BUSINESS RECORDS RETENTION SCHEDULE

Business records, especially those that are voluminous and bulky, should be disposed of as soon as
they outlive their usefulness. To help our clients determine which records they should refrain and
for how long, we have reprinted the following schedule from the Practicing CPA. This schedule is

only a guide and special circumstances can alter the retention period.

Retention
Records Period
Accident Reports and Claims (Settled Cases) 7 Years
Accounts Payable Ledgers and Schedules 7 Years
Accounts Receivable Ledgers and Schedules 7 Years
Audit Reports of Accountants Permanently
Bank Reconciliations 1 Year

Capital Stock and Bond Records; Ledgers, Transfer Registers, Stubs Showing
Issues, Record of Interest Coupons, Options, Etc.

Permanently

Cash Books

Permanently

Charts of Accounts

Permanently

Checks (Cancelled But See Exception Below)

7 Years

Checks (Cancelled For Important Payments, i.e., Taxes, Purchase of Property,
Special Contracts, Etc.) (Checks Should Be Files With The Papers Pertaining To
The Underlying Transaction)

Permanently

Contracts and Leases (Expired) 7 Years
Contracts and Leases Still in Effect Permanently
Correspondence (Routine) With Customers or Vendors 1 Year
Correspondence (General) 3 Years

Correspondence (Legal and Important Matters Only)

Permanently

Deeds, Mortgages and Bills Of Sale

Permanently

Depreciation Schedules

Permanently

Duplicate Deposit Slips 1 Year
Employee Personal Records (After Termination) 3 Years
Employment Applications 3 Years
Expense Analysis and Expense Distribution Schedules 7 Years

Financial Statements (End-of-Year, Other Months Optional)

Permanently

General and Private Ledgers (End-of Year Trial Balances)

Permanently

Insurance Policies (Expired)

3 Years

Insurance Records, Current Accident Reports, Claims, Policies, Etc.

Permanently

Internal Audit Reports (In Some Situations Longer Retention Periods May Be

Desirable) 3 Years
Internal Reports (Miscellaneous) 3 Years
Inventories of Products, Materials and Supplies 7 Years
Invoices to Customers 7 Years
Invoices from Vendors 7 Years

Journals

Permanently

Minute Books of Directors and Stockholders, Including By-Laws and Charter.

Permanently

Notes Receivable Ledgers and Schedules 7 Years
Option Records (Expired) 7 Years
Payroll Records and Summaries, Including Payments To Pensioners 7 Years
Petty Cash Vouchers 3 Years
Physical Inventory Tags 3 Years




Records

Retention
Period

Plant Cost Ledgers

7 Years

Property Appraisals by Outside Appraisers

Permanently

Property Records-Including Costs, Depreciation Reserves, End-Of-Year Trial
Balances, Depreciation Schedules, Blueprints and Plans

Permanently

Purchase Orders (Except Purchasing Department Copy) 1 Year
Purchase Orders (Purchasing Department Copy) 7 Years
Receiving Sheets 1 Year
Requisitions 1 Year
Sales Records 7 Years
Savings Bond Registration Records of Employees 3 Years
Scrap and Salvage Records (Inventories, Sales, Etc.) 7 Years
Stenographer's Notebooks 1 Year
Stock and Bond Certificates (Cancelled) 7 Years
Stockroom Withdrawal Forms 1 Year
Subsidiary Ledgers 7 Years

Tax Returns and Worksheets, Revenue Agents 'Reports and Other Documents
Relating to Determination of Income Tax Liability

Permanently

Time Books 7 Years
Trade Mark Registrations Permanently
Voucher Register and Schedules 7 Years
Vouchers for Payments to Vendors, Employees, etc. (Includes Allowances and Re

Imbursement Of Employees, Officers, etc. For Travel and Entertainment Expenses) 7 Years




