FROEHLING
ANDERSON

©2026

Record Retention Guide

ACCOUNTING for what matters.

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 (UncomMplicated).......ccevvererereneneneeeee e 7 years

Tax returns (all Others).......c..ccoiecnierneenccc e Permanent
Vo2 bbbt r e s 7 years

T09OS... e s s s r e as 7 years

Bank deposSit SHPS.....coueiririreneeee e 7 years

Bank STatemMENTS.....ccviiiieieeeeeeee s 7 years

Cancelled or substitute checks

SUPPOrting taX dedUCLIONS.......cccecvivierierieereseseseeee et 7 years

Charitable contribution records.........ccovrenenennneeeeeeeeen 7 years

Credit card StatemMENTS.. .o 7 years

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

DiVOrce dOCUMENTS......covvviirieiiireiercteeceere et Permanent

Estate planning doCUMENTS.........coeviriiieieieceeenerese e Permanent

Home purchase and

improvement documents........cccceevevenenenenenne. Ownership period + 7 years
Home repair reCeiptS......ccuvivvervieneerienieresieseeiene Warranty period for item
INSUrance POlICIES......coeririeeeieieeeeeeee e Life of policy + 3 years*
Investment purchase and

sales dOCUMENtS....cc.coevererereeee e Ownership period + 7 years

IRA @NNUAI FEPOITS....iiiiieiieiieeeee e Permanent
IRA nondeductible contributions

FOrmM 8600......cccooiviiiiiiiiiic Permanent
LO@NS. ettt Term of loan + 7 years
Mutual fund annual statements........c.cccceeenenne. Ownership period + 7 years

Receipts, diaries, logs pertaining to tax return........cccccevevevenenennene 7 years
Retirement plan annual reportsS.......cccoeveeeevereenennereneseeene Permanent

Year-end brokerage statements.........cccoceeuenene. 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

ACCOUNES PAYADIE....couiiiiiiieeeeeteetee ettt a e bbb 7 years
ACCOUNTES FECRIVADIR.....eiiiiee e 7 years
AUAIT FEPOITS ..ttt ettt ettt sttt ettt ebe e Permanent
Chart Of ACCOUNTS....ooiiiiiiec ettt Permanent
Depreciation SCNEAUIES........c.coevirieieeeeeeeeee e Permanent
EXPENSE FECONTS. ..ttt ettt 7 years
Financial statements (ANNUAI.......coueviieieieeeieeeeeee et eaee e Permanent
Fixed asset PUIrCRASES.......cccvvvirieiriieerecestee et Permanent
GENEIAl IEAGEN .ottt s s aens Permanent
[INVENEONY FECOITS. ..ttt ettt ettt saene 7 years (1)
Loan payment SChedUIES.........c.ccciirieirireeeeee et 7 years
PUrchase Orders (1 COPY).ceririnieinenieesesieesiesteeesesreessessessssesseseesessessenesses 7 years
SAIES FECOIUS ..ottt ettt sttt st ettt et e sbesbesbesseesaensensensensens 7 years
TAX FEEUIMMNIS .ottt e Permanent
BANK RECORDS

Bank recoNCiliations........civeiririieireeeseeesee ettt 2 years

Bank StatemMENTS....ccuiviiieeeteeee et s 7 years
Cancelled or SUDSEItULE CRECKS......ocivviiiieeieeieee et 7 years (2)
Electronic PaymMent FECOIAS. . ..ccvireirerieeettreiee ettt 7 years

CORPORATE RECORDS

BOArd MINUEES. ..ottt Permanent

BUSINESS [ICENSES ...ttt Permanent

BYIAWS. ..ttt bbbt Permanent

CONLFACES = M@ 0T ittt ettt ettt sttt ettt st b b sbesae e e ens Permanent
CONEIACES = MINOT . ceiiivieiseieeeereeee et ss e sbesse e sesaesesressenens Life + 4 years

INSUFraNCe POLICIES ..ot Life + 3 years (3)

LEASES/MOITEAZES. ... eeieeieeeerieesttete ettt ettt r e s re e Permanent

Patents/trademarks... ..ot Permanent

Shareholder reCordS... ... Permanent

SEOCK FEEISTRIS. ..ttt Permanent

SEOCK TraNSACIONS. .c..iieiirieieertete ettt Permanent

EMPLOYEE RECORDS

BENEFIt PlANS...icvivieiiieieireeer e Permanent

Employee files (eX-€MPIOYEES)......cciriviririieeeeneeeree e 7 years (4)

Employment appliCations.......ooeceireiiineeree e 3years
EMPIOYMENT LAXES...uiiiiieiriiieerereceerte ettt se e ene b 7 years
PaYTrOll FECOTAS... ittt ettt ettt s st seenes 7 years

Pension/profit Sharing Plans.......cocennn e Permanent
REAL PROPERTY RECORDS

CONSEIUCTION FECOITS....uiirieuerieieertetetriettt ettt sttt b et st sneneee Permanent

Leasehold impProvemMENTS.......oeirirereeieieienie e see s eaeen Permanent
Lease PaymMeENt FrECOIAS. . ..ottt Life + 4 years
Real eState PUICRASES. ..ot 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.



