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BUSINESS RECORD RETENTION SCHEDULE

PERMANENT FILES

HOW LONG SHOULD YOU
KEEP BUSINESS RECORDS?

Record retention for business and
tax documents depends on the
nature of the information and any
applicable legal, regulatory, or
industry requirements.

This schedule is intended as
general guidance, so consult legal
counsel before destroying records
if you’re uncertain. It applies to
both paper and electronic records.
Your organization’s policy should
address secure disposal when
records are no longer needed.

KEEP FOR 2 YEARS

Miscellaneous
* Vehicle Operating and Maintenance

KEEP FOR 3 YEARS

Accounting
* Bank Deposit Slips
* Budgets

Human Resources
* Employment Application - Not Hired
* Family & Medical Leave

Payroll

*

Contractors - From Date of
Completion of Contract

Employee Tip Substantiation
(As long as the contents thereof
may become material in the
administration of any Internal
Revenue Law)
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KEEP FOR 4 YEARS KEEP FOR 7 YEARS KEEP FOR 10 YEARS
Human Resources Accounting
* Sick Pay * Canceled Checks

* Vacation Files
Human Resources

Payroll * \Workers' Compensation Benefits

* Payroll Register

* Vacation/Sick Pay Insurance

* Automobile Insurance Claims
Taxes

* FUTAJFICA/Income Tax Withholding

* Expired Insurance Policies

Legal
* Leases - Canceled
* Notes Receivable - Canceled

KEEP FOR 5 YEARS

Accounting Payroll

* Authorization - Accounting * Employee Withholding Exemption

Certificates
Corporate Records * Payroll Records - After Termination

* Correspondence - Accounting .
Miscellaneous

Human Resources * Receiving Documents
* Dental Benefits
* Garnishments
* Life Insurance Benefits

* Safety Reports

KEEP FOR 6 YEARS

Corporate Records
* Audit - Internal

Insurance
* Fire Inspection Reports
* Insurance Appraisals
* Safety Records

Payroll
* Commission Reports - Salesperson

Have questions?
Contact us for assistance!

sek.com

Source: American Institute of Certified Public Accountants (AICPA) Guide to Small Business Recordkeeping



