MOORE STEPHENS TILLER's
practical guide to

Records Retention

What To Keep and
How Long To Keep It
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Establish yourrecord EEte iy
policy or schedule after s
considering state and federall
regulations as welllasl
industry standa rd' _t

The retention period for each type of record is shown in years (3, 7, ete.) or as "P" for “permanently.” This is a
guide only and is intended as general advice. Before destroying any business records, consult your legal counsel,
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Accident reports/claims (settled cases)

Accounts payable ledgers and schedules
Accounts receivable ledgers and schedules
Audit reports

Bank reconciliations

Bank statements

Capital stock and bond records {ledgers,
transfer registers, coupons, options, etc.)
Cash books

Charts of accounts

property purchases, special contracts, etc.)
Other canceled checks

Contracts, notes and leases (expirad)

Contracts, notes and leases (in effect)
Correspondence, general

Correspondence, legal and important matters
Deeds, mortgages, bills of sale

Depreciation schedules

Employee applications {1-9 forms 1 year after
termination or 3 years after hire)
Expense reparts

Financial statements, year-end

General ledgers, year-end trial balances
[msurance records

Internal audit reports (miscellaneous)
Inventory records

Invaices (to customers or from vendors)

IRAs {all types)

Checks, canceled, for important payments (taxes,

Employee records (after termination & for employees
likely to file claim check statute of limitations)
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Minute beoks for directors and stockholders,
including bylaws and charter

Notes, canceled

Notes Register

Options records {expired)

Payroll records, summaries and tax retums

Petty cash vouchers

Property records (costs, depreciation reserves,
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year-end trial balances, depreciation
schedules, blueprints, plans, etc.) P

Purchase orders 6

Qualified retirement plans (401(k], profit
sharing, defined benefit, Keogh, money
purchase, ESOP, etc.) 10

Receiving sheets 1

Requisitions 7

Safety records (noise exposurea)

Safety records (toxic) i

Sales records

Stock and bond certificates (canceled)

Subsidiary ledgers

Tax returns and worksheets, revenue agent
reports, and other documents relating to
income tax liability

Time cards and daily reports

Trademark registrations, patents, copyrights
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Voucher registers and schedules

Vouchers for payments to vendars, employees,
etc. (includes allowances and reimbursements
for travel and entertainment expenses)

W-2 forms
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Moore Stephens Tiller LLC

As a leading public accounting firm, Mocre Stephens Tiller LLC,
serves closely-held corporations and their owners, individuals of
high net worth, not-for-profit and governmental entities. For nearly
50 years we've provided comprehensive services you expect from

a national firm coupled with the personal client interaction
associated with a local firm,

Drawing on the vast experience of our more than 115 professionals,
we serve clients located in Georgia and the neighboring states

from our four regional offices. We are strategically aligned with
Moaore Stephens North America and Moore Stephens International,
a leading network of independently owned and operated
accounting firms, to offer clients national and international
accounting and consulting resources.

Moaore Stephens Tiller LLC services include:
= Accounting

= Audit and assurance services

= Corporate and individual tax services

= Business advisory services

= Employee benefit audits

= Personal financial services

= Retirement plan administration

For mare infarmation visit our weah site or cantact
one of our offices listed below.

MOORE STEPHENS TILLER LLc

CERTIFIED PUBLEC ACCOUNTAMNTS AND BUSINESS ADVISORS

TEO Johnson Ferry Road, Suite 325 1612 Newcastle Street, Suite 200

Atlanta, Ga 30342 Brunswick, Ga 31520
Phone: 404, 256. 1606 Phomne: 912 _265.1750
Fax: 404.255.6114 Faxc 912.264.4976

1505 Lakes Parkway, Suite 150
Lawrenceyille, GA 30043
Phome: 770.995 8800
Faz 709950601

www.mstiller.com



