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It is important to hold onto your business records (which includes emails) only as long as they are useful or
needed to meet legal requirements. Keep in mind you need to establish a records retention policy which
takes into account state and federal regulations, as well as industry standards.

The retention periods shown here are intended as general guidelines only. Before destroying any business Retention

records it is advisable to seek legal counsel. Period
Accident reports/claims (Settled CASES) .. 7 years
Accounts payable ledgers and schedules 10 years
Accounts receivable ledgers and SCHEAUIES ....coveeeireiieeeceeeccteeercteerecreeeseseeesseseeeesssseessssseeessssseessssnseesssseasssans 10 years
F BT | =T o TN Permanently
BaNK SEATEIMENTS ..ueireiiieieiieriieciereieeetereteeeseteesseeestesseeseseessesesseasssesssssessssesessassnsessssssssstessnsessssessssassnsessssasssassssassns 10 years
Bond records: statements of payments, issuance documents, loan agreements, reporting, €tc ....c.ccceevveecuvenenens Permanently
CASIN DOOKS ceneveereriienteetreteetecneesiesrestesteseestesstesstesseessesssesssesssesssesssesssesseessessstesstssstssssssesssasssessessnsssnsssssessesssssssasnns Permanently
Charts Of @CCOUNTS ..ouiiuiiiiiiiciittcrctct ettt st sr et st st b s bbbt sab st e b e besatnssntsabessessesnesas Permanently
Checks (canceled checks for important payments, special contracts, purchase of assets, payment of taxes,
etc. Checks should be filed with the papers pertaining to the underlying transaction) ................. Permanently
Checks (cancelled except thOSE NOLEA GDOVE) weuueiicireeiiieiieetiecteectr et eetree e eesareeesaeeeseseesasessssessssesssssssssssssssennen 10 years
CONtracts aNd [€ASES (EXPIFEA) «.eecureevrerererreereerieeieereereesressressresseesseessesssesssesssesssesssesssesssesssessssssssssssssesssesssssssesssessenn: 10 years
Contracts and leases Still IN @FfECt vo.uieuiiviiiiiiict s s Permanently
Correspondence, general .......cceeueeeee. 4 years
Correspondence, legal and important matters Permanently
Correspondence, routine With CUSTOMErS/ VENAOI'S .ccc.eeeiieieieeeceeeeccteeecetee e ctee e e rte e e e e sree e s e sse e e s e ssae e e e ssasasennnees 2 years
Deeds, Mortgages and Dills OF SAIE ...ttt e e ste s e e e sta e s e s aa e e s e as e s e s e saaesessssasssssssasennsen, Permanently
DePreciation SCREAUIES ....couiircieeeireiereteeteereecterere e st s ste e st e s st e s seesssnesessesessessssesssssassssssnsessssesensassnnesensassnns Permanently
Donation records of endowment funds and of significant restricted fuNdS......cceeeeeeeeeereeeeerreeeeeeereeeeeeeee e Permanently
DONAtION FECOTAS, DTN ... ettt sttt st st st s e st e et st s st s st s st s ssessesasasstesseastesasssesas 10 years
Duplicate deposit slips 10 years
Employee personnel records (after termination) 7 years
EMPIOYMENT QDDICAtIONS veiireeiriireiieerrereeeesieeercieeeeeereteeecsereesesseeesssseesssssseessssseesssssseessssssesssssesssssnsessssssssssssnenssssnns 3 years
Financial statements (year-end, other Months OPtioNal) c..cceeceereeieeieciecieereereer e et eeeesseesaeesesssesssessnens Permanently
Expense analyses and expense distribution schedules (includes allowance and reimbursement of employees,
officers, etc, for travel reimbursement of emplovees, officers, etc, for travel and other expenses) 10 years
General ledgers, year-end trial DAlaNCES ..ccccceiiieereeirrciieeecciteencrteeerceeeeecsreeesceeeesssneeeessssnesssssnsesssssesssssssessssnsassssnns Permanently
Grant expense disbursements aNd A rEEMENTS. ...cucciiiiereeeeeiteeeeerteeeerreeeeesteeeeeseeeeessaeeeessssseesssesseesssassesssssssssnses 10 years
Insurance records, current accident reports, claims, POlCIES, ETC ..iiiviirrriirererererrritrrtenrterrteereeseeeeeeeseseeesneens Permanently
Internal audit reports (MISCEIIANEOUS) ..icuveereeereerrreirerireerteerteestesseeseeseesseesseesssesseesssessesssesssssssesssssssesssesssesssesseessesssenn 3 years
INVENTOTY FECOTAS .everererrereerreesreeeeeteneesseesstesstessesssesssesssesssesssesseessessssessessssssssesnssssesssesssesssasssesssesssesnsssssessesssesssesnns 10 years
INVOICeS 1O CUSTOMENS OF frOM VENOIS «..eeniiiiieiiieieeteeeet ettt ettt ste st s st st e st e st et st s et sesesesesnesasesasesssasnsesnnens 10 years
IRA and Keogh plan contributions, rollovers, transfers and distributions Permanently
JOUINAIS ettt st e st sesre s e et s s sae s e s e s sassesbasssne s nsasnsesasssssssnssssssssstesssssssssessssassnsassrnesonsessnens 10 years
Minute books of directors, stockholders, bylaws and Charter ... eeeeeeeeeeeeccceeeeecerecee e eceeeee e e rere e e reeeeeenanes Permanently
Payroll records, SUMMAries @nd tAX FETUIMS ....ueieieereeeeeiiireeeerteeeeerteeeeeieeeseessseesessseesessssssssssssesessssssssssssssssssssssessssees 10 years
PELLY CASN VOUCRETS .ttt e e rte s e s at e s e s s e e e e s e st e s e s b e e e e e saasessssaasassssaseasseasesssssesanssssssssssasaans 3 years

Property records, including costs, depreciation reserves, year-end trial balances, depreciation schedules,
DIUEPIINES, @NA PIANS 1ot et et teeet cett et cvtetn cereae cte eeneeneee ceevee see e tue sen sorens san sensessasaesnnesnsansans sunoenoesone Permanently

PUPCNESE OFAELS eeeeeieeeeeteeiteeceteretese e seeese et eseesssseessstessssessssessssassssessssesssstessssessssessssesossessssesssseesssesssseesssesssanessanes 3 years
Safety records 6 years

SAlES FECOIAS werurererereeiereteertereteeetereresesressstesesanessatesessessstesessesessessssesestssssssssssesssessensessssesessessssesssessssessssessssnssssassss 10 years
SUDSIAIANY [EAZEIS eeeieeeieeeteeecceeeeectee ettt eecrreeesesteeessseeeesssseeessesssesssssssassssnsesssssssesssssssesssnsesssssssessssseassssrssasssssnnes 10 years

Tax returns, revenue agents’ reports, and other documents relating to determination of income tax liability Permanently
Time Cards aNd dAilY FEP OIS ...eiiieiieeccieeeccte et crte e se e e e e st e e s e s sta e e s e sas e e s s sbeseesssaaesssssaesassstessssssassssstasssse, 10 years
Trademark registrations, patents and COPYFIZNLS ...cevevererirrrireriierienierrte ettt sesesesntessseeesnreseeesenessssesessesssnesns Permanently
Voucher register aNd SCREAUIES .....uviieccieirrcieeeeecteeecceteercreeeeserneeeseeseeesesseeeessseeesssssessssssssssssssessssssssessssnsssssssseasasns 10 years
Vouchers for payments to vendors, employees, etc (includes allowances and reimbursement of employees,

officers, etc, for travel and entertainment EXPENSES) ... vuuvvrververiiee e e et eeneereeriee e e ene 10 years

VO UNE O FECOTAS. vteiieureeeeeitteereiteeeeriteeeeesteeeeesteeessseesessssasesssssessssssessssssasesssssesssssesssssssesessssssssssssessesssssssssssssssssnnes 3 years



