Records Retention Schedule

It is important to hold onto your business records in case of an IRS audit or other examination. Retaining unnecessary
records will soon exceed storage space available for most businesses. Therefore, you may wish to establish a retention
schedule that takes into account state and federal regulations, as well as industry standards. The retention periods are
intended as a general guideline only. If you have questions about destroying any tax or accounting records, please
contact a Postlethwaite & Netterville professional immediately. These guidelines apply to both paper and electronically
stored records.

Document Retention Period
Accident reports/claims (SETHET CASES)......cuuuvueiueeiieieeeieeieeeeeeeee et ee et see e sae e e aae e 7 years
Accounts payable ledgers and SChEAUIES ........c..uviiiiiiiiiii e e 7 years
Accounts receivable ledgers and SChEAUIES.........c.uviiiiiiiiie e 8 years
YU Lo N =T o Yo L o £SO PR R RPR Permanently
BaNK SEATEIMBNTS. cettiiiiie e e e e e e e e ee e e e e e e e e bbb a—eeae e e e e e e e babraraeaaaeeeeeaanrraes 3 years
Capital stock and BON rECOIAS. ....ciiiiiiiiee et e rree e e e Permanently
(61 a1 o To T ] <O UUUUR R USOT 7 years
(O oY g o] = Tolelo 11 ] o £ UURP RSP Permanently

Checks (canceled checks for important payments, special contracts, purchase of
assets, payment of taxes, etc. Checks should be filed with the papers

pertaining to the underlying tranSACHION)........cc.ueveeeevuveeeeeeeirieeeeiirieeeeciieeeeeesieeeeeesinens Permanently
Checks (canceled except thOSE NOLEA ADOVE).............oeeeeeveeeeeeiireeeeeeeieeeeeiieeeeeieeeeeesieeeeesiseeaeeesan, 7 years
CoNtracts aNd 1@ASES (EXPIIEA)......cccvveeeeeereee e eeeee ettt eeeee ettt ee e e ee s e e eesraeseensaseeas 7 years
(@fe ] a T o oY Yo [T ol T ==Y a =T o= PRSPPI 2 years
Correspondence (legal and tax related)..............ocueeeceeeeceeeeiiiieecieeeecee st ee e saeeeiaeas Permanently
Deeds, mortgages and bills Of SAle........coiiiiiiiiii e Permanently
LT o Yo 1 dE 11 o LSOO U TR PPPPU 7 years
DePreciation SCHEAUIES.........viiieiie et e e e e e e e e e e e e e e abararaeeeeeeeeenns Permanently
Employee personnel records (after termination).............ccueeeeeeueieeeeciiieeeesieee e e eectieaeeesinaaa e 7 years
] o] (oY V=TI T o] o [ or=Yu o] o Ty USSR 3 years
(oL d R I g =T o Jo ] £ O PP P PP PPROTR 7 years
Financial statements (YeaAr-€Nd)..........oocuueeeeeeiieeeeeeeee ettt ettt ee st e e st e e ssaraa e Permanently
General ledgers, year-end trial BalanCe..........oooiiiiii i Permanently
INSUIrANCE POLICIES (EXPDITEA).......eeeeeeeeeeeeeeee ettt et ettt e e et e e e et a e e s stteaeessseeas 3 years
Insurance records, accident reports, claims, Policies, B1C.......cciucviiiiiiiiiiei i 7 years
Internal audit reports (MiISCEIANEOUS)...........ccuvveeeeeiieeeeee ettt e st essea e e s sseae e 3 years
[0V =YY o] AV o T ole Yo PP 7 years
INVOices 10 CUSLOMErS FrOM VENAOIS. ....iiiiiiiiiecciiiee ettt e e s e e e e e e e s b e e e e e abaee e e eneees 7 years
IRA/Keogh plan contributions, rollovers, transfers, and distributions...........c..ccceevvieiienieenenn, Permanently
Minute books of directors, stockholders, bylaws and charter.........ccccocovieiiiiiiiei e, Permanently
Payroll records, summaries and taX rELUIMNS........cciiii it e e are e e e e saaeeas 7 years
Y n YA or= 1 g IRV TH ol o Y=Y P SPPRRPPPPP 3 years
0 el s o YN T e [T PSR 3 years
RECEIVING SNEELS....eeiiiei et e e e et e e e e e s bb e e e e e sabaeeeesasbaeeeesnsbeeeeannsraeesennsees 1 year
REEIFEMENT PlaN MBCOTUS. . eiiiiiiiie et e e e e e e et e e e e sabbe e e e e nbreeeeenneeas Permanently
-} (=Y AV Yol ] o [P UUSRRPPRNS 6 years
T Y ST Yol ] o LR SPTUPRRE 7 years
Tax returns, revenue agents’ reports, and other documents relating to

determination of income tax li@bility.........cccveiiiiiiiiiiici Permanently
Time cards and daily rEPOITS.....uii i e e e e et e e e et e e e e e saab e e e e saraeeeesnaaeees 7 years
Trademark registration, patents and COpPYrights.......ccuviiiiiiiiiii e Permanently
Trial DAIANCES (MONTAIY)...oooeeeeeeeeeeeeee ettt ettt ettt e et e e e et a e e s sttaaeesaseeas 3 years
LAY o] o 0 1 LT ST TUPPPPPPP 7 years

Note: Guidelines for maintaining records are primarily based on a taxing P&N Postlethw_alte
authority’ statuatory power and limitations on auditing these records. & Netterw | |e
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