S

-
BBB.

Accident reports/claims (settled cases) .................. 7 yrs.
Accounts payable ledgers & schedules............ccuu00s 7 yrs.
Accounts receivable ledgers & schedules ................ 7 yrs.
AL FEDOTES s vresnnsor s ersxammmsnmrespsmasmsss san s e Permanently
Bank reconciliations ........ccoievviiiiiiiii, 2 yrs.
Bank statements c.usseirvssiesismsnsiannspmnnvissayenssainsvae 3 yrs.

Capital stock & bond records: ledgers, transfer
registers, stubs showing issues, record of interest

coupons, options, etc ....ccovviiiiiiiiiiiiinn Permanently
Cash DOOKS ..ivseiivvesnvspmsnsinesmssanioseasssissaas Permanently
Charts of accounts .......ccevviiiiiiiiiieiiiiieens Permanently
Checks (canceled - see exception below) .............. 7 yrs.
Checks

(canceled for important payments - i.e., taxes,
purchases of property, special contracts, etc.
Checks should be filed with the papers pertaining

to the underlying transaction.)............cec........ PErmanently
Contracts, mortgages, notes, & leases

(expired) .. I cereenernerennsnensneee 7 YIS.
Contracts, mortgages, notes, & Ieases

(Still ineffett) ...cvomvrmiusmmmrasissunepesaeissnases Permanently
Correspondence (general) ..o.oovviiviiiiiiiiiiiiiiiiiinn, 2 yrs.
Correspondence

(legal & important matters only).... . Permanently
Correspondence (routine) with customers

and/or vendors .....cceiiiiiin s e 2 yrs.
Deeds, mortgages, & bills of sale ................ Permanently
Depreciation schedules ............c.cccevuniiinnene. Permanently
Duplicate deposit slips ....c.covvviviiiiiiiiiiiiiiiea 2 yrs.
Employment applications ......ccoovviiiiiiiiiiiiiennnnn, 3 yrs.
Expense analyses/expense distribution

schedules ....ccovvviiiiiiii 7 yrs.
Financial statements

(year-end, other optional) .........ccovvvninnnn, Permanently
Garnishments s nmamamnaaianiss s 7 yrs.
General/private ledgers, year-end trial

Dalanee s G Permanently
Insurance policies (expired).....cccocviiiiiiiiiiiiiiiiiinnn. 3 yrs.
Insurance records, current accident reports, claims,

policies, etC osmiviii i v o Permanently
Internal audit reports (longer retention periods may

g o E T o= R 3 yrs.
Internal reports (miscellaneous)..........cccovviiivniennns 3 yrs.
Inventories of products, materials, and

supplies ... wevesvninenienineens 7 YIS,
Invoices (to customers from vendors) ................... 7 yrs.
JoUrNAIS ..oviiiiiiii Permanently

|$HRED IT & FORGET IT!

Records Retention Schedule

(Source: Internal Revenue Service)

Minute books of directors, stockholders, bylaws, and

charter .. rereenenes. PErManently
Notes recervable Iedgers & schedules .................... 7 yrs.
Option records (expired) .....ccocvvvviiniiiiiininiiii, 7 yrs.
Patents & related papers ........ccoevviiiiiiiiiinnns Permanently
Payroll records & SUMmMAries ........ocovvvviiiiiiniieninnins 7 yrs.
Personnel files (terminated) ........ccocovviiniiiiinininnenns 7 yrs.
Petty cash vouchers ...ciiinnininmiiiies 3 yrs.
Physical inventory tags .....cocoiiiiiiiiiiiiiiiiiiciiaan, 3 yrs.
Planticost ledgers «avrnnainismnniininiinniv 7 yrs.
Property appraisals by outside

appraisers... Permanently

Property records, mcludmg costs deprecnatlon reserves,
year-end trial balances, depreciation schedules,

blueprints, & plans .....cccceeviveiiiiiiiiinennnnn. Permanently
Purchase orders (except purchasing

department COpY) . cciiiiiinininiiiiiiniiiiisieea, 1yr.
Purchase orders

(purchasing department COpY) ......covvvvriniinnnnninn, 7 yrs.
Receiving sheets ..ooovviiiiiiiiiiei s 1yr.
Retirement & pension records .......c.coiviiininns Permanently
ReqUISItIONS ...vviiiiiiiiiiiiiiiiiiiiis s aeas s 1yr.
S5aleés commiSSion repPortS v s nras 3 yrs.
Sales records ..voviiiiiiii e 7 yrs.
Scrap & salvage records

(inventories, sales, etC.) ...oovivvviiiiiiiiiiiiiniiiina, 7 yrs.
Stenographers’ notebooks .......cvviiiiiiiiinn, 1yr.
Stocks & bonds certificates (canceled).........coovvvinnne 7 yrs.
Stockroom withdrawal forms ........ccoceiiiiiiiiiiniinnn 1yr.
SUbsicliary 18dgErS nnmuommasmris s 7 yrs.

Tax returns & worksheets, revenue agents’ reports,
and other documents relating to determination of

income tax liability ......ccoooiviiiiiiiiiiinnn, Permanently
Tie DOOKS/CaTHS fvummmmsaminsssms s 7 yrs.
Trademark registrations and

COPYHghES..cviciiiccicicccic e eens.. PEFMANently
Training manuals Permanently
Union agreements ....o.oovviiiiininiiiiiiniienininns Permanently
Voucher register & schedules ........cccovviviivniiinnnnnns 7 yrs.

Vouchers for payments to vendors, employees, etc.
(includes allowances and reimbursement of employees,
officers, etc., for travel and entertainment
EXPENSES) tuiuienrueenrnnrreatrananaaiarrrnresansnsssenrenns 7 yrs.

Withholding tax statements ........ccoooiiiiiiiiiiiiinn, 7 yrs.

The retention period is the number of years from the date the tax
return was filed. All material presented is for genera! anormatfon
only and should not be acted upon without profi e.




