QU DE TO RECORD RETENTI ON

ACCOUNTI NG

Account s Payabl e Ledger

Accounts Recei vabl e Ledgers

Audit Reports

Bank Deposits & Statenents

Bank Deposit Tickets - duplicate
Bank Reconciliations

Cash Books

Chart of Accounts

Check Regi ster

Cancel | ed Checks (i nportant paynents)
Cancel | ed Checks (uninportant paynents)
Credit History

Expense Reports

Fi nanci al Statenents

Ceneral Ledgers

Internal Audit Reports

I nventories (of products, nmaterials and supplies)
| nvoi ces: Custoners & Vendors

Jour nal s

Payrol | Records

Petty Cash Records

Equi prrent Cost Ledgers

Property Appraisals

Property Records

Profit & Loss Statenents

Royal ty Conput ati ons

Sal es Records

Subsi di ary Ledgers

Tax Returns

Travel Expense Reports

CORPORATE RECORDS

Annual Reports

Cancel l ed Stock & Bond Certificates
Capital Stock & Bond Records
Charters, Constitutions, By-Laws, M nutes
Contracts, Leases and Agreenents
Copyrights & Trademark Regi strations
Correspondence - Ceneral
Correspondence - Legal & Tax

Deeds, Mrtgages & Easenents

Expired Option Records

| ncor poration Records

Labor Contracts

Pat ent s

Pr oxi es

St ockhol ders & Transfer List

Dat a/ Zf i r m Cay/ Recr dRet ent n

7 years
7 years
Per manent
3 years

1 year

1 year
Per manent
Per manent
7 years
Per manent
7 years
Per manent
7 years
Per manent
Per manent
5 years
7 years
7 years
Per manent
7 years
3 years
7 years
Per manent
Per manent
Per manent
7 years
7 years
7 years
Per manent
3 years

Per manent
7 years

Per manent
Per manent
Per manent
Per manent
3 years

Per manent
Per manent
7 years

Per manent
Per manent
Per manent
Per manent
Per manent



QU DE TO RECORD RETENTI ON
GRANTS

G antee Award Records
G antor Award Records

| NSURANCE

| nsurance Policies
| nsurance Records: Clains & Policies
| nsurance Safety Reports: Fire & OSHA

PERSONNEL

Acci dent Reports, Clainms and Statenents
Disability & Illness Reports

Enpl oyee Application & Pronotion Records
Enpl oyee Term nati on Docunentation

Enpl oyee Ti ne Records

Retirement & Pension Records

Tr ai ni ng Manual s

W?2's

PURCHASI NG

Bi ds & Awards

Contracts

Purchase Orders
Requi si ti ons

Scrap & Sal vage Records

RECEI VI NG & SHI PPl NG

Bills of Lading

Bills of Sale ( inportant purchases)
Freight Bills

Postal Records

Recei vi ng Docunents

Shi ppi ng Docunent s

3 years
3 years

3 years
Per manent
7 years

Per manent
3 years
3 years
3 years
7 years
Per manent
Per manent
Per manent

3 years
3 years
3 years
3 years
7 years

3 years
Per manent
3 years
1 year

3 years
3 years



Dat a/ Zf i r m Cay/ Recr dRet ent n



Dat a/ Zf i r m Cay/ Recr dRet ent n



