RECORD RETENTION SCHEDULE

Retention

Period

Accident reports/claims (settled cases).......cccevvvennene. 7 years
Accounts payable ledger sand schedules

Monthly batch and disbursement reports............ 7 years

Checks (for important payments,

i.e., taxes, purchases of property, special
contracts, etc. Checks should befiled
with the papers pertaining to the under-

lying transaction) .........cccceevevveccereseseeeenene Permanently
Invoices (to customers, from vendors)................ 7 years
Petty cash vouchers.........ccocoevvevevvcccenesnicnne, 3years

Vouchersfor payments to vendors,
employees, etc. (includes allowances
and reimbursement of employees,
officers, etc. for travel and entertainment

Purchase orders (except purchasing

department COPY)......ceererereererererereeenerereeseenes 1year

Purchase orders (purchasing department

COPY) erererererererererereseseseseseseseseseseseseseseseseseseseens 7 years
Accountsreceivable ledgers and schedules............ 7 years

.............................................................................. 3years
Batch processing documents.........ccevevverereeeenns 3years
Membership edit rePOrS. .......coceveeererererrrererenen, lyears
Duplicate depositS HipS.....coveverererererererererererenenes 2 years
Invoices (to customers, from vendors)................ 7 years
AUt FEPOIS....ceeieeeereririe e Permanently
Bank reconCiliations...........cccccoveeerrineeneneseeeseens 3years
Bank Statements........cocovvveeeenersnerers e 3years
210 [0 3years
Cash BOOKS ... Permanently
Chart of 8CCOUNES........ocoerererererererereererereseseeeene Permanently
CLE filiNGS...cuiiiiie vt 3years

Retention
Period
Contracts, mortgages, notes and |eases
(S V11 o ) TR 7 years
(il TN Effect).riiiecccereeeee e Permanently
Correspondences (general).......ccovovvverenevsereeesesenenns 2years
Correspondences  (legd  and  important  matters
ONTY) ettt e Permanently
Correspondence (routine) with customers and/or vendors
.................................................................................. 2years
Deeds, mortgages and billsof sdle..................... Permanently
Depreciation schedule.........ccccvevvecccererenicnnnne, Permanently
Employment applications...........ccccceeveeveveeeerereeens 3years
Expense analyses/expense distribution
SChEAUIES......coooe s 7 years
Financia statements (year-end, other
OPtONAL) ..o Permanently
GarNiSMENES.......ccererireierereee e 7 years
Generd/private ledgers, year-end trial
DAlaNCe ... Permanently
Insurance policies (eXpired).......ccocovveeereresreeresenenns 3years
Insurance records, current accident
reports, claims, policies, etC.......c.coveveeenene. Permanently
Interna audit reports (longer retention
periods may be desirable)..........ccceveiericicininne 3years
Internal reports (Miscellaneous)..........ovevevevererererenenene 3years
Inventories of products, materials and
SUPPHIES . 7 years
JOUMNEIS.....ciieeeiiee e Permanently
Magnetic tape and tape Cards.........ccovvevreeierereseienennns 1year
Minute books of directors, stockholders,
bylaws and charter .........ccoccceevvvvireercncnene. Permanently
Notes receivable ledgers and schedules.................. 7 years
Option records (eXpired) ......covveererereeererereeenenens 7 years
Patents and related papers.......ooveeeeererereeennns Permanently
Payroll recordsand summaries
Time bookg/cardg/softwarefiles.............c....... 7 years
Retirement and pension records............. Permanently
Personndl files (terminated)...........coooeeeenenennee 7 years
Withholding tax statements............cocoeeeenenne 7 years
Physical inventory tagS.......ccoeeevveenerereneesnereneenenns 3years
Plant Cost [EAQErS.....vvvrrrirrceerereeeeere e 7 years
Property appraisals by outside appraisers...... Permanently

Property records, including costs, year-end tria balances,
depreciation schedules, blueprints,
ANA PlaNS ..o Permanently



RECORD RETENTION SCHEDULE

REQUISITIONS......ceieiiiee e 1year
Sales CoMMISSION FEPOITS......ccerereeeeereeieeeseeeeeane 3years
SAlESTECONS.....oceereieeeeererieee et 7 years
Scrap and salvage records (inventories,

SAES, EC.) ..o e 7 years
Stenographers’ Notebooks.........covvvvveeeernieeeesereenene, 1lyear
Stock and bond certificates (canceled) ................... 7 years
Stockroom withdrawal forms..........ccccevvevrererennnne. 1year
Subsidiary 16Agers.......ccovvrvvevre v 7 years

Tax returns and worksheets, revenue
agents’ reports and other documents
relating to determination of income
tax 1Dty ..o Permanently

Trademark registrations and copyrights........ Permanently
Training Manuals..........ccoeeeeeveeeerereseeienenennns Permanently
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