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Alimony, Custody or Prenuptial Agreements....... Permanently

Bank Statements.......cccoeiiiiiiiiir e 1 year (unless needed for tax records)
(0F-1 3 Tof=1 | [=Yo [0 5 1= od L€ 1 year

Charitable Contributions.........ccccceiimmiiiieccnieecneeeeens Keep with applicable tax returns

Credit Purchase Receipts.....ccccormmmmirrmmennrrrcesnrencennnns Discard after purchase appears on credit

card statement if not needed for warranties,
merchandise returns or taxes

Credit Card Statements.........cceireiimiiimineeceeeeeaa. Discard after payment appears on credit
card statement

Detailed List of Financial Assets Held................... Permanently

Employee Business Expense Records......cc.cecuureeen Keep with applicable tax returns

Forms 1099 Received.......ccccoiimeeiiimcenimncenrnmssnsnnnnnes 7 years

Health Insurance Policies.....cccccimmirrrecerrrmmnseneenns Keep until policy expires, lapses or is
replaced

Home & Property Insurance.........cooreeiirmniieennnmnseenanes Keep until policy expires, lapses or is
replaced

Income Tax Returns and Records.........ceeeverreennnnnes Permanently

Investment Annual Statements........c.cceeiiiieenninees Keep with applicable tax return

Investment Sale Confirmation Records................. Discard sale confirmation records when the

transaction is correctly reflected on the
monthly statement

Investment Purchase Confirmation Records......... Keep purchase confirmation records three to
six years after investment is sold as evidence
of cost

I eI S U A G . . s Keep until there is no chance of

reinstatement. Discard premium receipts
when notices reflect payment.

Loan Records / Forms 1098.........cccceemmmmrrrrresssssssnnes 7 years following disposition, termination or
payoff

MediGallRecOrdSs Ml b Lo S d o S et Permanently

Medical Expense Records.........ccerrmuiimmirmeiemssennnenas Keep with applicable tax return, if deducted

MilitaryPap s, s e e ) iy Permanently as they may be required for
possible veteran’s benefits

RASS ports =t T, e Ll Until expiration

VS t Ul S Ly s L E s Current year until final pay stub. Then

Personal Certificates (birth, death, marriage, discard all but final.

divorce, religious ceremonies).......ccccveerreeiremnnennnnes Permanently

Photos or Videotape of Valuables...........cceeveuvennnee Permanently

Real Estate Documents......cccovciimeiimeinieeiieesinmsnneeanns Keep three to six years after property has
been disposed of and taxes have been paid

REGeIpisy....... B o N L LR WA e Use judgment when discarding receipts

Residential Records™........coccciiimmniinnmennineesnnnnsnn, Indefinitely

Schedule K-1’s from Partnership or S Corp........... 7 years following disposition, termination or
payoff

Social Security Statements.......ccceeireciireccereeee Discard when current records of payments
into the Social Security System are received

Trust Agreements......cciieeiimiiieiieire e Permanently

V2 [ TN S o I TN Permanently

Warranties & Related Receipts/Documentation.. After expiration

VAH scenmomaconmnmmnonncac TR, R o Keep current will permanently, or until

rendered obsolete by a new version

* Copies of purchase-related documents, annual mortgage statements,
receipts for improvements and copies of rental leases / receipts.

Accident reports / claims for settled cases........ccceerrrrrrririiinnnns 7 years from time of settlement
Accounts payable ledgers & schedules........cccccciiiieiiiiieiiiieennns 7 years

Accounts receivable ledgers & schedules..........cccccciiieceiiireennnns 8 years

W AX(E Lo [l =Y o X o 3 Permanently

Bank statements........ccccccoiimciiiicsr e e e 3 years

Capital stock & bond records.......cccoveiimmiimiieeireeir e, Permanently

(@82 Y] 5 T o T X0 €3 Permanently

(03 F=1 2 83 o 3= Lo od o 1 ¥ [ 31 = Permanently

Cancelled checks® ..o s eman Permanently

Cancelled checks (except those noted above)........................ 7 years

Contracts & leases (eXpired)....cccccermmmrirmmeiiinmssrrnmssrrnessrsmsssenes 7 years from time of expiration
Correspondence, general.......cccccceveceiiimceinrmesssrnnesssrsmesssesnssssennas 2 years

Correspondence, legal and tax related.......cc.cceermiieeireeiieennnees Permanently

Deeds, mortgages & bills of sale.......ccoeeiirmiiriieiiecc s Permanently

DEPOSIHASTIPSY. ........ - .....ceceecneen e eenernenrennsnnnnannennenn s mnmnemnnnsond 3 years

Depreciation schedules...........cccerrmmiiirecsirrnesssereesssrreessernsssiene Permanently

Employee personnel reCords........ccccevermmmminremesirrnesssrreesssrremsssssnnns 7 years from time of termination
Employee applications........cccccciiiiimmcccccsicirinc s s e e nnnas 3 years from time of submission
EXpenSeiiePOrisHs. . o . .UM ... N eneanreaafadinnanns 7 years

Financial statements (year-end).....ccccccvrmmircirecenreeinrcsnreessseesenes Permanently

General ledgers, year-end trial balance..........ccoevireeireeireennnes Permanently

Insurance policies (eXPired).....ccccccurrmiirmirmiinmireerr e, 3 years from time of expiration
Insurance records, accident reports, claims, policies, etc...... Permanently

Internal audit reports (miscellaneous).....ccccevreeeierrecnierreenserneanes 3 years

INVEREOr VANEGOREIST .. ........cccccneeeiiinernnnnnaassiansasdinnnssnsnnnsnnnnnssnsannsannns 7 years

Invoices to customers or from vendors.....cccccccceeiimmeeceiiiiinnnecen. 7 years

IRA / Keogh plan contributions, rollovers, transfers &

diStribULIONS..... .o ... . T e E e soennnnsa e aassace Permanently

Minute books of directors, stockholders, bylaws & charter... Permanently

Payroll records, summaries & tax returns.........cccccvrrmvreerrennns 7 years

PetEVICASh VOUCKELS.......iieeeninenii s e et aa S ren na mna s nem e mmmnanmannannenn 3 years

0] o] 3 1= =3 oY o = 3 years

Receiving sheets.......ccciiiieiiieciii e e r s r e e emnns 1year

Retirement plan records........c.cciiimmniiinesinme s Permanently

Safety records.... .o nnnnas 6 years

£S1= L= 230 =Yoo -3 7 years

Subsidiary ledgers.....ccccciimmririmmirirncerrrnssrrrses s s s nns e e nnnns 7 years

Tax returns, revenue agents’ reports & other documents

relating to determination of income tax liability.....c...cceeveeneeee Permanently

Time card and daily reports......cccciciiiiiieiiisiiein e 7 years

Trademark registration, patents & copyrights.............cc.......... Permanently

Trial balances (Monthly).....o e 3 years

AT AT 278 o ¢ 1 T 7 years

* Used for important payments, special contracts, purchase of assets,
payment of taxes, etc. Checks should be filed with the papers pertaining
to the underlying transaction.

cpa

Business Solutions, Family Approach



