RECORDS RETENTION GUIDELINES

Business records, especially those that are voluminons and hulky. shonld be disposed of as soon as they outlive their usefulness. To help our clients

determine which records they showld keep and for how long, we have printed the following schedule.

circumstances can after the retention period )

A
Accident reports and claims {seliled casesh
Accounts payable ledgers and schedules
Awcounts recervable ledgers and schedules
Articles of Incorporation
Audit reports of accountanis
Auto milesge logs

B
Bank deposit ships
Bank statements and reconcilintions
Halls of lnding
Brokerage statements (annuwal j
By=luws

C
Canceled Checks (expense, payroll, dividend)
Canceled Checks (impomant payments, 1.¢., laxes,
purchases of propery, special comtracts-filed
with the papers pertaining to the underly ing
transsciion |
Cash receipts joumal
Char of Accounts
Contracts and agreements
{exparcd)
(il an effeer)
Copyrights, trademark registrations and
applications
Correspondence (routing customer or vendors)
Correspondence (zeneral)
Correspondence (legal and midit matters)

D
Deeds, mongages, and bills of sale
Depreciation schedules

Emplovees
applications
deduction suthoriations ganishmenis
employes contracts (expired)

erm
Perm

3
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[
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E
Employees
OSHA, disabiliy and sick benefits records
EXpEnse repors
payroll government reports
payroll reconds inc pavments o pensioners
pravroll tax retums
personne] records (after term)
retirement plan records
time citrds
Estate & Gilt Tax Returns

F
Financial statements (end-of-vear)
Financial statements (monthly or quarterly )
Franchise agrecmenis

G
General ledger
Caifts, record of gifts
Ciroup imsurance recornds

1

Insurince policies (expired)

Insurence records, current acciden
repons, laims, palicies, ere.

Imernal auwdit reports

Inventories

Invoices

Invoices for capital assct purchasces

J
Jouiraals {assuming no adits
are pending )
M
Minutes

Mortgages, notes, leases (after seutlement)

™
Wotes receivable ledgers and
schiedubes

Perm

Perm

Perm
Perm

k!

Perm

{This schedule is onfy a guide

Patents

Petty cash vouchers

Praduction and shninkage reports
Frapery appraisals by outside appraisers
Purchase orders

5
Sales records
Service contricis'ext warranties
Stock contificates (canceled)
Stock transfer and stockholders” records

T

Tox retums and worksheets, revenue agent's
reports and other docs relating 1o deter-
mination of income tax liabiliy

Traiming manuals

Trial Balance (vear end)

v
Wouchers for payments (o vendors, amplovees,
ete. (includes allowances and reimbursement of
emplovees, officers, et for trave] and enter-
lainment expenses)

w
Withholding tex statements

SPECIAL RULES REGARDING
COMPUTERIZED RECORD
Crenerally, record-retention periods are the same

for computerized records as for hard-copy
dociments, However, retrievability is crucial,
Mot only must cenain records be maintained, the
IRS st be able to pecess those records.  In
other words, 1T your computenized records are
stored an o formal that s becoming. or has
hocome ohaolete, you need to upgrade those
records fo mane current mediy
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