TO SHRED OR NOT TO SHRED?

Actuals Reports

SHRED AFTER...
2 YEARS 3 YEARS 4 YEARS 5 YEARS

Audit Report
Employee Expenses udit Reports

Purchase Orders Freight/Shipping Accident Reports
Receiving Sheets Bills Payroll Records*
Stenographers Petty Cash Garnishments

Notebooks Vouchers Personnel Files*
Receiving Sheets Time Books/Cards

Stock & Bond Reports
Cash Books
Chart of Accounts

Copyrights

Deeds & Mortgages

Year-end Financials

Procedure Records

Budget Forecast
Correspondence
Deposit Slips
Employment
Applications

Brought to you by:

The Books!

www.thebooksforyou.com

Accounts Payable
Bank Reconciliation
Canceled Checks
Contracts & Leases
Expense Reports
Inventories
Purchase Invoices
Sales Records

Suggestions based on recommendations from the IRS. Consult your CPA or lawyer prior to document destruction.

Patents
Property Records

Retirement/Pension
Records

Tax Returns (Containing
Income Properties)

Trademarks

Training Materials

*Some sources recommend keeping these records for 10 years.



