Record Retention Guidelines
March 6, 2008
The following three charts contain guidelines that are a combination of information from OnlineOrganizing.com and other resources.  Keep in mind these are only guidelines and you may have individual circumstances in which legal considerations may dictate the records be kept longer.  In addition to these guidelines, you should:
· Consult your accountant before getting rid of any financial paperwork.

· Consult your attorney before getting rid of any legal paperwork

· For businesses, check with federal, state and local agencies specific to line of business to see if they have any retention requirements you need to follow.

	BUSINESS RECORDS

	Keep Forever
	Keep Six Years
	Keep Three Years

	Income tax returns **
Income tax payment checks

Investment trade confirmations

Important correspondence

Legal records

Retirement and pension records

CPA audit reports

Annual financial statements and books of account

Corporate documents (incorporation, bylaws, etc.)

Stock records

Retirement and pension records

Licenses, patents, and trademarks and registration packets

Investment trade confirmations

Documents substantiating fixed asset additions
	Bank reconciliation and cancelled checks

Cancelled payroll and dividend checks

Personnel and payroll records

Purchase records

Sales records

Travel and entertainment records

Supporting documents for tax returns

Property records / improvement receipts (if tax-related)

Sales receipts (if tax-related)

Utility records (if tax-related)

Other bills (if tax-related)
	Monthly financial statements

Credit card statements (for internal use)

Employment applications (unless your profession 
       requires longer)

Expired insurance policies




	PERSONAL RECORDS

	Keep Forever
	Keep Six Years
	Keep Three Years

	Income tax returns                                Birth certificates
Income tax payment checks                  Adoption papers
Investment trade confirmations            Custody agreements
Important correspondence                    Death certificates
Legal records                                        Deeds to property
List of assets (keep current)                 Divorce papers
List of previous employers                   Marriage certificates

Retirement and pension records           Passports             
CPA audit reports

Photographic or video record of  house and household contents          
Record of governmental employment (e.g., armed forces)

Tax forms and supporting records relating to sale of a home; 

    to non-deductible IRA contributions
	Supporting documents for tax returns and deductions
    (W-2s, 1099s, receipts)

Accident reports and claims

Bank statements

Cancelled checks

Medical bills (if tax-related)

Property records / improvement receipts (if tax-related)

Receipts for home improvements that can be added to tax

    basis of home (6 years after home is sold in a transaction

    that is not a "rollover" transaction)

Sales receipts (if tax-related)

Utility records (if tax-related)

Other bills (if tax-related)
	Credit card statements
Medical bills (in case of insurance disputes)

Utility records (for internal use)

Expired insurance policies




Retirement and pension records           

	SPECIAL CIRCUMSTANCES

	Car records (keep until the car is sold)

Credit card receipts (keep until verified on your statement)

Insurance policies (keep for life of the policy)

Mortgages / deeds / leases (keep 6 years beyond the agreement)
Pay stubs (keep until reconciled with your W-2 )

Brokers' confirmation slips for purchases (until security is sold)

Contacts (7 years after expiration)
	Property records / improvement receipts (keep until property sold)

Sales receipts (keep for life of the warranty)

Stock and bond records (keep for 6 years beyond selling)

Warranties, extended service agreements, instructions and owners'  manuals (keep for life of the product or expiration)

Other bills (keep until payment is verified on the next bill

Receipts for major warranted purchases (until item is discarded or sold)


The next two charts provide additional information from the IRS regarding retention of tax records

	** SMALL BUSINESS AND SELF-EMPLOYED -- HOW LONG SHOULD YOU KEEP RECORDS?
(From the Internal Revenue Services site -- http://www.irs.gov/businesses/small/article/0,,id=98513,00.html)))

	The length of time you should keep a document depends on the action, expense, or event the document records. Generally, you must keep your records that support an item of income or deductions on a tax return until the period of limitations for that return runs out. 

The period of limitations is the period of time in which you can amend your tax return to claim a credit or refund, or that the IRS can assess additional tax. The below information contains the periods of limitations that apply to income tax returns. Unless otherwise stated, the years refer to the period after the return was filed. Returns filed before the due date are treated as filed on the due date.

Note: Keep copies of your filed tax returns. They help in preparing future tax returns and making computations if you file an amended return.

(1) You owe additional tax and situations (2), (3), and (4), below, do not apply to you; keep records for 3 years.
(2) You do not report income that you should report, and it is more than 25% of the gross income shown on your return; keep records for 6 years.

(3) You file a fraudulent return; keep records indefinitely.

(4) You do not file a return; keep records indefinitely.

(5) You file a claim for credit or refund* after you file your return; keep records for 3 years from the date you filed your original return or 2 years from the date you paid the tax, whichever is later.
(6) You file a claim for a loss from worthless securities or bad debt deduction; keep records for 7 years.

(7) Keep all employment tax records for at least 4 years after the date that the tax becomes due or is paid, whichever is later.
	The following questions should be applied to each record as you decide whether to keep a document or throw it away.
Are the records connected to assets?
Keep records relating to property until the period of limitations expires for the year in which you dispose of the property in a taxable disposition.  You must keep these records to figure any depreciation, amortization, or depletion deduction and to figure the gain or loss when you sell or otherwise dispose of the property.

Generally, if you received property in a nontaxable exchange, your basis in that property is the same as the bases of the property you gave up, increased by any money you paid. You must keep the records on the old property, as well as on the new property, until the period of limitations expires for the year in which you dispose of the new property in a taxable disposition.

What should I do with my records for nontax purposes?
When your records are no longer needed for tax purposes, do not discard them until you check to see if you have to keep them longer for other purposes.  For example, your insurance company or creditors may require you to keep them longer than the IRS does.

References/Related Topics
Publication 535, Business Expenses
Publication 536, Net Operating Losses
Publication 547, Casualties, Disasters, and Thefts (Business and Non-Business)
Publication 594, The IRS Collection Process 
Publication 583, Starting a Business and Keeping Records
Publication 225, Farmer's Tax Guide
Recordkeeping



	**** IRS Publication 552 , RECORDKEEPING FOR INDIVIDUALS
(From the Internal Revenue Site -- http://www.irs.gov/pub/irs-pdf/p552.pdf)

	How Long To Keep Records
You must keep your records as long as they may be needed for the administration of any provision of the Internal Revenue Code.  Generally, this means you must keep records that support items shown on your return until the period of limitations for the return runs out.

The period of limitations is the period of time in which you can send your return to claim a credit or refund or the IRS can assess additional tax.  The following table contains the periods of limitations that apply to income tax returns.  Unless otherwise stated, the years refer to the period beginning after the return was filed.  Returns filed before the due date are treated as being filed on the due date
Property.  Keep records relating to property until the period of limitations expires for the year in which you dispose of the property in a taxable disposition.  You must keep these records to figure your basis for computing gain or loss when you sell or otherwise dispose of the property.

Generally, if you received property in a nontaxable exchange, your basis for property is the same as the basis of the property you gave up.  You must keep the records on the old property, as well as the new property, until the period of limitations expires for the year in which you dispose of the new property in a taxable disposition.
	Period of Limitations:

        IF you…                                                                                     THEN the period is…
(1) Owe additional tax and (2), (3) and (4) do not apply to you                     3 years

(2) Do not report income that you should and it is more than 25%

of the gross income shown on your return                                               6 years

(3)  File a fraudulent return                                                                               No limit

(4)  Do not file a return                                                                                     No limit

(5)  File a claim for credit or refund after you filed your return          Later of 3 yrs or 2 yrs

                                                                                                              after tax was paid

(6)  File a claim for a loss from worthless securities                                          7 years

Keeping records for nontax purposes.  When your records are no longer needed for tax purpose, do not discard them until you check to see if they should be kept longer for other purposes.  Your insurance company or creditors may require you to keep certain records longer than the IRS does.


Additional Resources/References:

     
IRS, for Small Business and Self-Employed -- http://www.irs.gov/businesses/small/article/0,,id=98513,00.html

IRS, Publication 552, Recordkeeping for Individuals -- http://www.irs.gov/pub/irs-pdf/p552.pdf

On-lineOrganizing.com -- http://www.onlineorganizing.com/ExpertAdviceToolboxTips.asp?tipsheet=24

Recordkeeping Guide -- http://www.gofso.com/Premium/LE/21_le_ot/fg/fg-Record_Keeping.html
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