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Accident reports/claims (settled CASES).....coiiiiiiiece e e v 7 yrs
Accounts payable ledgers & SCheUIES..........cviveeeeeeeiiceeceeee e e e 7 yrs
Accounts receivable ledgers & schedules ..., 7 yrs

AUGIE FEPOIES .. e neeneens e s PRI NENEY
Bank reconCiliations ...t sss e snseene e s 2. YIS

BanK STAtEMENTS ..ooveeiii ettt e e sr s re s s er e e s e ane e pore g 18 3 yrs
Capital stock & bond records: ledgers, transfer registers, stubs showing issues,
record of interest coupons, OptioNs, BLC ... Permanently
Cash books .. Permanently
Charts of accounts rerreerrrerenaresenee e eeenennen s s PECMANENLY
Checks (canceled - see exceptlon below) .7 yrs

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

underlying transactlon ). vertisssiiermennnennnee e e PEFMANENTELY
Contracts, mortgages, notes, & Ieases (explred) ............................................... 7 yrs
Contracts, mortgages, notes, & leases (still in effect) .......co............. Permanently
Correspondence (GENETAIY .....ccvvviiieeiie et e e st sss e se s saeesresseeeraeas 2 yrs
Correspondence (legal & important matters).........ccvevvvvecnecicininines Permanently
Correspondence (routine) with customers and/or vendors ..........ccoccvvvvveniens 2 yrs
Deeds, mortgages, & bills of sale ... el PEFManently
Depreciation SChequIEs ...t seeenee Permanently
Duplicate deposit SHIPS ...t b e 2 yrs
Employment appliCatiONS ...t 3 yrs
Expense analyses/expenses distribution schedules ........c.eeevennen.... 7 yrs
Financial statements (year-end) ... Permanently
GAMNISAMENES L.t r s e r e sat s e s ta b b e ssas bt s s reareerasenn 7 yrs
General/private ledgers, year-end trial balance ...................................Permanently
Insurance policies (expired) ............. e .3 yrs
Insurance records, current acmdent reports, clalms, poI|C|es etc Permanently
Internet audit reports (longer retention periods may be desnrable) ............. 3 yrs
Internal reports (miscellaneous) .. vereresesarnsseessesnneeseesareresssensnnsre 3 YIS
Inventories of products, materlals, and supplles ................................................ 7 yrs
Invoices (to customers, from vVendors) ...ccooeoiiiviiriieervneeeiisieissrernreasnras 7 yrs
JOURNIBIS oottt ra bt aesassets s besse s sessaseasessasessessnseaneebs Permanently
Minute books of directors, stockholders, bylaws, and charter .......... Permanently

Notes receivable ledgers & schedules

Record Retention Schedule

The retention perled is the number of years from the date the tax return was filed. All material presentad
is for general information only and should not be acted upon without professional assistance.
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Options records (EXPIred) ...t e e s e eresenees .7 yrs
Patents & related PaAPErs ... eren Permanently
Payroll records & SUMMATIES ...cc.coccieeiiieeieecrreerrreerrects s ssreas s s saesseessseasen e s 7 yrs
Personnel files (terminated) ... e essee e sracsis s 7 yrs
Petty cash VOUChErS ... eeen 3 YIS
PhySical iNVENEOrY LGS ..ottt s st s s sere e sanes saeereasens 3 yrs
Plant COSE IEAGRTS ..ottt et rrr st e b bttt s e e 7 yrs
Property appraisals by outside appraisers... . ..Permanently
Property records, including costs, deprec1ation reserves, year-end trial
balances, depreciation schedules, blueprints, & plans .......ccocuue........ Permanently
Purchase orders {(except purchasing department COPY).voeeevvcnmneeereeeneeeeeen. lyr
Purchase orders (purchasing department COPY )evrrrernrreecrmmescersenssesrsnnssesseasenrnees 7. YIS
Receiving sheets .. Wlyr
Retirement & pension records ................................................................... Permanently
REQUISITIONS oeviiiiiieiniirciiiieeiiinienncnire v vsae et iees s s s s msssessessase e sssasessanessaesssassnas 1yr
Sales COMMISSION FEPOIMES ...ttt et reete s ete b ssbeast s st e seeonesanenn s 7 yrs
Scrap & salvage records (inventories, sales, etC.). i 7 yrs
Stenographers’ NOLEDOOKS ...ttt sb e e 1yr

Stocks & bonds certificates {canceled) .........ccveeeinevicnevccceceeeeeeceeeeen 7 YIS
Stockroom withdrawal fOorms ... esiieennas 1 YE
SUBSIAIArY IEAGELS ..ot et eeecrreressraeetsssnaeste e s e nneaeneneeeaens 7 yrs
Tax returns & worksheets, revenue agents’ reports, and other documents

relating to determination of income tax liability............c...ccuu.............Permanently

TIiMeE DOOKS/CANAS ..ottt et bbbt seeese e e e e eennsnrerans 7 yrs
Trademark registrations and copyrights ..., Permanently
Training MANUBIS ....ovciireiii et sae s resses srbesemeseneas Permanently
UNION @GrEEMENTS ...ttt s e aeae s Permanently
Voucher register & SChedules ...t et 7 yrs

Vouchers for payments to vendors, employees, etc. (includes allowances and
reimbursement of employees ofﬂcers, etc., for travel and entertainment
expenses)............ OO PP OUP PO ORISR STRRRSPRURY JI Y/ -
Withholding tax statements et et sae s s estareassssesansnsenseesasensnnanserssaensarrss 7. YIS

Record Retention Schedule

The retention period Is the number of years from the date the tax return was filed. All material presented
is for general information only and should not be acted upon without professional assistance.




