Record Retention Schedule (Subject to business-specific requirements)

Accounting and Fiscal 
Invoices and receivables............... 5 years 
Checks and payables..................... 5 years 
Auditors' reports ........................... permanently 
Annual statements ........................ permanently 
Inventory....................................... 4 years 
Personnel 
Payroll........................................... 6 years
Contracts....................................... 4-5 years 
Personnel files............................... 3 years 
Insurance records.......................... 5 years 
Timecards ..................................... 2 years 
Retirement plans .......................... permanently 
Business and Corporate 
Contracts....................................... 7 years 
Copyrights ................................... permanently 
Correspondence ............................ 3 years 
Leases ........................................... 6 years 
Property records ........................... permanently 
Customer records.......................... business-specific 
Sales records................................. business-specific 
Licenses ........................................ as required 
Permits.......................................... as required 
Insurance policy............................ as required 
Taxation 
Tax returns ................................... permanently 
Employee withholding.................. 7 years 
Tax bills and statements .............. permanently 
1099 form for contractor or nonemployee compensation ...... permanently 

If there is pending or threatened litigation involving your business, discuss with your attorney the need to preserve business records for litigation purposes. 
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