RECORD RETENTION SCHEDULE

Retention
Period
Accident reports/claims (settled cases).........c.coouene. 7 years
Accounts payable ledgers and schedules.................... 7 years
Accounts receivable ledgers and schedules................ 7 years
AUt FEPOIS ... Permanently
Bank reconCiliations............cococcoenvneencnniscieneneeenes 3 years
Bank Statements ..........cccoerirrireinnseee s 3 years
Cash BOOKS .....ccccveveirisece e Permanently
Chart of aCCOUNLS......cccvevcieirecce e, Permanently
Checks (canceled-see exception below)..................... 3 years
Checks (canceled for important payments,
i.e., taxes, purchases of property, special
contracts, etc. Checks should be filed
with the papers pertaining to the under-
lying transaction) ...........cccoeeveerererereneneenns Permanently
Contracts, mortgages, notes and leases
(EXPIred) ... s 7 years
(still in effect)......ccooevreenirrc e Permanently
Correspondences (general).........ccoceveeevvreeiernresnenenn, 2 years
Correspondence (legal and important
Matters only) ......cccovvvvveic v Permanently
Correspondence (routine) with customers
and/or VENAOTS .......ccvcvevrevenercievseee e 2 years
Deeds, mortgages and bills of sale..................... Permanently
Depreciation schedule ... Permanently
Duplicate deposits SHPS........ccocvrrrrrnnnsrssnn, 2 years
Employment applications.............ccovvvnnnnnnnnnn. 3 years
Expense analyses/expense distribution
SChEAUIES ... 7 years
Financial statements (year-end, other
OpLional) ....ocveveeiic e Permanently
GarnishmMeNts........cccovvvceieiincsce e 7 years
General/private ledgers, year-end trial
balance .......ccoovvveecriscc Permanently
Insurance policies (EXPIred)........ccoevvvreerirrrerenrenennns 3 years
Insurance records, current accident
reports, claims, policies, etC.........c.c.ccceenee. Permanently
Internal audit reports (longer retention
periods may be desirable)..........ccovreiininininene. 3 years
Internal reports (Miscellaneous).........c.coeeeereririecncnene 3 years
Inventories of products, materials and
SUPPIIES .o e 7 years
Invoices (to customers, from vendors) ...........cccevvunee 7 years
JOUMNAIS.....ciiiicie e Permanently
Magnetic tape and tape Cards.........cccovvrervrerseererennns 1 year

Retention
Period
Minute books of directors, stockholders,

bylaws and charter ... Permanently
Notes receivable ledgers and schedules.................. 7 years
Option records (EXPIred) ........ccccevreenererineiererinnnne 7 years
Patents and related papers..........ccccoeevreenene. Permanently
Payroll records and SUMMAries...........c.ccocevreeienene 7 years
Personnel files (terminated) .........ccccocevvivnrrcrernnnne, 7 years
Petty cash VOUCHErS..........ccccevvviiciciirrcccee e 3 years
Physical inventory tags .......ccoveeevrvveveseinneseseeeeens 3 years
Plant cost 1edgers.......ccuovvvrerirvneenerereee s 7 years
Property appraisals by outside appraisers...... Permanently
Property records, including costs, depreci-

ation reserves, year-end trial balances,

depreciation schedules, blueprints,

and plans ..o Permanently
Purchase orders (except purchasing

department copy)1 year
Purchase orders (purchasing department

(010]0)7) PR PR 7 years
ReCEIVING SNEELS ..o 1 year
Retirement and pension records...........c.cc...... Permanently
REQUISITIONS ... 1 year
Sales commisSion rePOIS.......ccovvvvveerreverenreerereneens 3 years
SalES FECONTS.......cveveeieeeeieri e 7 years
Scrap and salvage records (inventories,

SAIES, BLC.) veveriireeieii e e 7 years
Stenographers’ NOtEDOOKS..........coeveirerieierirericienne 1 year
Stock and bond certificates (canceled) ................... 7 years
Stockroom withdrawal forms..........ccccocecevvvvviennne, 1 year
Subsidiary 18dgers .......covveeieinriceieiee e 7 years
Tax returns and worksheets, revenue

agents’ reports and other documents

relating to determination of income

tax liability ... Permanently
Time books/cards/software files..........c.cccornninene. 7 years
Trademark registrations and copyrights......... Permanently
Training Manuals..........cccccoeeeeeeeeeeeeenns Permanently
Union agreements.........o.eeeeeerereeeenererinieenennns Permanently
Voucher register and schedules ...........cccoveeeenenne 7 years

Vouchers for payments to vendors,

employees, etc. (includes allowances

and reimbursement of employees,

officers, etc. for travel and entertain-

MENE EXPENSES)...vuveveeererereresesesisesesesesesesesesenes 7 years
Withholding tax statements..........ccceceeervveeiernrenennns 7 years








