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RECORD RETENTION GUIDE FOR BUSINESSES

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 feder-
al regulations, as well as industry standards. The retention periods are intended as a general

quideline only. If you have questions about destroying any tax or accounting records, please con-

tact me immediately.

DOCUMENT ...ttt RETENTION
Accident reports/claims (Settled CaSES) ......ccccvvevvevieiieeii e 7 years
Accounts payable ledgers and schedules...........cccocevvvieiieiieiieiecnnn Permanently
Accounts receivable ledgers and schedules ............ccoevviieiveviecccceece e 8 years
AUGIT FEPOITS ... Permanently
Bank StatEMENTS .......cceoiiiieiece e 10 years
Capital stock and bond records ..o Permanently
CaSh DOOKS ..ot Permanently
Chart Of ACCOUNTS ..ot Permanently
Checks, cancelled checks for important payments.............ccccceevverveenee. Permanently
Checks, cancelled, NOt iIMPOrtant..........ccoooviieereiieseere e 10 years
Contracts and 1eases (EXPIred) .......ccccvvereiieieere i Permanently
Correspondence, general..........coiiiiiiieiene e Permanently
Correspondence, legal and tax related .............cccooevveviiiciicce e, Permanently
Deeds, mortgages and bills of sale...........ccccooviiiiciie, Permanently
DEPOSIE SHIPS ..ttt 3 years
Depreciation SCNEUIES ..o Permanently
Employee personnel records (after termination)............cccccoevveviiieiicie e, 7 years
Employee appliCatioNS ..........ccviiiiiieiiiee s 3 years
LT I =T 00 o £ TSR TRR PR 7 years
Financial statements (Year-end) .........cccocevereninininieeee e Permanently
General ledgers, year-end trial balances ..............cccoovevviieieccc e, Permanently
Insurance Policies (EXPIred) ......coveierereriiese s 10 years
Insurance records, accident reports, claims, poliCieS...........cccevveinnnns Permanently
Internal QUAIT FEPOITS ......oviieiieiee s 3 years
INVENTOTY FECOIUS ....vvieiie sttt Permanently
Invoices to customers or from VENAOIS...........cooviirieieieiese e 7 years
IRA/Keogh plan contributions, transfers and distributions .................. Permanently
Minutes, bylaws and charter ... Permanently
Payroll records and SUMMATIES .........ceeiieiieeiie e 7 years
TAX TEEUINS .. Permanently
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Petty Cash VOUCKEIS..........coveieic e 7 years
PUICNASE OFUEIS ...ttt ens 7 years
RECEIVING SNEELS......eiiveeie et re e 1 year
Retirement plan reCoras ..........ouoviiiiiiiierres s Permanently
Y (=] AV (1010 (0 ST SS 6 years
SAlES rECOIAS, CASN ...t 7 years
Sales records, Charge.........ooveie e 10 years
SUDSIAIArY [EAGEIS ... Permanently
Tax returns and other documents to determine tax liability ................. Permanently
Time cards and daily rePOrTS........c.coeiiiiriiiie e 7 years
Trademark registration, patents and copyrights...........cccccevvveviviieinenn. Permanently
Trial balances (MONTTY) ......ooiiiiii e 3 years
W-2 FOMMIS .ttt Permanently

Note: Guidelines for maintaining records are based on a taxing authority’s statutory power and
limitations on auditing these records.
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