RECORDS RETENTION SCHEDULE

Retention
\ _Period
‘Accident reports and claims
(settled CaSES) ..coveverereriiiieiereecc e 7 yrs.
Accounts payable ledgers and schedule .......... 7 yrs.
Accounts receivable ledgers and schedules..... 7 yrs.
Audit reports of accounts............... RS Permanently
Bank reconciliations ........cocceeeemierrnceeneeneennne 1yr

Capital stock and bond records; ledgers,
transfer registers, stubs showing issues, record

of interest coupons, options, &tc. .....ccccceureue. Permanently
CaSH DOOKS oo Permanently
Charts of acCounts ....c...cceveervrveneveenencrnenennn Permanently
Checks (cancelled but see exception below) ... 7 yrs.
Checks (cancelled for important payments,

1.e., taxes, purchases of property, special

-contracts, etc. (checks should be filed

with the papers pertaining to the

underlying transaction ..........cceeeeeeeereereencens Permanently
Contracts and leases (expired) ......c.cocrueunnnns 7 yrs.
Contracts and leases still in effect ................... Permanently
‘Correspondence (routine) with

customers or Vendors ........coovecreeeracrieracreennes Ty

- Correspondence (legal and important

MAers OnLY) .oveeeeeieere e Permanently
Deeds, mortgages, and bills of sale R Permanently
Depreciation schedules .........cccoovvvevvctinnennnnns Permanently
Duplicate deposit SIPS .....ccooerverrevcerrenerenienenee lyr
Employee personnel records (after termination) 3 yrs.
Employment applications ...........c.cceccvceeeereeenn. 3 yrs.
Expenses analyses and expense distribution

SChEAUIES ..o 7 yrs.
Financial statements (end-of-year, other

months optional) ......occvevrievririeieeireeeere e Permanently
General and private ledgers (and '

end-of-year trial balances) ................. eeeeeereans Permanently
Insurance policies (expired) .....cccoevveeceerenenne. 3 yrs.
Insurance records, current acc1dent

reports claims, policies, etc. ......ccceveeerercernnne Permanently
Internal audit reports (in some situations,

longer retention periods may be desirable).... 3 yrs.

Retention
Period

Inventories of products materials, and supplies 7 yrs.
Invoices to CUSTOMETS .....cooueieiriecteecrreenaereenene 7 yrs.
Invoices from vendors ..........cocoeevevenceneennnnas 7 yrs.
JOUINALS ottt Permanently
Minute books of directors and stock-

holders, including by-laws and charter ............ Permanently
Notes receivable ledgers and schedules............. 7 yrs.
Option records (EXpired) ......ccocereerereerenereenenns. 7 yrs.
Payroll records and summaries mcludmg

payments 1O PENSIONETS .. evveeveerresranreeieerereneens 7 yrs.
Petty cash vouchers .........oocooiiieiniieeee, ' 3 yrs.
Physical inventofy TBES cvvrrreeeeieseereeereraesaananans 3 yrs
Plant cost 1edgers ........ouoveueiiiiinieiiecnene Tyrs.
Property appraisals by outside appraisers.......... Permanently

Property records including costs, depreciation
reserves, end-of-year trial balances
depreciation schedules, blueprints and plans.. Permanently

Purchase Orders (except purchasing

department COPY) -veoveeerreeermracrerrerencrnenes e Clyr
Purchase orders (purchasix'Jg department copy). 7 yIs.
REQUISIEIONS ..veveeoeeeevee e 1yr.
Sales records ......co......., rrereerteese st e s ae e seenenneas 7 yrs.
Savings bond registration records éf employees 3 yfs.
Scrap and salvage records (inventories, sales, etc.) 7 yrs.
Stenographer’s notebooks ........ccoceevvvnniciiieninns 1yr
‘Stock and bond certificates (cancelled) ............. 7 y1s.
Subsidiary 1edgers .......ecvvvervvirircnreiieninreieeeeeas - 7 yrs.
. Tax returns and work sheets, revenue agents’
reports and other documents relating to
determination of income tax liability .............. Permanently
TINE BOOKS ..oeeiveececceceeeeereee e e e 7 yrs.
Trade mark registrations .........cceceveveeennees e Permanently
Voucher register and schedules...........cccccennnee 7 yis.

Vouchers for payments to vendors, employees,
etc. (includes allowances and reimbursement of
employees, officers, etc., for travel and entertainment
EXPEIISES) evveecrearerrreeienreeereeeeesreeesreesaeasarsseeenes 7 yrs.



