Record Retention

P = Permanently

TYPE OF RECORD PERIOD TYPE OF RECORD PERIOD
Accident reports and Claims ...........ccceeeviiiiiiieee Internal memos and reports (MisSC.).......cccccoveevneenn... 3 years
Accounts payable ledgers and schedules................ Inventories of products, material and supplies ........... 7 years
Accounts receivable ledgers and schedules INVOICES O CUSTOMEIS .. 7 years
Audit reports of aCCoUNtS..........coovveiiiiecicceeeeeee Invoices from vendors..........cooeeiviieeiiieeeeee 7 years
Bank reconciliations.........ccoceiiiiiiiiiiiiice 1 year JOUINAIS...c P
Bank statements........cocooiiiiiii 7 years Low-income housing records ........cccooeeviiiiieniieiicannns 7 years
Canceled checks (see exception below) .............cc..c....... 7 years Minute books of directors and stockholders
Canceled checks for important payments (i.e. taxes, including by-laws and charter ............c..cccoceoeiiiienn, P
purchases of property, special contracts, etc.) should Notes receivable ledger and schedules....................... 7 years
be filed with the papers pertaining to the underlying Option records (eXpired)...........ccoooioiiieeeieeeeeee 7 years
TrANSACTION Lo P . .
. Payroll records and summaries including
Capital stock and bond records; ledgers PaymMeNts t0 PENSIONETS........ccvvoveveiceeeereeeeeeenea, 7 years
transfer registers, stubs showing issues, Pett h h 3
records of interest coupons, options, etc. ..........ccccev... P e y.cas. VOUCHIETS oo years
Cash books .. P Physical |nvent.ory tags....... R e 3 years
Charts of aCCOUNTS ....oviiiiiiii P Property appralsa|§ by o.ut5|de appralsers..... """""""" a3
Contracts and leases (eXpired)...........ccoceevvvievieeeiiieee 7 years Property records (mcludmg Costs,depreC|at!oQ
o reserves, end-of-year trial balances, depreciation

Contracts and leases still in effect..........., P schedules, blueprints and plans) .............ccocecrerninne P
Correspondence (routine) with customers or vendors .... 1 year Purchase orders (except
Correspondence (general).......cccocoiiiieiiiiniiiiieie i 3 years purchasing department COpY ......cccoovvervviieiieaeeiee 1 year
Correspondence (legal and important matters only)........ P Purchase orders (purchasing department copy) ......... 7 years
Deeds, mortgages and bills of sale ............ccooceiiiiins P Receiving Sheets ......oooiiiiiiii 1 year
Depreciation schedules REQUISITIONS ... 1year
Duplicate deposit SlipS .....c..vviiiiiiiiiiiiiiiecccee e, SaleS rECOTAS ..o 7 years
Employee personnel records (after termination) Savings bond registration records of employees........ 3 years
(SEbStar‘é‘a”V l/or?gec;|p?1n0dsdapply to em;laloyers 4 Scrap and salvage records (inventories, sales, etc.) ... 7 years
\év olpro use fén | € hazar dous MALENalSs).....ooocoovso 7 years Stock and bond certificates (canceled)............cccc....... 7 years
Employee ene Tp a.n FOCOTES oo 3 years Stockroom withdraw! forms.............. 1 year

MPIOYMENT APPHICATIONS....ovss v years Subsidiary [edgers ... 7 years
Expenses analyses and expense T i d Ksheet s’
distribution schedules ..........cccocviiiiiiiiii 3 years ax returns and worksheet, revenue agents

) ) reports and other documents related to
Financial statements (end-of-year, determination of income tax liability ............................ P
other months optional).........c..ccooiiieiiiie e P .
G | ori od TIME DOOKS ... 7 years

eneral private ledgers . .
(and end-0f-year trial DAIANGCES) ...vovvvoe oo P Trade mark r.eglstratlons ............................................... P
Inherited property valuations ...........cccoccooiiiiiiiiinicn, P Voucher register and SEhedule ... 7 years

Insurance records, current accident
reports, claims, policies, etC. ........cccovvviiiiiiiiii e P

Internal audit reports (in some situations,
longer retention periods may be desirable)..................... 3 years

Trust earned.

% FreedMaxick’

Vouchers for payments to vendors,employees,

etc. (includes all allowances and reimbursement

of employees, officers, etc. for travel and

entertainment EXPEeNSES..........cocvevvveeeieeieeceeeee e, 7 years
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