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‘The following chart provides a general guideling for the retention of many records, but the specific holding petieds for any record
retention policy should be given carcful scrutiny by management and legal advisors in light of any pending investigations, regulated
industry requitements or contract covenants. In addition to these general guidelines, each business should consider any industry
standards that may affect the holding period of records due to unusual legal circumstances,

Accounting Records

Auditors’ tepart and antiual
financial statements. ... ....0 i uaaa . Permanentdy

Bank statements and deposit slips . . .... .. 7 years
Cancelled checks:
* Fixedassets .......ooiiiiinian Permancntly
o General ..iiii i e 7 yeats
* Payroll......... Crbanieaaas e 7 yeats
¢ Taxes (payroll related) . .. ..., .. oL 7 yeats
* Taxes (inCOME) ... vvvvveeernrronns Permanently
Cash disbursements journal ............ Pesmanently

Cash receipts journal ................. Permanently

Chart of accounts. . .. ....oovvnvinans. Permanently
Deeds, mortgages, bills of safe, . ... ...... Permanently
Electronic payment tecotds. ... ......... 7 yeats
Employee expense reports, .oy v .nns ov. 7years
Pixed asset records (invoices,

depreciation schedules) .. ........ ..., Permanendy
Preight bills and bills of lading .......... 7 years
General journal . .....oovivviiiiia i Permanently
General ledger .. ... esvasresaseasase, Permanently
Inventory listings and tags .. .......... . 7 years
Invoices: Sales to customers/credit memos . 7 years
Patent/Tradematk and related papers. . ..., Permanently
Payroll journal ., ..o oveniiii il Permanently
Production and sales reports . . ...\ uuuu 7 yeats
Purchases. ................. Cevvesas 7 yeats
Purchase journal. ............... v+ «+. Permanently
Purchascorders oo vvnninaneniians, 7 years
Salesorwotk orders.. ..., o vun it 7 years
Subsidiary ledgers (accounts receivable,

accotints payable, equipment) ......... 7 yeats
Time cards and daily time reports . . ... ... 7 years
Thaining manuals . ... il . Permanently
Trial balance —year-end .. ... vuul e Permanently

Insurance Records
Accident reports and settled claims . .. ..., 6 years after
settlement
Fire inspection and safety reports . ....... 7 years
Insurance policies (after expiration) ..... 7 yeats
Legal Documents

Articles of incorporation and bylaws . ... .. Petmanently
Amendments toabove ......v44s000s 0, Permanently
Buy-sell agreements .. .....iiiiiiiaan Permanently
Contracts and leases (after expiration) ... 7 years
Employment agreements. . ..o v vvvaenn 7 yeats
Legal cortespondence .. ..o vivvennnnnn Permanently
Minutes. . ........o.00nnn ve-veves. Permanently
Partnership agreements. ..o.oovuvnnnnnns Permanently
Stock certificates and ledgers. .. ......... Permaneatly

Tax Records
IRSor FTB adjustments .. ..o vvvniveniineennnannnan Pertnanently
Payroll tax retuens. . . ooovvininn i + .. Permanently
Property basis records .. o. . ovvii it ias v ii s i s e oo . Permanenty
Salesand use tax tetutns . ..o uunnn berreaeaaas v+ o v oo Permanently
Tax returns and cancelled checks for tax payments ......... Permanendy
Personnel Records
Child labor certificates and notices . .....vvvveiruenn. oo Jyeans
Employment application (from date of termination). ... ... «ov 2 years
Bmploymenc eligiblity verificadon
(I-9 form) (from date of termination) . .............. ««. Byears
Help wanted ads and job opening notices ,..... tevereans. 2years
Personnel files (from date of termination) ................ 4 years
Records of job injuries causing loss of work . . .......... v 5 years
Safery: chemical and toxic exposure records . ... ... ... .. «+ 30 yeats
Union agteements and individual employee
contracts (from date of termination)................ «v. B ycats
Employee Benefit Plan Records
Actuarial reports. .. cui it Permanendy
Allocation and compliance testing. . .......vvvirian. ., G yeats
Brokerage/Trustee statements supporting investments. .. . . . v+ G years
Financial SWEEMENLE + «uvvvvririanr et iaereranenans Permanently
General ledgerand journals. .. ..o i i G yeats
Information returns (Form 5500) ...............0veuts 6 years
Internal Revenue Service/Department of Labor
correspondence. . v v iurs e, Cievreran Cheenvas Permanendy

Participant communications refated to
distributions, terminations, beneficiaries. .. ..

Plan and Thust Agteements .. .. cvvvvirvnnaareesnns + +» Permanently
Individual Records

Tax Returns (afeer filing) ........ooociiiiiinnant voees Gycars

Medical Bills (aftet payment) . .......c.oovnnns Ceriierens G years

Forms 1099 teceived {after receipt) .. vvvvvvvnvniininniiaaa 6 years

Keogh statements (after plan temmination)............covuntn.. 6 yeats

IRA. records (deductible 8 nondeductible)

(after acconnt termination) . ... ..o v e e iii i e e, 6 years
Loan tecords (afterpayoff).. . .....ovviiiiii i 6 yeats
Tnsurance policies (after expiration) .. ......vvvvvivvivnnnns., 6 years
Major purchase receipts (after puechase). . ......... e 6 years
Year-end brokerage statements (after securities deposit), . 1 .. ... .. G years
Certificate of deposit statements (after matudity) ... .....0e vor s Gycars
Schedule K-1s from LLPs or S Cotps (after disposition of interest) . . 6 years

Individual Permanent Records

* House records (cancelled checks
for purchase, major
improvements and maintenance)

* Birth and death certiffcates

* Medical records

* Wills/Trust Agreements

* W-2 Porms received

* List of financial assets held

* Alimony, custody 8 prenuptial
agteements

» Military papers

* Photos or videotape of valuables




