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RECORDS RETENTION SCHEDULE
Retentlon Perlod

Minute bools of directors,
stoclholders, bylaws, & charter ....Pennanently

Notes receivable ledgers & schedules...,................. ? yrs.
Option records (expired) .................. 7 yrs.
Patents & related papers ................... Permanently
Payroll records & summaries .......... ? yrs.
Personnel files (temrinated) ....,....... ? yrs.
Petty cash vouchers .,..3 yrs.
Physical inventorytags ....................3 yrs.
Plant costledgers ........-...... ,............7 yrs.
Propeny appraisals by outside appraisers.,..,.,......... Permanently
hoperly records, including costs, depreciation

reserves, year-end trial balances, depreciation
schedules, blueprints, & plans

Purchase orders (except purchasing
departuent copy) ....,....... ....,......... I yr.

Purchase orden (purchasing department copy) ......7 yl
Receiving sheets ........... ................... I yr.
Retirement & pension rccords .......... Pormanently
Requisitions .....:............................... I yr.
Sales commission reporb ..........,......3 ps.
Sales records ............-.7 yn.
Scrap & salvage records (inventories, sales, etc.) ...7 f,rs.
Stenographers'notebooks .............,.. I yr.
Stocks & bonds certifi cates (canceled).......,............ 7 yrs.
Stockoom withdrawal forms ...............................-. I yr.
Subsidiary ledgers ......7 yrs.
Tan returns & worksheets, revenue agents'

r€ports, & other documents relating to
determination of income ta:< Iiability .................. Permanently

Time boolcVcards .......,...... ...............7 yrs.
Trademark registrations & copyrights ..................... Peruranently
Training manuals ................ ............. Permanently
Union agreements .............. .............. Permanently
Voucher register & schedules ..............,.............,.... 7 yrs.
Vouchers for payments to vendors,

employees, etc. (includes allowances &
reimbursement of employees, officers, etc.,
for travel & entertainment expenses) ........,.........7 yrs.

Withholding tax statemeuts ..............7 yrs.

CPAs

Retenilon Perlod
Accideut ieporb/claims (settled cases)....................7 yrs.
Accounts payable ledgers & schedules .................... 7 yrs.
Accounts receivable ledgers & schedules ..,.,.,......... 7 yrs.
Audit reports.
Bankreconciliations ...-....... ..............2 yrs.
Bankstat€ments ..........3 yrs.
Capital stock & bond records: ledgers,

hansfer registers, stubs showing issues,
record of interest ooupons, options, etc ...............Permanently

C,ash books ...........,.....Pennanent1v
Charts of accounts ......Pernanently
Checks (canceled - see exception below)..........,;...7 yrs.
Checla (caoceled for important palments

i.e., taxes, purchases ofproperly, special conhacts,
etc. Checls should be filed with tbe papers
pertaining to the rmderlying transaction.).............Permanently

Contracts, mo4gages, notes, & leases (expired) .....7 yrs.
Contracts, mortgages, notes, & leases

(still ineffect) .......Permanently
Conespondence (general) .................2 yrs.
Correspondence (legal & important matters only) ..Pennanently
Conespondence (routine) with customers

and/orvendors ........,2yrs.
Decds, mortgages, & bills of sale .......,....................Permanently
Depreciation schedules .....................Permanent1y
Duplicate deposit slips ...,.......... ........2 yrs.
Emplolment applications .................3 yrs.
E:rpense analyseVexpense distribution schedules....7 gs.
Financial statements (year-end, other optional).......Permanently
Gamishments ..............7 yrs.
GenaraUprivatc ledgers, ycar-end trial balance........Permanently
lnsurance policies (expired)....... .....,..3 yrs.
lnsurance records, current accident reports,

claims, policios, otc................. .......Permanently
lnternal audit reports (longer retention

periods may be desirable)...... ,........3 yrs.
Intemal reports (miscellaneous)...............................3 yrs.
Inventories of products, materials, & supplies.........7 yrs.
Invoices (to customers, from vendors).....................7 yrs.
iloumals .........,.,.,,,......Permanent1v

The retention perigd ls the number of yearslrom the date the tsx return wasJikd.
AA materlal presented b for general tnfonnatton only and should not be acted upon wtthout professlonsl asslstsnce.

1519 W. Vallny Hwy N.. Stnrs 201 . AunuRN, WASHTNGToN 9800i
253.833.5304 . FAx 253.833.0175

www.FB-CPA.cOM


