA President and a member of the Board of the Alaska State Council will witness all paper destruction. All document destruction will be documented on the AK ENA Document Destruction Log. 
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