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The Document Life Cycle Sample Retention Schedule

Bank Statements & Deposit Slips 3 yrs a

Payroll Time Cards 3 yrs a

Expense Reports 3 yrs -

Payroll & General Checks 2yrs a

Audit Reports/Public, Government ~ 10yrs J

Possible Retrievals General Ledgers & Journals P -

DL;%'F;?;’I’:” Mortgages, Notes & Leases E A

RETENTION By-laws, Charter & Minute Books P A

Contracts & Agreements P .

From creation or receipt through destruction or permanent Labor Contracts sysAT
preservation, documents are subject to changing requirements Tax Returns & Working Papers P .
for timely retrieval, convenient distribution, and reliable, cost- Production Correspondence 3yrs a
eﬁ”ectiv.e storage. Your storage and fetrieval options will vary el Comsmodng: o o
depending upon these requirements. Expired Insurance Policis s AT 2
Accident Reports ysAS

Active = » Inactive Fire Inspection Reports P 3
Conyenience Retention _ Group Disabilities Records 0ys AT
petrieval g;it;ffewveness Expired Personnel Contracts SysAT (D

Purchase Orders JysAE

Shipping & Receiving Reports 6 yrs a

Freight Bills 6 yrs 3

Retention/Retrieval Options Employee Withholding Statements  5yrs
Every storage medium has its strengths and associated costs. Sales [nvoices 5 yrs 3



