Guidelines for Records Retention

Business records, especially those that are voluminous and bulky, should be disposed of as soon as they outlive their usefulness.
To help our clients determine which records they should keep and for how long, we have printed the following schedule. (This
schedule is only a guide. Special circumstances can alter the retention period.) Note: It is advisable to confer with an attorney

or CPA before destroying any records.

RETENTION RETENTION
Accident reports/claims (settled case)........cccccvveeereveevcesienene. 7YEaArs  JOUMNAIS .......ccocuviveicieeeteee e Permanently
Accounts payable ledgers and schedules..........cccccceveeeevecvennnen. 7 years  Minute books of directors, stockholders, bylaws,
Accounts receivable ledgers and SChedUlEs ................coovv...... 7 years and Charters ..o Permanently
Audit reports of aCCOUNTANS..............oovvveeeeeeeeeeeeeeoen Permanently Notes receivable ledgers and schedules...........ccccoeeveveveienene. 7 years
BaNK 1ECONCHTAtIONS ....vvvoeveeeeeeeeee e eeeeseeseseeseseeeeeeeseseeseeees 7 years  OPUONS TECONAS (BXPITE) ....ovvvvveessssivvinss 7 years
Bank statements ..o 7 years OSHA FBCOIUS. ....oveeerieere ettt st seeresaene 6 years
Capital stock and bond records (ledgers, transfer Patents and related papers.........ccovoeevenvvnes e Permanently
registers, stubs showing issues, record of interest Payroll records and SUMMArIES ..........cccceveeireverieresreeee e 7 years
COUPONS, OPHONS, BIC.) vvvssssvvvvvrrrssssvvvvrsnrsssvs Permanently  potty cagh VOUCHEIS ...oo...ooveeeeoeeeoeeeeeeeee oo 3 years
Cash DOOKS ........cceviveeeirieiericee e Permanently PhYSICAl INVEMLONY TGS v eeeeeeeeeeeeeeeee oo 3 years
Charts O ACCOUNTS wo.vvvvvvvrrsvvrrs v PErMANENY  Plant COSE IBAGETS ....vvvvreeeereeseseerseseseeesessesesesesssseeeeee s 7 years
Checks (canceled — see exception below).........ccccvveeneennee. 7 years Property appraisals by outside appraisers ..................... Permanently
Checks (canceled for importanj payments, i.e. taxes, Property records (including costs, depreciation
purchases of property, special contracts, etc. reserves, year-end trial balances, depreciation
Checks should be filed with the papers pertaining schedules, blueprints, and plans)..............o...coooveecrreveeenn. Permanently
to the underlying transaction) .............ccccoeeeeeiecnennns Permanently )
. Purchase orders (except purchasing department copy)................ 1 year
Contracts, mortgages, notes, and leases (expired).............cc....... 7 years )
o Purchase orders (purchasing department copy)..........cccceveeveneee. 7 years
Contracts, mortgages, notes, and leases (still in effect) ......Permanently .
ReCEIVING SNEETS......ceeeeee e 1 year
Correspondence (GENEIal) ........c.cveeveeeereveeesreesreeesreeee e seere e 2 years ) ]
. Retirement and pension records...........coceveeevereseesrennn, Permanently
Correspondence (legal and important matters only)....... Permanently L
) REQUISTTIONS ...ttt 1 year
Correspondence with customers and/or o
VENAOTS (FOULINE) ...vveeeeeeereeeeeeseee e 2 years  SQIES COMMISSION EPOMS ....ovvvrssvvverssvvvrnssvvnrssnn 3 years
Deeds, mortgages, and bills of SalE ................cooooocovo. Permanently SIS FBCOMUS ...t 7 years
Depreciation SChedules .............o..coovvveverrreeerereersne. Permanently ~ SCrap and salvage records (inventories, sales, €c.) ................ 7 years
DUPLICAte AEPOSIE SIIPS cvvevevvveereerreeeeeeeereeeeseeeeseeeeeeeeesesseseeeeee 2 years  Service contracts/extended warranties (after termination)........10 years
Employee/personnel files (terminated).................ooovvvvsrsseesrroren 7 years Stenographers’ NOtehOOKS ..........cccoveeicieicciiicccce e 1 year
Employment applications ................ovveeveeereeseeereeeeesesesssee. 3years Stock and bond certificates (CanCeled)...........ccowvvvrrssvvrssse 7 years
Expense-analyses/expense-distribution schedules.................... 7 years Stockroom withdrawal forms .........cccccceveieveiicnicee e 1 year
Financial statements (year-end and other optional)........ Permanently Subsidiary Iedgers ...................................................................... 7 years
GarNISHMENTS .......cvcveee et 7 years Tax returns and worksheets, revenue agen.ts’ r_eports,
) ) and other documents relating to determination of
General/private ledgers and year-end trial balance........ Permanently  income tax aDility.........oooooooooceoeoeooooeessee oo, Permanently
Gifts (rCOrd Of GiftS)....ovvvssvvvss v PErMANENY  Tijmg hOOKS/CATUS. . ...vrrroeeereesseeeereesesseeesesseseeenes e 7 years
Insurance policies (EXPIred).........eererrrreeererererererenee e 3 years Trademark registrations and COPYFightS.............cccccorrrr.... Permanently
Insurance records (current accident reports, claims, TrAINING MANUAIS ....vveooeeeeeeeeeeeeeeee e ees e see e seeeeseeeeons Permanently
POICIES, BIC.) w.venereeeeieserietee et Permanently )
. ) . UNiON @greBmMEeNtS ......ccoveeeeereeeereeerees e Permanently
Internal audit reports (longer retention periods may ]
DE AESITADIE) vvvveeeeeeeereeeee e eeee e seee s s eesees e s ses e aeeeens 3years VOUCEr register and SCNEAUIBS ...........ccooviiiriivvvinrisissiiiniinsss 7 years
Internal reports (MISCENlANEOUS) .............ovveerveeeeeeeeeeeeseeseeeee 3years Vouchers for payment to vendors, employees, etc.
) ) ) (includes allowances and reimbursement of employees,
Inventories of products, materials, and supplies............ccccccevee. 7 years officers, etc., for travel and entertainment expenses) ............. 7 years
Invoices (to customers, from vendors)..........ccccceeeeeveeveciecnennene. 7 years

Withholding tax statements..........ccocevevveeevcecriree e 7 years



