Accounting Department

Sample Records Retention Schedule


#
Records Title/Description
Retention/Disposition/Notes

1. 
Accounts Payable ledger & Reports – Includes expense reports, invoices and check approvals
Year end + 7 years & destroy

2. 
Accounts Receivable – AR Aging Report (Regular)
Year end + 2 years & destroy

3. 
Accounts Receivable – Billing Records (Bill copies) and backup
Year end + 7 years & destroy

4. 
Accounts Receivable – Detail Ledger
Until superseded & destroy VITAL RECORD

5. 
Accounts Receivable Ledger & Reports – Includes cash receipts backup and client invoices
Year end + 7 years & destroy

6. 
Staff Compensation – Includes related reports & working papers
Year end + 7 years & destroy

7. 
Balance Sheets (Annual)
Year end + 7 years & destroy

8. 
Balance Sheets (Monthly)
Year end + 3 years & destroy VITAL RECORD

9. 
Bank Deposit Books
Tax year + 3 years & destroy

10. 
Bank Deposit Slips
Tax year + 3 years & destroy

11. 
Bank Loan Documents
Active + 7 years & destroy

12. 
Bank Statements
Year end + 7 years & destroy

13. 
Budgets – Approved & Revised
Year end + 7 years & destroy

14. 
Capital Asset Records – Includes reports and backup
Permanent VITAL RECORD

15. 
Capital Stock & Bond Records
Permanent

16. 
Certificates of Deposit
Active + 7 years & destroy

17. 
Checks - Cancelled
Year end + 7 years & destroy

18. 
Checks - Void
Year end + 7 years & destroy

19. 
Check Registers
Year end + 7 years & destroy

20. 
Contracts & Leases
Active + 7 years & destroy VITAL RECORD

21. 
Correspondence/Routine/Administrative
Year end + 3 years & destroy

22. 
Deeds & Mortgages
Permanent VITAL RECORD

23. 
Expense Reports – Accounts Payable
Year end + 7 years & destroy

24. 
Financial Statements (Yearly review/Auditor)
Year end + 7 years & destroy

25. 
Financial Statements ( Monthly)
Year end + 3 years & destroy

26. 
General Ledger (Includes Journal Entry)
Year end + 7 years & destroy (Review for archival retention) VITAL RECORD

27. 
General Ledger – Account Code Listing
Until superseded & destroy & destroy

28. 
General Ledger – Trial Balance
Until superseded & destroy VITAL RECORD

29. 
Income Statements
Year end + 7 years & destroy VITAL RECORD

30. 
Insurance Claims – Property & Liability
7 years from settlement & destroy

31. 
Insurance Policies – Includes Property, Liability
7 years from expiration & destroy VITAL RECORD

32. 
Investments – Accounts & related records
Active + 7 years & destroy VITAL RECORD

33. 
Management Report To-date – Includes overhead expenses, overtime reports, compensation reports
Year end + 3 years & destroy

34. 
Notes (Outstanding)
Active + 7 years & destroy VITAL RECORD

35. 
Organizational Agreements and Charters
Permanent & Archive VITAL RECORD 

36. 
Source & Use of Funds Statements
Year end + 7 years & destroy

37. 
Tax Returns – Includes related documents & worksheets
Year end + 7 years & destroy
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