	RECOMMENDED PERIODS FOR RECORD RETENTION
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	Capital stock records…………………………………..
Contracts and leases (expired)……………………….
Contracts and leases still in effect……………………
Correspondence (general)…………………………….
Correspondence (routine) with customers/vendors...

Deeds, mortgages, titles, abstracts, etc (expired)….
Minute books for stockholder and director meetings.
Corporate by-laws, charter, articles…………………..
Property appraisals by outside appraisers…………..
Property records-costs, depreciation schedules (after disposed)………………………………………….
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	FINANCIAL DOCUMENTS
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Accounts payable ledgers and journals……………...
Accounts receivable ledgers and journals…………...
Auditor reports………………………………………….
General ledgers………………………………………...
Financial statements-end of year……………………..
Insurance policies-expired…………………………….
Insurance records, claims, policies, etc……………...
Detail inventory records………………………………..
Tax returns and workpapers…………………………..
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	RECEIPTS AND EXPENDITURES
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Accounts payable files…………………………………
Bank statements………………………………………..
Bank reconciliations……………………………………
Cancelled checks……………………………….………
Duplicate deposit slips…………………………………
Purchase orders………………………………………..
Sales records…………………………………………...
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	SALES RECORDS
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Commission reports……………………………………
Credit history……………………………………………
Invoices to customers………………………………….
Shipping records………………………………………..
Sales tax returns and workpapers…………………….
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	PERSONNEL RECORDS
	
	
	
	
	
	
	
	

	Time cards/time sheets………………………………..
Personnel records………………………………………
Payroll journals…………………………………………
Payroll tax reports………………………………………
Retirement plan reports
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	*Prepared by Hugly & Company, P.C.
	
	
	
	
	
	
	
	


