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Record Retention Schedule

How tang must vois een husiness recnrds? The Internal Revenue Service anrd individist states bave
requiremenis for different types of records, soma of which shouid be saved for a few years, others that you

shouid never throw away. As 2 general ride of thurnb, when costs must be substantiated, keep the records until

you seli the item {plus several years thereafter). Other record retention time periods are delineated below.

Note that these recommendations apply for paper records as well as computerized racords and paperless

systems.

Tip: This Record Retention Schedule should. itself. be retained in your records.

Accident reports/claims (scltled cases)

Accounts payable ladgeis and schedules

Accounte receivable ledgers and schadules

Bank reconcilishions

Bank statermenis

Capital stock and bond recomds

Cash books

Chante of accounts

Checks, including substitute checks
{cancelied - sae exceptian below)

Checks, including substitute checks
(7. 1axes, property purchases, special
conlacts, etc. Chacks shoukd be filed
with the papers pertaining ta the
transaction)

Gomputer records (back-ups of all financial
racords)

Contracts and leases
Expired
Siili m effect

Copyrighis

Corporation chaiter, minute books,

and hylows

Correspondence (genaral)

Carrespondence {legal and importent
matiers)

Deeds, mongages, easements, and other

property records

Disabilky benefits records - for ermployess

Deposit slips

Employment appications

Expense feports

Financial statemrents

General ledgers, joumals

\nsurance policles taxpirad)

Insurance iecords

7 yaars
7 years
7 years
3 years
7 years
Permanently
Perraanently
Pacmanantty

7 yeacs

Permanently

Permanently

7 years

Permanently
Pemanently

Perranently
2 years

Pemanertly

Pemanently
T years
3 yeas
3 years
7 years
Parmanenty
Parmanenty
3 years
Permanently

Intenal audit reports (Iohger retention
periods may ba desirable)

Invenanies of produdts, materials, supplies

invoices

Limited Liability Company
{LLC operating agreement)

Monthiy trial balances

Option remﬁ_ls {axpired)

Parnership agreements

Patents

Payroll records and fime sheets

Perzonnhel files (terminated employess}

Petty cash wouchers

Physical inventory 1ags

Plant cost ledgers

Property appraisals

Property necords (including costs,
depreciation reserves, year-end trial
balances, depreciation schedules,
blueprints and plans)

Purchase orders

Requisitions

Retirement and pansion records

8 Corporation election

Slock and bond cerfificates {cancaled)

Subsidiary ladgers

Tax rebwins and work, papers, nchwding

recoids to support camybacks and carryovers

Trademark registations

Traing manuals

Trial balance shasts

Union agreaments

Vauchers for paymerits to vendors,
employeés, elc.

Withholding tax statements - for mployees

3 years
7 years
7 years

Perrnanently
7 yoars
7 years
Permanenitly
Permanently
7 years
3 years
3 years
3 years
7 years
Permanerifty

Permanently
7 years
2 years
Permanently
Permanently
7 years
T years

Permanently
Parmanently
Pemanently
Permanently
Permanently

7 years
7 years
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