SUGGESTED RECORD RETENTION GUIDELINES

ACCOUNTING

Y Lo 11 (o] S =T 010 T ATV 0] Q0= 0= = PSSP Permanent
2 oY S0 L= oL 1S | ] ] SO 3 years
Bank statements, reCONCIHALIONS ..........uuiiiiii e e e e e e e e e e e s snrraeeee e s 7 years
12100 (o= £ TSP PP 2 years
Cancelled CheCKS-gENETAIIY ........couuiiiii e b e 7 years
Cash disSbUrsEMENTS JOUMNAL.......coiuiiiiiiiiiie et Permanent
Cash reCeIPLS JOUMMAL ........eiiiiiiiiiiiiee ettt e e st e e e st e e e nre e e e e neee Permanent
[D1=To] dTo o] I (=T oTo] (o K SO PP PRUOTPPTI 3years *
EMPIOYEE EXPENSE MBCONUS.....eeiiiieee ittt et ettt e e e e ettt e e e e e st bbb et e e e e e e s aabbbbeeeaaeeeeannreneees 3 years
Employee payroll records (W-2, W-4, annual earnings records, €tC.) .........coccuuveeeeeeenniiivineeeeenn. 4 years *
Annual fiNaNCial StAEIMENTS .........viiiiiiiee et e e e e e e s sree e e Permanent
Interim/Internal financCial StAEMENTS ...........oi i e e e 3 years
(1=l =T |l o 10 g T= Lo gl [=To [0 =T SRR Permanent
T 1YL= a1 (0] Y L] £ S 3 years
INVOICES ..ttt e sttt e e ettt e e ottt e e ek bt e e e e kbt e e e ek be e e e e anbe e e e nnbe e e e e antaeeeeaas 3 years
o N7 (0] T T 4 S 4 years
Petty CASh VOUCKEIS ... e e e e e e s e e e e e e e s snreneeeaee s 3 years
CORPORATE RECORDS

ANNUAL FEPOITS ..ttt ettt e e e b et e ekt e e e e s sk be e e e e aabe e e e e aabb e e e e aabbeeeesbeeesannneeeaaas Permanent
AFtICIES Of INCOMPOTALION ......eiiiiiiiiitie ettt et e e e e e e e s e aaabb e b e e e e e e e e e snbeaeaaaaeas Permanent
COoNSHItUtION AN BYIAWS ...ttt ettt a e e e e et e e e e e e e e e annbbeeeeeaeeeanneneeees Permanent
Qualifications 10 O DUSINESS .....coiiiiiiiiiti et e e e e e e e e e e e e eeeeees Permanent
Minutes (Board and Committees with Board AUthOrItY) .........cccceiiiiiiiiiiiie e Permanent
Minutes (Committees without Board AUNOTILY)........ccoooiiiiiiiiiiiie e 3 —5years
Authorizations and appropriations for eXpenditures ..............eeiiieoriiiiiiiiieee e 3 years

(70 a1 1= o tsRTe [=T aT=T -1 Y S 10 years *
L0701 = Yo kS RTe [0 )V 1 o 01T o | SRR 4 years *
CONIACES-SAIES (UCC) ....uiiiiiiiiiie ettt s sttt e e et e e e e e nbb e e e s anbbe e s ennres 4 years *
INSURANCE

F Y oTol o (= o1 R 1T o Jo ] £ OO O PPPPTPPPPPPN 6 years
INSUFANCE ClAIMIS ...ttt ettt ettt e et e e e st bt e e e sabb e e e e abbe e e e ebbeeesanbneeeeans 6 years *
INSUFANCE POLCIES ..ttt e st e e s et e e e saba e e e e st bee s sabaeeeeaas 6 years *
LEGAL

Claims and GAtioN filES.......oouiiii e 10 years *
Copyright, trade name, trademark registration ... Permanent
PERSONNEL

Y o] o] o= 11T o IS PP PRPPPPI 1 year
Employee earningS/Payroll FECOIUS......ccuiia et e e e eaeeeae s 6 years *

L g pT o] (0] V=T 1] O RT T US PP 6 years *
(=10 0] 0][0) Y 04 =T 01 A eTe] 011 1o £ T PSPPSR 10 years *
LT g1 o] 1= o] £SO RPR 5 years
Medical or exposure t0 tOXiC SUDSTANCES FECONAS .......coiiuiiiiiiiee et 30 years *
Pension, profit-sharing PIaNS..........cceiiiiii e Permanent
LT 0N =T oL Lo T =T 0T ] 6 years
Employee pension records-service, eligibility, personal information, pensions paid.................... 6 years *
TIME CANAS/SNEELS......eiiiiie et e e bbb e e e 4 years
REAL ESTATE

ST LT PP TP PRI 10 years *
Purchases-title abstracts, opinions, insurance policies, sales agreements, mortgages, deeds... 20 years *
TAXES

Income tax returns and cancelled checks-federal, state, [0cal ............cccccvviiiiiiniiniii e, Permanent
oY (0] I = D (=] 10 E ORI 4 years
(0] 1< AV = D (=1 LU [ 0 TR URPRTRPRN Permanent
SaIES AN USE TAX FEIUIMIS ..ieiiiie ittt ettt ettt e st e s e bt e e e nbr e e e e anbneeeanneee 4 years
GENERAL Supporting correspondence and notes-patents, copyrights, For the life of principle
licenses, agreements, bills of sale, permits, contracts, liabilities, etc. ................ document which it supports

AAAS * = The retention period begins after final payment, settlement, expiration, termination, sale, etc.




FEDERAL RECORD RETENTION REQUIREMENTS

TYPE OF RECORD

Personnel Action Records
(Hiring, promotion, ads, tests, termination, etc.)

Basic Employment and Earnings Records

Payroll Records

FMLA Records

1-9 Forms

Certificates of Age

Government Contracts

Occupational Injury and lliness Record

Sponsors of Apprenticeship Program

Positive Drug Test Records

(Drivers)

Summary Plans and Reports on Benefit Plans

EEO-1 Reports

STATUTE

Civil Rights Act

FLSA
Equal Rights

FLSA

Equal Pay Act
ADEA

Child Labor

FMLA

IRCA

FLSA
Child Labor

Service Contract Act
Davis-Bacon Act
Public Contracts Act

OSHA

Apprenticeship Act

DOT Regulations

ERISA

Civil Rights Act

MINIMUM RETENTION

1 year or until disposition of charge

2 years

3 years

3 years

3 years or 1 year after termination

3 years after termination

3 years from date of contract completion

5 years (longer periods may be imposed

for exposure and medical records)

5 years

5 years

6 years

Indefinitely

In most instances, employers should keep these records for longer periods than required by law. In particular, working files on
active employees should normally be maintained throughout each individual’s employment and for up to three years thereafter.
Always consult legal counsel before taking any action. —

AAAS

automotive aftermarket association southeast




