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The retention periods provided are intended as general guidelines only and may not be appropriate for every
situation. Before destroying any tax, accounting, or other business records, consult with a qualified professional
to ensure compliance with all applicable laws and regulations. These guidelines apply to both physical (paper)

records and electronically stored information. Please contact a HTB professional for further guidance.

DOCUMENT RENTENTION PERIOD

X T Lo L A =Y o o] Permanently
Capital stock and boNd reCOrdS ......ccccceirremmerrrrmmessrrrnseessrrrnaesserrnnnssssessnnssssssssmnsssessnsnssssnnen Permanently
[0 1= 0 3 Y - Yo oo 11 1 -3 Permanently

Checks (canceled checks for important payments, special contracts, purchase
of assets, payment of taxes, etc. Checks should be filed with the papers

pertaining to the underlying transaction) ......cccccccciiimccriiimcccsrer e Permanently
Deeds, mortgages and bills of SAle .....iiueeeeciiiiciiiiierneecc e e s e s e snmm e e e e e e e e e nnnnnns Permanently
[ T= o7 =Y od 1= A LY o TR o 0 T=T'o L V] 1= Permanently
Financial statements (Year-end) ... ciimiiimiiieesrneess e snessnes s snes s nnnsssnmssssnnsssnnnsnen Permanently
General ledgers, year-end trial balance ........ccccciiimeceirinreecsr s s ns e s snnmssssene Permanently
General liability, professional liability, workers’ comp,

and other occurrence-based POlICIeS ....cccireirrmiirmmeiireeiree e ens s nn e anaae Permanently
IRA/Keogh plan contributions, rollovers, transfers, and distributions ........ccceeeeeeeesssinnns Permanently
Minute books of directors, stockholders, bylaws and charter .......cccccceeiimmccciiieccnnenes Permanently
Retirement plan reCords ... ssss s nm s s nnmsssssssnmmssssesnnmnssseannnnnssnes Permanently
Tax returns, revenue agents’ reports, and other documents relating

to determination of income tax liability ... Permanently
Trademark registration, patents and copyrights ........cviiiimcesssrrmeesssr s essseeennnes Permanently
Accident reports/claims (SETLIEU CASES) .uuuurrrrrrssssssssnssnnmmmsssesrrrrrrrmmemmmmssssssssssssssssnnnnnnnnnnssssssssssnees 7 years
Accounts payable ledgers and schedules .........cccccimeiiimiiierireeer e srnms s smnanes 7 years
Accounts receivable ledgers and schedules ..........cooiiiimccrsiirimccsrr s rnm e nmasssseee 7 years
(@8- T3 TN o o Yo 1«3 7 years
Checks (canceled except those noted aboVe) ......cciiiiiiiiiisiiic s s e e s m s s s mmnsenns 7 years
Contracts and 1eases (EXPIred) ...iciiicciiiceirimesirrecssienssrrnnssrnnssssnmssssnmsssnnmsssnmssssnmsssnnssssnnssssnnsssnnnssens 7 years
Employee personnel records (after termination) .............cccccceeereecessseesnsessssesssssssssssnssssssssnnnsssns 7 years
254 0 =1 0 T3 =0 (= o X0 1 & 7 years
Insurance PoliCies (EXPIr@d) .iiiiiieeiireeirreeireesrrensrrnssranssrransrsnssrenssrranssranssssnnssssnnssssnnsssnnssssnnnnn 7 years
T NYZ=1 21 e Y 1Y =T o oY o 13 7 years
Invoices to customers from VENAOFS ......ccceciirmmcceriemmmmsssrrnnmmssssrrnmmssssssnnmmssssssnmmsssssssnmmssssssnnnsssssnnns 7 years
Payroll records, W-2s, summaries, and tax returns .......ccccoecermeeirimcesrreessrneesssnesssnneses at least 7 years
ES3= 1 L= T3 = od o o =3 7 years
Time cards and daily reports ... s s s n s rnm s s e s nnnmssssnnnnnnsnsns 7 years
B2 1 =3 Y L= o o 13 at least 6 years
Bank statements + DepPoOSit SIIPS...ccciirmmiimmmiremiireirrmsrsns s nna e nnnnnnnas at least 5 years
W=2 FOFPIMS .ouiiceiieersmnrressmsssesssnsssnsssmnssnsssnsssnnssnsssnsssnnssssssnsssnnsssnssnnssnnsssnssnnsssnsssnssnnssnnsssnnsnnnns at least 4 years
(00T g =T o o] g Te £=T o L ed =T'e 1= 4 1= - 4 years
Employee applications (NON=hires)......ccccccriiimmmmuiiiiimmmeisinnmmssssinnmssssrnnnsssssssnnsssssessnmsssssssnnnssssssnnnns 4 years
Internal audit reports (IMISCEIlaN@OUS) ......ccuiieeeiiieciiineeirreerrreerrnessrrnessrrnnsrrnnssssmnsssnnssssnmnssnnnssennnns 4 years
(2= o ALY o= 11 3 TR 1T T o 1= = 3 years
T od 3 F= T =0 Y = S 4 - 7 years
Trial balances (MONAIY) ... e s s s e rn e e e s nmms s s e s nmmms s e e snmnsssssnnmnnnsnsnnnnnnnnnenn 3 years
= L= o= V4 T T 1 L= - at least 1 year
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