Below is what we have used as a guideline — | highlighted payroll which is 7 years

On K-1's and investment stmts — | would suggest at least 3, as | was following the suggestion below for Bank stmts,
(

deposits and electronic transfer docs.

mpe of Document B _ _J[r_ﬂ_inimum Best Prac_tice Requirement \
Accounts receivable & payable ledgers & schedules H‘r’ years B J
Rt g v i 8, |Vl oy st
fr\lréz::rlsz rg:ig:‘c:;pcziggon, charter, bylaws, minutes and othgl Permanently
= —— : ! !
gty lodgs, il s omge | PEMEny |
[Bank Reconciliation  |Byears ] ) _ |
Bank statements, deposit records, electronic fund transfer. | 3 years
|documents, & cancelled checks o | - ) o
‘Chart of accounts ) o _HPermanently o i .
[Checks (for important payments & purchases) —‘ IPermanentIy S _’
IContracts, morigages, notes and leases (expired) ] [7 Jeas .. |
Igntracts (still in effect) ) - _][E’_ermanenﬂy _ ‘
[Correspondence (general) ] ] -  [Byears B ) !
[Correspondence (legal and important matters)- —_‘Eeim_anently B ) J
[Corresponden_(_:e (with customers and vendors) |2 years ) |
IDeeds, morigages, and bills of sale ”Perman_erﬂ ) N - ]
pepreciation schedules _ ] ____![I_’cﬂni@rjtly_ - \
|Donations ] !Dears - __ll
EEOCreports - ______*"—| [E’g_rr_ngnen[ly ]
Employee demographic info & compensation records*
(Davis-Bacon Act, Service Contract Act & Walsh-Healy Public : 3 years
Contracts Act) - |
Employment applications* (depending on the # of employees, 5
:‘a‘z:ﬁf;{: :‘: ;:E':;:'ptz Z:}'g;smit?;:: s:;s:f::se,ln;::)c:g:ns_, | 2 c);;anr from making the record or taking the personnel
selection for training, layoff, recall, termination or discharge) (Ciwil,
Rights Act of 1964, Title VII, ADA, ADEA) | ]
[Expense Analysesiexpense ditiouon schedules |7 years |
lGamishments - —H7 years o j
|[Grants (un-funded) o ||t year - B
|Grants (funded) [t yearsafter closure - — |
llg_s* B o | 3 years after dftecof hire or 1 year after termination
Insurance Policies (expired)  [syeas |
;E“ucrizgfzztfcords, current accident reports, claims, : Permanently
Internal audit reports - 3 years - |
Invoices (fo customers, from vendors) B H7 yeals . J
]i_’r1ventory records 7 years l‘

[Loan documents and_ notes

' Mithholding tax statements* (FICA, FUTA, Federal IncomTe_)‘ ‘7 years

OSHA logs* (Records related to medical exams - 30 years s years

after termination) B |

Patents and related papers _ |Permanently B |
Payroll records & summaries including records related 7 years

to employee's leave” (Equal Pay Act, FLSA) ) B B

Personne! files (terminated employees) (Title VIi, ADA, 7 years after termination

IADEA) N S T S o ]
Polygraph test results and records* (Employee Polygraph : 3 years

Protection Act) - N A S

[Picyase orders o H? years ‘
Retirement and pension records including Summary Plan ‘ an

entl

||Descriptions* (ERISA) - | ljerm y

[Tax retums and workshests ~ |[permanenty |
[rimesheets [ years |
|Tr_ademark registrations and copyrights ] J[Pgrmanehtly - __J

f[Workers compensation (j_9gumentat_ion ) ___‘ [1 0 years after 1%t closure -




