ACCOUNTING & TAX, LLP

Record Retention Schedule

Accident reports/claims (settled Cases) ........covvrvreverrrereennns 7 years
Accounts payable ledgers and schedules ..........ccceeevvirvenee. 7 years
Accounts receivable ledgers and schedules .........c.cccccovvvnnee. 7 years
AUIE TEPOMS ... Permanently
Bank reconCiliations ... 2 years
Bank StatemeNtS........ccovvvvicieiicricese e 3years

Capital stock and bond records: ledgers,
transfer registers, stubs showing issues,

record of interest coupons, Options, etC............coerveennn. Permanently
CaSN DOOKS .....cvvviiiriccc e Permanently
Chart 0f ACCOUNES ... Permanently
Checks (canceled - see exceptions below) ........ccccevevvvrvrnnne, 7 years

Checks (canceled for important
payments, special contracts, etc.
Checks should be filed with the paper

pertaining to the underlying transaction) ............cccc.c..... Permanently
Contracts, mortgages, notes and leases

(EXPITEA) 1ottt 7 years

(SLIll TN EfFECE) v.vevrrerrreiirieriririr e Permanently
Correspondences (general).........covrnennennceneens 2 years

Correspondences (legal & important

MALETS ONIY)...viiicceee e Permanently
Correspondence (routine) with customers

100 Lo BN =T 1o (o] £ 2 years

Deeds, mortgages, and bills of sale ..........cccocevvvrerrrrnne. Permanently
Depreciation SChedules..........covvvvveeccccininienninssn, Permanently
Duplicate deposit SPS......cveriireeeerineeesssss s 2 years

Employment applications ..o, 3 years

Expense analysis/expense distribution schedules ................. 7 years

Financial statements (year-end, other

OPLIONAD) 1ovvveice e Permanently
GarniSHMENTS ..o 7 years

General/private ledgers, year-end trial balance............... Permanently
Insurance policies (EXPIred) ......covvevrierniereneeis 3 years

Insurance records, current accident

reports, claims, policies, etC. .....ccvvvvvviiiereeeeiie e, Permanently
Internal audit reports (longer retention

periods may be desirable) ..., 3years

Internal Reports (MISCElANEOUS)..........ovvevvrireerieiriiesieiines 3 years

Inventories of products, materials, and supplies ................... 7 years

Invoices (to customers and from vendors) .........cccccevvrceennn, 7 years

JOUMAIS.....coci e Permanently

Magnetic tape & tab card........ccccovvvvvirvrcseceecen o, 1 year
Minute books of directors, stockholders,

bylaws and charer..........cccoovvvvcricnnccecenes Permanently
Notes receivable ledgers and schedules ..................... 7 years

Options records (EXPIred)........cocvevernienirennnn. Permanently
Patents and related papers......cccccoovvvevceennninnns Permanently
Payroll records and SUMMAIES.........ccoevrievrrnirenrenes 7 years

Personnel files (terminated) ..........cocoeeevvicicinrninnnnnn, 7 years

Petty Cash VOUCHETS..........cccoveiniienieesieeins 3years

Physical inventory tags .........cccoeoererrnereeennnnereeens 3years

Plant CoSt IBAQErS ......ccvvvevrireceeeec e 7 years

Property appraisal by outside appraiser................ Permanently

Property records, including costs, depreciation
reserves, year-end trial balances, depreciation

schedules, blueprints, and plans.............cccocuevnae. Permanently
Purchase orders (except purchasing

department Copy ONIY).......covvveeevreiereinrnssssse e 1 year

Purchase orders (purchasing department

COPY ONIY).viiiiiiieieineeie e 7 years

RECEIVING SEELS......cocviviiiiiiieccete e s 1 year

Retirement and pension records..........c.cooveeeeeee. Permanently
REQUISITIONS ...vvvvvvriirisisisie e e 1year

Sales CommISSION rEPOIMS .........oveerviererireerieieinieiees 3 years

SalES TECONUS ... 7 years

Scraps and salvage records (inventories, sales, etc.)....1 year
Stenographers' NOteboOoKS ..........covveveerrrrrreeccees 1 year

Stock and bond certificates (canceled) .............cccceueee. 1 year

Stockroom withdrawal forms ... 1 year

Subsidiary [edgers.......ccccoviiinninscre e 7 years

Tax returns and worksheets, revenue agent's
reports, and other documents relating to determination

of income tax liability ..........cccceevviiciecceiiiieenen Permanently
Time DOOKS/CAIS........ccvvreeriiieieieeee e 7 years
Trademark registration and copyrights.................. Permanently
Training MaNUAIS .........coviverierrieeeseeens Permanently
Union AQreemMENtS .......ccvvvvveveerereeeeeneneseseseseens Permanently
Voucher register and schedules............coocovvvninnnes 7 years

Vouchers for payments to vendors, employees,

etc. (includes allowances and reimbursement

of employees, officers, etc... for travel and

entertainment eXPENSES)......covivvrvrvrrerereiererereereeeenens 7 years
Withholding tax StatementS...........cooevriernivnieninns 7 years
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