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Record Retention Guidelines for Business

Accounting Records

Auditors’ report & annual financial statements......................... Permanently
Bank statements and deposit SIPS.........o.eueuiiiiiiiiiiii e 7 years
Cancelled checks:
FiXed @SSets ...c.ouvviniiiiniiiiiiieii e Permanently
General ... 7 years
Payroll ... 7 years
Taxes (payrollrelated) ..........cooviiiiiiiiiiii, 7 years
Taxes (INCOME) .....ueuevnininiiniiiiieieii e Permanently
Cash disbursements journal ...........................ovveveieveneneen.. .. Permanently
Cash receipts Journal ...........ocovieiiiniiiiinni e, Permanently
Chart 0f aCCOUNTS ......uvuiiiiiiii e Permanently
Correspondence (Zeneral) .............veueuiiiiinininiiniiiiiaieieeenn 2 years

Correspondence (routine) with customers/vendors ....
Deeds, mortgages, bills of sale
Electronic payment records ..

.Permanently

Employee eXpense reCOrdS ...........ouvvuiuiiniuiuiniiiiiiiiiieieienenens 7 years
Fixed asset records (invoices, cancelled checks,

depreciation schedules)............oooiiiiiiiiiiii Permanently
Freight bills and bills of lading ..................cooiiiiiinice ... 7 years
General journal ... Permanently
General [ed@er .......o.iuiuinii i Permanently
Internal reports (miscellaneous) ............cooeviiiiiiiiinnniiineeenne. 3 years
Inventory listings and tags.............coeuiiiiiiiiiniiiii e 7 years
Invoices: Sales to customers/credit MEMOS ............oevvveiuiniiinineninn. 7 years
Notes receivable ledges and schedules .................coooiiiiiin 8 years
Notes payable ledgers and schedules ..................cooiie Permanently
Patent/Trademark and related papers ................ccccceeenieeinnne. Permanently
Payroll Journal ... 7 years
Petty cash vouchers . .7 years
Plant cost vouchers ........... ...7 years
Production and sales reports .............ooviiiiiiiniiiiiieeee e 7 years
PUICRASES .. ..eeee e 7 years
Purchase journal .............coooiiiiiiiiiiiiii i Permanently
Purchase Orders ...........ovuiuiiiiiii i 7 years
Receiving Sheets ........oeiiiiii i 1 year
REQUISTHIONS . ..vteetetetet et et eaeas 1 year
Sales COMMISSIONS TEPOITS ... e.vnenerenetatenetaenet e eire et enenevieee e 3 years
Sales 0r WOrk Orders ...........c.vviuiiiiiiiiiiii i 7 years
Scrap and salvage records (inventories, sales, €tC.) ...........covvveirinnnnn 7 years
Stockroom withdrawal forms ... 1 year
Subsidiary ledgers (accounts receivable,

accounts payable, eqUIPMENt) ...........oeueiiiitiiiiiiiiiie e 7 years
Time cards and daily time repoIts ............ouvuiuinininiiininiiiiiiinineenes 7 years
Training manuals ...........co.veveiiiiieiiie e

Trial balance — year end
Vouchers for payments to vendors, employees, etc.

(including allowances and reimbursements for employees,

officers, etc., for travel and entertainment eXpenses) ......................... 7 years

Insurance Records

Accident reports and settled claims ................cc.ooniee 7 years after settlement
Fire inspection and safety TepOrts ............c.ouveuiuiiniiiiiinininiineannns 6 years
Insurance policies (still in effect) ...............c.cocoiviiviceeneneee... Permanently

Insurance policies (EXPIred) ...........coviiinininiiininiii e 7 years

Legal Documents

Articles of incorporation and bylaws ..............coooviiiiiiin.. Permanently
Buy-sell agreements ...........o.euiuiuiiiiiiiiiiee Permanently
Capitol stock and bond records: ledgers.

transfer registers, stubs showing options, €tC. ..............ccveuennenee Permanently
Contracts and leases (still in effect) ... Permanently
Contracts and leases (€Xpired) ..........cooeviiiiiiiiiiniininiiiiiienennn. 7 yQIS
Employment agreements ............oe.euieiiiininiiniiiiinieni e 7 years
Legal correspondence ..............c.cceeeeviiniiiiiiniciccnicuenenee ... . Permanently
IMIIUEES « ettt e et e e Permanently
Option records (€XPIred) ........oeueieieiriiiiii e 7 years
Partnership agreements ..............co.ouvueuiiiiiiiiiiiiiiienenns Permanently
Property appraisals by outside appraisers .............c.....oeuveeenenn. Permanently

Stock certificates and ledgers ..Permanently

IRS or state adjustments .............c.oeueueenineninineenineeenenienes Permanently
Payroll taX TELUIMS ... iuieitie e te e 7 years
Property records, including costs, depreciation reserves,

year-end trial balances, depreciation schedules,

blueprints and plans ............ooooeiiiiiiiiini Permanently

Sales and use tax returns ..........c..coveveieieieiennanannnn. ...Permanently

Tax returns and work sheets, revenue agents’ reports,

and other documents relating to determination

of income tax liability, cancelled checks

fOr taX PAYMENLS ...ovvnininiie e Permanently

Personnel Records

Child labor certificates and NOTICES ......vvvuvnineieiiiieieteieeieieieeene 3 years

Employment application (from date of termination) ............c............. 3 years

Employment eligibility verification (Form I-9)

(from date of termination) ..............ouvririririniniiiiiiiee e

Garnishments ...

Help wanted ads and job opening notices ...............c.oeveiiininenens oun

Personnel files (from date of termination) .................cccoviiiiinininin

Records of job injuries causing loss of work ...

Safety: chemical and toxic exposure records .............ooeeueveneninnn..

Union agreements and individual employee contracts

(from date of termination) ..............c.coeeiiuiiiiiiiiiiiiiniiea 3 years

Withholding statements .............o.vuinininiiiiiire e 7 years
Employee Benefit Plan Records

Actuarial TEPOTES ....vuitiiitiiii et Permanently

Allocation and compliance teSting ...........coeveveveneneiiiiiieninenenenene. 7 years

Brokerage/Trustee statements supporting investments ...................... 7 years

Financial Statements ............c.coviiuiiniininiiniieeeaas Permanently

General ledger and journals ... ..Permanently

Information returns (Form 5500) ...........cccoviiiiiiiiiiininienns Permanently

Internal Revenue Service/Department of Labor

COITESPONACIICE .. vtiteeiiet i ettt eea e .Permanently

Participant communication related to

Distributions, terminations, beneficiaries ......................cocoiin. 7 years

Plan and trust agreements .............coevuvninininininiinenineaeaenans Permanently

These Record Retention Guidelines provide a general guideline for the retention of many records, but the specific holding periods for any record retention policy should be given
careful scrutiny by management and legal advisory in light of any pending investigations, regulated industry requirements, or contract covenants. In addition to these general
guidelines, each business should consider any industry standard which may affect the holding period of records due to the unusual legal circumstances.



Record Retention Guidelines for Individuals

Bank Statements ... ....c.iiiiiiii i e st sre e e re e e raeenneeseneenenes 3 YEATS
CanCelled ChECKS ...ttt e e e e 3 years
Charitable cOntribUtioNS .........c.viuiiiii it ieeeaeeeas Keep with applicable tax return
Credit card purchase receipts................c.u... Discard after purchase appears on credit card statement if

not needed for warranties, merchandise returns or taxes

Credit card statements ..............cooeveeeiiiiiiennnnnn. Discard after payment appears on credit card statement
Employee business eXpense rePOItS .........eueeerreeneeneneeiieeeananneaeannss Keep with applicable tax return
Health insurance policies ...........c.coceveiniiiiiiiiiiiineenne. Keep until policy expires, lapses or is replaced
Home and property inSurance ..............coooeevvveeneennnnns.. Keep until policy expires, lapses or is replaced
INCOME tAX TELUITIS ...ttt ettt ettt et et e et e et e et e et e et e e e e anaees 7 years
Investment sales & purchase confirmation records ................ Discard sale confirmation records when the

transactions are correctly reflected on the
statement. Keep purchase confirmation
records three to six years after the
investment is sold as evidence of cost

Life Insurance .........ooooviiiiiiiiii e, Keep until there is no chance of reinstatement
MEdiCal TECOTAS . .vieti ittt et et et et et e e et e e e e aaeaas Permanently
Medical eXpense reCords ......o.vvviiriiriiriiiiiiieieie e, Keep with applicable tax return if deducted
MilItary PaPerS ....oovierieeeieiete et et eeeeaeereeeeanas Permanently (may be required for veterans benefits)
Individual retirement aCCOUNE TECOTAS ......vutietietit ettt eeaeens Permanently
Retirement plan statements ........................ Three to six years. Keep year-end statements permanently
PaSSPOTES ..ottt ettt Keep until expiration
Pay stubs ........ccoviiiii One year. Discard all but final, cumulative pay stubs for the year
Personal certificates (birth/death, marriage/divorce,

TElIZIOUS COIEIMOMIES) +.uuttt ettt et et et et e et e et et e et e et e et et e e ae e e ereeneeneaaeens Permanently
Real estate documents .................ccoeiiiiinnn Keep three to six years after property has been disposed

and taxes have been paid

Residential records (copies of purchase-related documents,
annual mortgage statements, receipts for improvements,
and copies of rental leases/TECEIPLS). .. .uuviurint ittt ettt ettt et e e ete e erer e naenaeaans Indefinitely

Social security statements ...............coveiieeieeneennannn Discard when current records of payments into the
Social Security System are received

Warranties and receipts ................... Discard expired warranties. Use judgment when discarding receipts

Will oo Keep current Will permanently. Keep until rendered obsolete (by new version)

These Record Retention Guidelines provide a general guideline for the retention of many records, but the specific holding periods for any record retention
policy should be given careful scrutiny by management and legal advisory in light of any pending investigations, regulated industry requirements, or
contract covenants.



