DOCUMENT RETENTION – What to Keep & for How Long
BUSINESS RECORDS:   

KEEP PERMANENTLY…

· Articles of incorporation, charters, constitutions, bylaws, corporate elections, annual reports
· Audit reports of public accountants

· Canceled checks for important payments – such as taxes, property acquisitions, etc., (retain with related papers)

· Capital stock and bond records (ledgers, transfer registers, etc.)

· Check registers

· Copyrights & trademark registrations
· Correspondence (legal and important matters only)

· Deeds and mortgages

· Depreciation schedules

· Financial statements – year end balance sheets, profit & loss, certified financials (other months optional)

· Insurance policies

· Ledgers - general ledgers, accounts payable and year end trial balances
· Licenses and permits

· Minute books

· Note registers

· Patents

· Phone message books
· Property appraisals by outside appraisers

· Property records (costs, blue-prints and plans)

· Tax returns and worksheets, revenue agents’ reports and other documents relating to determination of tax liability
· Securities and stock transfers

KEEP FOR ONE YEAR…

· Personnel employment applications

· Purchase orders (except purchasing department copy)

· Stenographers’ notebooks

· Stockroom withdrawal forms

KEEP FOR THREE YEARS…

· Accounts payable invoices

· Bank statements and reconciliations

· Capital asset record (3 years AFTER sale)

· Commission reports

· Duplicate bank deposit slips
and cancelled checks (but see exceptions for permanent records)
· General correspondence

· Earnings register

· Expense reports and entertainment/gift receipts

· Internal audit reports and working papers

· Internal reports (miscellaneous)

· Labor cost records

· Payroll checks and registers

· Petty cash vouchers

· Physical inventory tags

· Travel expense reports

KEEP FOR SEVEN YEARS…

· Accident reports and claims (settled cases)

· Accounts receivable ledgers (computer runs)

· Automobile logs

· Bills of lading

· Contracts and leases (expired)

· Employee personnel records after termination

· Employment tax returns

· Expense reports

· General journals

· Inventory records

· Invoices to customers and from vendors

· Notes payable ledgers (computer runs)

· Notes receivable ledgers (computer runs)

· Payroll records and summaries, including payment to pensioners

· Personal property tax returns

· Purchase orders (purchasing department copy)

· Royalty records

· Sales registers (sales journals)

· Sales tax returns

· Stock and bond certificates (canceled)

· Subsidiary ledgers to the general ledger and trial balances

· Voucher registers (purchase journals)

PERSONAL RECORDS:
KEEP PERMANENTLY…

· IRA contribution records
· Retirement/savings plan statements (or until you retire or close the account)
· Bank records pertaining to taxes, home improvements and mortgage payments
· Bills/invoices for major purchases
· Home remodeling, addition and installation records
· Records in buying and selling a home
· Brokerage statements until you sell the securities
KEEP FOR ONE YEAR…

· Paycheck stubs – until your W-2 arrives
· Utility bills

KEEP FOR SEVEN YEARS…

· Taxes
· Checks/receipts pertaining to alimony, charitable contributions, mortgage interest and retirement plan contributions
· Records for tax deductions taken

· Credit card statements if tax-related expenses are documented
· Bank statements

· Accident reports and claims (settled cases)
