RECORD RETENTION SCHEDULE

" TYPE OF RECORD o SUGGESTED RETENTION PERIOD
Accounting A
Accounts receivable and payable 3 years _
Audmrs reportshwork papers : * Permanent
Bank deposit slips _ 3 years
Bank statements, reconciliations 7 years
Budgets : 3 years

" Cancelled checks, gcn@ Tyeas
Cash disbursements journal . Permanent

. Cash receipts journal ! | Permanent
Depreciation records - Permanent
Employee expense reports 3 years
Employee payroll records (W-2, W-4, annual eamings recoxds, eic.) 4 years*

- Financial statements (annual) | Permanent
Financial statements (interim/internal) ) | Permanent
General jcrﬁmal or ledger ‘ Permanent
Inventory lists _ . Permanent
Invoices 3 years
Payroll journal ' 4 years
Peity cash vouchers 3 years

*An asterisk (***) following a number signifies that the retention period begins after final payment, setflement
expiration, termination, sals, efo, :



Record Relention Schedule

~ TYPE OFRECORD

Corporate Records
Annual reports

Axticles of Incorporation

Authorization and appropriations for expenditures
Constitotion and bylaws

Contracts, generally

Contract, govemment

Contracts, sales (UCC)

Minudes (board and committees wﬂh board authority)
Minutes (commitces without board authority)
Quaﬁﬁcéﬁons to do business

Reorgamzauon records

Insurance

Accident reports

Insurance claims

Insurance policies

Miscellaneous Legal

Claims and litigation files

Copyright, patent and trademark registrations
Personnel

Applications

Employee eamjngéfpayroll records

SUGGESTED RETENTION PERIOD

Permanent
Permanent
3 years
Perménent
10 years*

4 years*

4 years*
Permanent*
S years - |
Permanent

Permanent

6 years

6 years*
Permanent
10 years¥*

Permanent

I year

6 years*®

*An asterisk (“+*) following a number signifies that the retention period begins after final payment, setdlement

- expiration, termination, sale, etc,
. 2



Record Retention Schedule

CHDS0T PGOEDERT 4143%4vt

TYPE OF RECORD ' 1 SUGGESTED i%ETEN’I_‘ION P-ERIOD
Personnel (eontinued) ' ' .

Employee files ‘ 6 years®

Employee pension records, including service, eligibility; personal 6 years®

information, peosions paid )

- Employment contracts 10 years
Garnishments 10 years
Government reports 6 yoars
Pension, profit-sharing, plans Permanent
Time cards/sheets 4 years

 Real Estate

| - Leases - 10 years*
Purchases, um}udmg title abstracts, opinions, insurance policies, sales 20 years*
agreements, mortgages, deeds ‘
Taxes
Tncorme tax refurms and cancelled chocks (federal, state and local) Permianent
Payroll tax refurns ' | 4 yearé
Property tax returns Permanent
Sales and vse tax retumns 10 years
General
Supporting correspondence and notes re patents, copytights, licenses, Greater of “life of
agreements, bills of sale, permits, Habilities, etc, : g;;tll:lllpf mﬂr 5

years

*An asterisk (“*") following & number signifies that the retention petiod begins after final payment, setflement

expiration, termination, sale, oic,
3



