File Drawer Facts: Which Business Records Should You Keep?

Business records of all sizes, shapes and kinds have been a filing nightmare since the invention of paper. Which records are necessary to hold onto? Which can be discarded? And when? To help determine how long you should keep business records, Milton, Mass-based Gerald T. Reilly & Co., Certified Public Accounts, Inc., recommends the following guidelines.

KEEP PERMANENTLY

*Audit reports of accounts, capital stock      and bond records

*Cash books, charts of accounts

*Canceled checks for important payments contracts and leases still in effect

*Correspondence on legal and other important matters

*Deeds

*Mortgages and bills of sale

*Depreciation schedules

*Financial statements (end of the year)

*General and private ledgers (end of year trail balances)

*Insurance records, current accident reports, claims, policies

*Journals

*Minute books of directors and    stockholders

*Property records

*Tax returns and work sheets

*Trademark registrations

KEEP SEVEN YEARS

*Accident reports and claims (settled cases)

*Accounts payable ledgers and schedules

*Accounts receivable ledgers and            schedules

*Canceled checks

*Expired contracts and leases

*Expense analysis and expense distribution schedules

*Expired option records

*Payroll records and summaries, including payments to pensioners

*Plant cost ledgers

*Purchasing department copies of purchase orders

*Sales records

*Canceled stock and bond certificates

*Subsidiary ledgers

*Time books

*Voucher register and schedules

*Vouchers for payments to vendors, employees, etc.

[image: image1.png]


KEEP THREE YEARS


*General correspondence

*Employee personnel records (after termination)

*Employment applications

*Expired insurance policies

*Internal audit reports

*Internal reports

*Petty cash vouchers

*Physical inventory tags

*Savings bond registration records of employees

KEEP ONE YEAR

*Bank reconciliations

*Correspondence with customers or vendors

*Duplicate deposit slips

*Purchase orders (except purchasing     department copy)

*Receiving sheets

*Requisitions

*Stenographer’s notebooks

*Stockroom withdrawal forms

You can learn more about the records you should keep by calling Gerald T. Reilly and Co., Certified Accountants, Inc. at (617)696-8900
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Life is time…

Make it count!(                 P.O. Box 980666 ( 713-863-1256 ( 800-409-4226 ( www.suepistone.com
