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It 1s important to hold onto your business records in case of an IRS audit or other exami-
nation. Retaining unnecessary records will soon exceed storage space available for most
businesses. Therefore, you may wish to establish a retention schedule that takes into ac-
count state and federal regulations, as well as industry standards. The retention periods
are intended as a general guideline only. If you have questions about destroying any tax
or accounting records, please contact me immediately.

DOCUMENT ... RETENTION
Accident reports/claims (settled cases) .................ccooooiii 7 years
Accounts payable ledgers and schedules.......................................... Permanently
Accounts receivable ledgers and schedules.............................................. 8 years
AUIE TEPOITS ... Permanently
Bank Statements ..ot 10 years
Capital stock and bond records.....................cooccooiiiii Permanently
Cash DOOKS ..ot Permanently
Chart of aCCOUNES. ..ot Permanently
Checks, cancelled checks for important payments ............................ Permanently
Checks, cancelled, not important........................coocoooiiiiieiie 10 years
Contracts and leases (€xpired) ................ccccoooiiiiiiiiiiii e Permanently
Correspondence, general ......................coooiiiiiiii e Permanently
Correspondence, legal and tax related............................oooii Permanently
Deeds, mortgages and bills of sale..................................... Permanently
DePOSIt SHPS. ... 3 years
Depreciation schedules..........................o.co Permanently
Employee personnel records (after termination).......................................... 7 years
Employee appliCations................ccoooiiiiii e 3 years
EXPENSe TPOTES ..o 7 years
Financial statements (year-end) ......................ccccccooiiiiiiiie Permanently
General ledgers, year-end trial balances............................................. Permanently
Insurance policies (expired)................occccoiiiiiiiii 10 years
Insurance records, accident reports, claims, policies.......................... Permanently
Internal audit T€POTES .........oooiiiiii e 3 years
Inventory reCordS ...........ooooiiiii Permanently
Invoices to customers or from vendors ... 7 years
IRA/Keogh plan contributions, transfers and distributions.................. Permanently
Minutes, bylaws and charter.................................coooo Permanently
Payroll records and summaries .......................c..ccoooiiiii 7 years
TaX TELUTNS ... Permanently
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Petty cash vouchers .....................oo i 7 years
Purchase orders ... 7 years
Receiving Sheets................oooiiiii e 1 year
Retirement plan records.....................coooiiiiii Permanently
Satety reCOTAS. ... 6 years
Sales records, Cash................ooooiii 7 years
Sales records, Char@e ..................coooiiiiii 10 years
Subsidiary ledgers ..o Permanently
Tax returns and other documents to determine tax liability ................. Permanently
Time cards and daily reports...................coooiiiiii 7 years
Trademark registration, patents and copyrights................................... Permanently
Trial balances (monthly)....................... 3 years
W=2 OIMS oo Permanently

Note: Guidelines for maintaining records are based on a taxing authority’s statutory
power and limitations on auditing these records.
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