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IERTIHED FUBLI. ALLOUN AN = ADY 150K

Document Description Retention Period

Accident reports and claims (settled cases)...........c..co.... 7 yrs.
Accounts payable ledgers and schedules...............c......... 7 yrs.
Accounts receivable ledgers and schedules..................... 7 yrs.
Audit reports of accountants ..........cccevevererieiesiiiiesennens Permanently
Bank reconCiliations............cccoceverieineniiene e 3yrs.

Capital stock and bond records: ledgers,
transfer registers, stubs showing issues,

record of interest coupons, options, etc. .........ccccceeeruenee. Permanently
Cash DOOKS........ccoiueieieici e Permanently
Chart 0f aCCOUNTS .......ocviviviieiccecc e Permanently
Checks (cancelled but see exception below).................... 7 yrs.

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

underlying transaction) .........cccccoeoeiiieninenene e Permanently
Contracts and leases (eXpired) .......ccoccoeeriererencinieenenn 7 yrs.
Contracts and leases still in effect..........c.ccccevevirvinnnnn. Permanently
Correspondence (routine) with customers or

VENAOTS. ..ottt lyr
Correspondence (general) ........ccoceevevveieiiiieneveseseeiees 3yrs.

Correspondence (legal and important matters only)........ Permanently

Deeds, mortgages, and bills of sale ..o Permanently
Depreciation schedules ..o Permanently
Duplicate deposSit SHPS ........coeeererireniierene e 3yrs.
Employee personnel records (after termination)............. 7 yrs.
Employment applications...........cccccoeevvivenencnecicieccenn, 3yrs.

Expense analyses and expense distribution schedules ....7 yrs.

Financial statements (end-of-year, other months

OPLIONAD) .. e Permanently
General and private ledgers (and end-of-year

DAIANCES) ... Permanently
Insurance policies (EXPIred) .......ccocooevrerieieneieeeneee 7 yrs.
Insurance records, current accident reports, claims

PONICES, BIC. cuvovriiciicicee e Permanently
Internal audit reports (in same situations, longer

retention may be desirable) ..........ccocviiieviieiiiicien, 3yrs.
Internal reports (miscellaneous) .........c.cccvvverevierieiennane, 3yrs.
Inventories of products, materials, and supplies.............. 7 yrs.
INVOICES 10 CUSTOMENS. .....oviiiieiieieeiceie s 7 yrs.
INVOICES 10 VENUOIS ... 7 yrs.

JOUMNAIS ... Permanently

RECORDS RETENTION SCHEDULE

Document Description Retention Period

Minute books of directors and stockholders,

including by-laws and charter...........c.ccocoevevivveiiieinne, Permanently
Notes receivable ledgers and schedules.............ccc.c...... 7 yrs.
Options records (EXPIred) ......c.cceevevverieirsiesisese e 7 yrs.
Payroll records, summaries and returns including

PaymMeNts t0 PENSIONETS.........cveivreeerieerereeeeierereerereenenes 7 yrs.
Petty cash VOUCNENS ...........cooeieiiiiicee e 3yrs.
Physical iINVENtOry tags .......cccoeereerieiereeesese e 3yrs.
Plant oSt [€AQErS......c.civiiiiiiieiccec e 7 yrs.
Property appraisals by outside appraisers............cc.co...... Permanently

Property records — including costs, depreciation
reserves, end-of-year trial balances, depreciation
schedules, blueprints, and plans..........cccoceoeiniiiiennnne Permanently

Purchase orders (except purchasing department copy) ... 1 yr.
Purchase orders (purchasing department copy) .............. 7 yrs.
Receiving Sheets .......cooiiiiiiceee e
REQUISITIONS ...
SalES FECOMUS .....viviiiirercecii e
Sales taX FELUMNS. ...
Savings bond registration records, sales, etc
Stenographer’s Notebooks...........cccooviiiiiiiiiiees
Stock and bond certificates (cancelled) .........c.ccoceeeneneee

Stockroom withdrawal forms.........cccccceevveeiiciie e,

Subsidiary [8Agers.........ccveieiereeree e

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

income tax liability .........ccoooveviiviiiiec e Permanently
TiME BOOKS ..o 7 yrs.
Trade mark registrations..........cccovevvvienievenierenees s Permanently
Voucher register and schedules ............ccocooeieiciiiennne. 7 yrs.

Vouchers for payments to vendors, employees, etc.
(includes allowances and reimbursement of
employees, officers, etc. for travel and entertainment
EXPENSES) 1vvirverrerearterearestessesteseesseseaseereatestesaessesaesensereas 7 yrs.

The above are suggested record retention periods. There is
no absolute statue of limitations. The retention period for
each statute varies by the type of law and the state involved.




