{ YEAR 7 YEARS

Copies (misc.) Accidenf reports and claims (settied)
Re c Ol’dS Correspondence (routine) with customers or  Accounts payable ledgers and schedules
v Vend Accounts receivable ledgers and schedules
endors :
s : leposit slips Bank staternents
R ntl Duplicate deposit slip _
ete on Stenographer’s notebooks Brokerage statements

Cancelled checks(misc.)

. Employee expense
3 YEARS ployee exp

How long should you save your records?

[epoIts
Appointment books . Employee payroll records
Correspondence (general) with customersor nventory of products,
vendors . . o materials and supplies
Employee personnel records (after termination) Safety records
~Insurance policies (expired) Sales records

Internal reports (misc.) Scrap and salvage records ¢
Petty cash vouchers Stock and bond certifi-
‘ cates (cancelled)
- 5 YEARS Subsidiary ledgers
515-274-4730 Invoices to customers Time cards and daily
’ Invoices from vendors ' reports
800'344'51 55 Loan documents Voucher register and schedules.
' ' Notes receivable ledgers and schedules _ Voucher for payments made )
Purchase orders o
PERMANENTLY PERMANENTLY PERMANENTLY
General and private ledgers Adoption papers .C?pywughg. patent and trademark registration
'I‘ﬁsurar'xce records texisting) Articles 9" incorporation Df?a;h cemﬁcal&f .
Internal audit reports Audit reports of accountants Deeds, ‘rm.artgages and bills of sale
Journals : : Birth certificates D.éprecxauon sclled}Jles . o
Military records Bylaws. DNjorca decrees, alimony and child custody
Minute books Capital stock atnd bond records 'ﬂgl@eﬂfs .
'Pl"opvé rty appraisals and records Cancelled checks (important payments) Financial statements
Retirement plan information (IRA, 401Ck), etcy) Cash books
"Savings bond registratien Cﬁans of.accoums
Tax returns Citizenship papers
Training m anuals Contracts and leases (expired)
Unién. agree ments Contracts and leases (existing)

W-2/s/proof of income




