BUSINESS RECORD RETENTION SCHEDULE

Accident reports and claims (settled cases).............ccoeeeneenn. 7 years
Accounts payable ledgers and schedules................ccccovinnnnn, 7 years
Accounts receivable ledgers and schedules........................... 7 years
AUAIE TEPOITS. ..o e e Permanently
Bank reconCiliationsS.........coovvie e i 2 years
Bank Statements.......c.ove i 3 years
Cafeteria Plan. ... 7 years
Capital stock and bond records; ledgers, transfer registers, stubs

showing issues, record of interest coupons, options, etc......... Permanently
Cash DOOKS. .. ... Permanently
Charts 0f aCCOUNTS........ooie i e, Permanently
Checks ( cancelled, but see exception below)......................... 7 years

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)........ Permanently
Contracts, mortgages, notes and expired leases....................... 7 years
Contracts and leases still ineffect..............cooviiiiii i, Permanently
Correspondence (routine) with customers or vendors............... 1 year
Correspondence (general)..........vviiiiiiiin i, 3 years
Correspondence( legal and important matters only)................... Permanently
Deeds, mortgages and billsof sale................c.coeiviiini, Permanently
Depreciation schedules...........ocooiiiii i, Permanently
Duplicate deposit SHPS.......ovvvrriiii e, 2 years
Employee personnel records (after termination)...................... 3 years
Employment applications..............ccccoiiiii i, 3 years
Expense analysis and expense distribution schedules................ 7 years
Financial statements( year end)..........cocooviiiiiii i i Permanently
GarNISNMENTS. .. ..t e e e e 7 years
General and private ledgers, year end trial balances.................. Permanently
Insurance policies (eXPired).......covvveiieiie i e, 3 years

Insurance records, current accident reports, claims, policies, etc....Permanently
Internal audit reports ( longer retention periods may be desirable)..3 years
Internal reports ( miscellaneous)... e 3 YEAPS
Inventories of products, materials, and supplles ....................... 7 years



INVOICES 10 CUSTOMENS. .. .\ veietee e eeeeee et e e e eee e 7 years

Invoices from vendors..........c.coo i, 7 years
JOUMNAIS. ..o s Permanently
Minute books of directors, stockholders, bylaws and charter....... Permanently
Notes receivable ledgers and schedules..............ccoooviiinn, 7 years
Option records (EXPIred ) ... v v ire et 7 years
Payroll records and summaries, inc. payments to pensioners....... 7 years
Personnel files (terminated )..........coovviiiii i, 7 years
Petty Cash VOUCKNEIS. ... e e e e e e, 3 years
Physical INVENtOry tags........ovveve i e e e e 3 years
Plant cost Iedgers. ..o 7 years
Property appraisals by outside appraisers............ocoeviveiveninnn Permanently

Property records, including costs, depreciation reserves, year
end trial balances, depreciation schedules, blueprints ,plans....Permanently

PUIChase OFderS......c.o oo e e e e e, 3 years
ReCeIVING SNEETS. ... 1 year
Retirement and pension reCords..........oouvuviiiinien e e aeenes Permanently
REQUISTEIONS. .. e e e e e 1 year
Sales CoMMISSION FEPOITS. ... vttt et e e e e e aee e, 3 years
SalES FBCOIS. ..ttt e e 7 years
Savings bond registration records of employees...................... 3 years
Scrap and salvage records ( inventories , sales, etCc.)................. 7 years
Stenographers’ Notebooks..........ccocviii i, 1 year
Stock and bond certificates ( cancelled)..............cccoeeiieiinn . 7 years
Stockroom withdrawal forms.............ccoooviiiiiiiii e, 1 year
Subsidiary ledgers.......oooi i 7 years

Tax returns and worksheets, revenue agents’ reports and other
Documents relating to determination of income tax liability...Permanently

Time books and cards..........coov i 7 years
Trademark registrations and copyrights.............cooviiiiinnnn, Permanently
Training ManualS.........coo i e Permanently
Voucher register and schedules...........c.ooooviiiiiiii e, 7 years

Vouchers for payments to vendors, employees, etc. ( includes
allowances and reimbursement of employees, officers, etc.,
for travel and entertainment eXpPenses)........c.voveveenennnn. 7 years
Withholding tax statements............ccvvviiiiiiiii e e e, 7 years
WOrK IN ProCESS FEPOITS. . v vee e et e e e e e e aen e 5 years






