	
	
	
	
	
	

	
	
	
	

	Document Retention Policy
	
	
	

	
	
	
	

	
	
	
	
	
	

	Item
	Retention Period
	
	
	
	

	
	
	
	
	
	

	Bank Statements & Reconciliations
	7 Years
	
	
	
	

	Cancelled Checks - (Important Payments - purchases of 
	Permanent
	
	
	
	

	property, tax payments, large or significant contracts)
	
	
	
	
	

	Cancelled Checks - (Ordinary)
	7 Years
	
	
	
	

	Cash Books
	Permanent
	
	
	
	

	Cash Receipts and Disbursements
	7 Years
	
	
	
	

	Construction Documents
	Permanent
	
	
	
	

	Contracts and Leases (Current)
	Permanent
	
	
	
	

	Contracts and Leases (Expired)
	7 Years
	
	
	
	

	Corporate - Articles of Incorporation & By Laws
	Permanent
	
	
	
	

	Corporate - Certificate of Incorporation and Related Legal or 
	Permanent
	
	
	
	

	Government Documents
	
	
	
	
	

	Corporate - Minutes of Board & Committee Meetings, etc.
	Permanent
	
	
	
	

	Correspondence (General)
	3 Years
	
	
	
	

	Correspondence (Legal / Important)
	Permanent
	
	
	
	

	Duplicate Bank Deposit Slips
	3 Years
	
	
	
	

	Email
	5 Years
	
	
	
	

	Employee Assignments and Garnishments
	7 Years
	
	
	
	

	Employee Benefit Plan Documents
	7 Years
	
	
	
	

	Employee Payroll Records
	7 Years
	
	
	
	

	Employee Payroll Reports (Federal, State or City Gov't)
	7 Years
	
	
	
	

	Employee Personnel Records (After Termination)
	7 Years
	
	
	
	

	Employee Personnel Records (Current)
	Permanent
	
	
	
	

	Employee Retirement & Pension Records
	Permanent
	
	
	
	

	Employee Timesheets
	7 Years
	
	
	
	

	Employee Workman's Compensation Documents
	11 years
	
	
	
	

	Employment Applications (Current Employees)
	Permanent
	
	
	
	

	Employment Applications (Other)
	1 Year
	
	
	
	

	Finance - Accounts Payable Ledgers and Schedules
	7 Years
	
	
	
	

	Finance - Accounts Receivable Ledgers and Schedules
	7 Years
	
	
	
	

	Finance - Audit Reports of Independent Accountants
	Permanent
	
	
	
	

	Finance - Chart of Accounts
	Permanent
	
	
	
	

	Finance - Depreciation Schedules
	Permanent
	
	
	
	

	Finance - Expense Analyses & Distribution Schedules
	7 Years
	
	
	
	

	Finance - Financial Statements (inc. Trial Balances)
	Permanent
	
	
	
	

	Finance - Fixed Asset Records & Appraisals
	Permanent
	
	
	
	

	Finance - General Ledgers
	Permanent
	
	
	
	

	Finance - Subsidiary Ledgers
	Permanent
	
	
	
	

	Finance - Tax Return Worksheets
	7 Years
	
	
	
	

	Finance - Tax Returns
	Permanent
	
	
	
	

	Finance - Uncollectable Accounts & Write-offs
	7 Years
	
	
	
	

	Finance - W-2 / W-4 / 1099 Forms, etc.
	7 Years
	
	
	
	

	Grant Inquiries
	7 Years
	
	
	
	

	Insurance - Accident Reports and Claims (Current Cases)
	Permanent
	
	
	
	

	Insurance - Accident Reports and Claims (Settled Cases)
	Permanent
	
	
	
	

	Insurance - Policies (Current)
	Permanent
	
	
	
	

	Insurance - Policies (Expired)
	Permanent
	
	
	
	

	Inventories
	7 Years
	
	
	
	

	Invoices from Vendors
	7 Years
	
	
	
	

	Invoices to Customers
	7 Years
	
	
	
	

	Notes Receivable Ledgers
	7 Years
	
	
	
	

	Paid Bills & Vouchers
	7 Years
	
	
	
	

	Patents & Related Papers
	Permanent
	
	
	
	

	Physical Inventory Tags
	7 Years
	
	
	
	

	Property Appraisals
	Permanent
	
	
	
	

	Property Documents - Deeds, Mortgages, etc.
	Permanent
	
	
	
	

	Stock and Bond Certificates (Cancelled)
	7 Years
	
	
	
	

	Stock and Bond Records
	Permanent
	
	
	
	

	Vendor Payment Request Forms & Supporting Documents
	7 Years
	
	
	
	

	Voucher Registers & Schedules
	7 Years
	
	
	
	


