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RECORD RETENTION FOR INDIVIDUALS

Good recordkeeping can cut your taxes and make your financial life
easier.

How long to keep records is a combination of judgment and state and

federal statutes of limitations. Since federal tax returns can generally be

audited for up to three years after filing and up to six years if the IRS
suspects underreported income, it's wise to keep tax records at least
seven years after a return is filed. Requirements for records kept

electronically are the same as for paper records. Generally, follow these

recommended retention periods for various documents:

RECORD RETENTION PERIOD
Tax returns (UNCOMPLICATEA).. e 7 years
Tax returns (all OTNEIS) .. e Permanent
WV 22ttt st R bR bbbt b e 7 years
TODOS....o st seRsessssessns Rt 7 years
Bank depOSIT SHHDS. ..ttt saessensas 7 years
Bank State@MIENTS..... st 7 years
Cancelled or substitute checks

SUPPOrting tax deAUCTIONS. ...ttt 7 years
Charitable contribution reCords.... e 7 years

Credit Card StateMENTS... st ssaeees 7 years

Dividend reinvestment records................... Ownership period + 7 years

DiIVOrCe AOCUMIENTS. ... sssssssssessssssssssssssssssssssans Permanent

Estate planning dOCUMENTS...... e Permanent

Home purchase and

improvement documents........eeeennnn. Ownership period + 7 years
Home repair reCeIPTLS.... e Warranty period for item
INSUraNCe POlICIES. ... Life of policy + 3 years*
Investment purchase and

Sales dOCUMIENTS. ... Ownership period + 7 years

IRA @NNUAI FEPOIS. ..t sasssessasssnens Permanent

IRA nondeductible contributions

FOIMN BOOG.....cirereree ettt sess s sans Permanent

OGNS .ottt sttt Term of loan + 7 years

Mutual fund annual statements................. Ownership period + 7 years

Receipts, diaries, logs pertaining to tax returNu... e, 7 years
Retirement plan annual reportS... e Permanent
Year-end brokerage statements................. Ownership period + 7 years

*Check with your agent. Liability for prior years can vary.

RECORD RETENTION FOR BUSINESSES

In business, good recordkeeping is essential not only for tax reporting
purposes but also for the success of the company. The guidelines below give
general retention periods for the most common business records. Call us if
you'd like more information or assistance with your record retention program.

ACCOUNTING RECORDS RETENTION PERIOD

ACCOUNTES PAYAIDIE ...t 7 years
ACCOUNTS FECEIVADIE. ... 7 years
AUIE FEPOIS sttt ss s ss e benes Permanent
CArt Of @CCOUNTS ...ttt Permanent
DeprecCiation SCREAUIES....... e Permanent
EXIDENSE FECOIUS. ...t sssss s sas bbb 7 years
Financial statements (aNNUAI ... Permanent
FiXxed aSset PUICNASES...... st Permanent
(@T=Y QYT =Y I 1T [T OO Permanent
[NVENTOIY FECONTS....ooiiieireeervisesesessies s ssssss st ssssssssssss s sas s sa e ssnsen 7 years (1)
Loan payMent SChEAUIES........ s sss s sens 7 years
PUIrchase Orders (T COPY) eesieesieesseesseessesssesssss s ssssssssssssssssssssans 7 years
SAIES FECOIAS......oeeeeeee et s s snssassasessseraes 7 years
TAX FEEUINS oottt b sa e ss s e ettt Permanent
BANK RECORDS

Bank r€CONCIHIATIONS. ...ttt seees 2 years
BaNK SEAt@MIENTS..... ettt ss s saeean 7 years
Cancelled or sUBSLITULE ChECKS...... s 7 years (2)
EleCtroniC PAYMENT F@COIAS.. ...t sass e e sanns 7 years
CORPORATE RECORDS

BOAIA MUNULES......oee ettt ss s Permanent
BUSINESS [ICENSES ...t ssisssst st ssssssssssssssssssssss s ssssesssssesssssessssns Permanent
BY QWS oottt Permanent
CONTIACTS = MNAJO i sss st ssss st sss st ss st sss s Permanent
(@ro) ahu =Tt €Tl o o ¥ 1'g Vo] SHN OO Life + 4 years
INSUFANCE POIICIES.....c ettt Life + 3 years (3)
(=Y TT=YY A e S Lo T= e [ LT Permanent
Y A=Y DY RTAu = e [=1 8 A T=1 £ Permanent
S a1 =] ale) @ LT g <Yl ] o =TT Permanent
STOCK FEGISTEIS. ..ot Permanent
STOCK TraNSACTIONS. ...ttt ss st sesssens Permanent
EMPLOYEE RECORDS

Y QTS LAl @] F=1 o [OOSR Permanent
Employee files (EX-€MPIOYEES).... s sessssenns 7 years (4)
EmMployment appliCatioNS..... . ssssssansens 3years
EMPRIOYMENT LAXES.....ee ettt 7 years
PAYTOI FECOITS. ... e s s 7 years
Pension/profit SNArNG PlaNS. .o eeeeeeeeeeeessssesesseseeeeeeesssssssnenes Permanent
REAL PROPERTY RECORDS

CONSLIUCTION FECOIAS.....oeeeeeeeeee ettt sssssasnsas Permanent
Leasehold iMmProVEMENTS........eeeeceeeeeeeee e Permanent
Lease PAYMENT FECOIAS. ... sssssseessens Life + 4 years
Real €State PUICNASES...... st ssss bbb Permanent

1 Permanent for LIFO system.

2 Permanent for real estate purchases.

3 Check with your agent. Liability for prior years can vary.
4 Or statute of limitations for employee lawsuits.



