Corporate Records Retention Period
Accident Reports/ Claims (settled cases) 7 Years
N Nk M Capital Stock & Bond Records (ledgers,
il J I transfer registers, stubs showing issues, Permanently
HEEU”"“"I] HE[:['[IS Retention Period records of interest coupons, options, etc.)
Accounts Payable Ledgers & Schedules 7 Years COHFIQC':SJ Mortgages, Notes & Leases T
Accounts Recetvable Ledgers & Schedules 7 Years (expired)
Cash Bocks Permanently E’;’I?I;E.ZES’ Mortgages, Notes & Leases Permanently
g ?flAccounts Remiy Correspondence (general) 2 Years
Depreciation Schedules Permanently Correspondence (legal and important
= Amal L P Permanently
Xpense yses/ matters only)
Expense Distonbution Schedules 7 Years
: E : Correspondence (routine with customers
Financial Statements (year-end d/ o 2 Years
o > Permanently and/ or vendors)
= sf/P . = = i Insurance Pelicies 3 Years
te 2
- E;eé glanil;rsa edgers, Year-en Permanently ]IPns]ilrlance t{l—;{ecords, Accident Reports, Clamms, Beimanently
Intemnal Audit Reports (longer retention 37 SR
pericds may be desirable) Z Intemal Reports (miscellanecus) 3 Years
Inventories of Products, Materials 8 Supplies |7 Years g?&f}i}iﬂii?}%ﬁ;ﬁ Eco?:r}cllasr?efrDuectors Permanently
Inwvoices (to customers; from vendors) 7 Years Patents & Related Papers Permanently
Jeurnals Permanently Requisitions 1 Year
Notes Recetvable Ledgers & Schedules 7 Years Sales Records 7 Years
Payrcll Records & Summaries 7 Years Stock & Bond Certificates (cancelled) 7 Years
Petty Cash Vouchers 3 Years Stockroom Withdrawal Forms 1 Year
Physical Inventory Tags 7 Years Trademark Registrations & Copyrights Permanently
Plant Cost Ledgers 7 Years Training Manuals Permanently
Purchase Orders (except purchasing
e L Year Employee Records
gurchase Orders (purchasing e Employment Applications 3 Years
epartment copy) Garnishments 7 Years
Receiving Sheets | Year Option Records 7 Years
Retirement & Pension Records Permanently Personnel Files (terminated) e
S;:lreip eé:iS)alvage Records (mventones, 7 Years Sales Commission Reports 3 Years
Subsidiary Ledgers T Years E@e R;cords ;Years m
t
Tax Returns 8& Worksheets; Revenue Agents' HIon SgTeements Sl
Reports (and other documents relating to Permanently
determination of income tax liability) HEﬂI F"]I]E”I.I HE[:['[IS
Vouchers for Payments to Vendors, Deeds, Mortgages & Bills of Sale Permanently
Employees, etc. (includes allowances and M o Property Appraisals Permanently
reimbursement of employees, officers, etc,, T By
for travel ang enfetfaament expenses) depreciation reserves, year-end tn;d balances, |Permanently
Withholding Tax Statements T Years depreciation schedules, blueprints & plans)
H I'l H [I Any US towe advice tnehuded beresn ds not intended or written to be need to
MK HECOrtS S avoid penalties that may be fmposed under the Internal Revenne Code or
Bank Reconciliations 2 Years state or beal twe law provisions. Consalt with your Tae Representative for
Bank Statements 3 Years adpive on mgtiers specific B0 Your sitnation,
Checks (cancelled—see exception below) 7 Years
.Chi‘:ks (Cmce]}lfd fc? mport?ynt Payflentss 1515 Market Street , Suite 1700 . Philadelphia . PA 19102 . P: 215.665.8870
Le. taxes, purchase of property, speci - - :
contracts, etc. Check should be filed with the |Permanently ez inshiicld Dune 'Mounhtg“fgl:ei(;? IR0 2023
papers pertaining to the underlying ) '
Deplicats Deposit Shps o Connecting Clients fo Gredter Goals




