From Crowe Chizek and Company LLP

	Financial Records
	Retention Period

	Accident reports and claims (settled cases)
	10 years

	Accounts payable ledgers and schedules
	7 years

	Accounts receivable ledgers and schedules
	7 years

	Audit reports of accountants
	Permanently

	Bank reconciliations
	7 years

	Bank statements
	7 years

	Capital stock and bond records; ledgers, transfer registers, stubs showing issues, record of interest coupons, options, etc.
	Permanently

	Cash books
	Permanently

	Charts of accounts
	Permanently

	Checks (cancelled but see exception below)
	7 years

	Checks (cancelled for important payments, i.e., taxes, purchases of property, special contracts, etc.) (Checks should be filed with the papers pertaining to the underlying transactions)
	Permanently

	Contracts and leases (expired)
	7 years

	Contracts and leases still in effect
	Permanently

	Correspondence (routine) with customers or vendors
	2 years

	Correspondence (general)
	3 years

	Correspondence (legal and important matters only)
	Permanently

	Deeds, mortgages, and bills of sale
	Permanently

	Depreciation schedules
	Permanently

	Deposit slips
	7 years

	Duplicate deposit slips
	2 years

	Employee personnel records (after termination)
	3 years

	Employee withholding records
	7 years

	Employment applications
	6 years

	Expense analyses and expense distribution schedules
	7 years

	Financial statements (end-of-year, other months optional)
	Permanently

	General and private ledgers (and end-of-year trial balances)
	Permanently

	Gifts, records of gifts
	Permanently

	Group disability reports
	8 years

	Incorporation records made or received
	Permanently

	Insurance policies (expired)
	4 years

	Insurance policies, reports and claims (current)
	Permanently

	Internal audit reports (In some situations, longer retention periods may be desirable)
	3 years

	Internal reports (miscellaneous)
	3 years

	Inventories of products, materials, and supplies
	7 years

	Invoices to customers
	7 years

	Invoices from vendors
	7 years

	Journals
	Permanently

	Minute books of directors and stockholders, including by-laws and charter
	Permanently

	Notes receivable ledger and schedules
	7 years

	Option records (expired)
	7 years

	Payroll register
	Permanently

	Petty cash vouchers
	3 years

	Physical inventory tags
	3 years

	Plant cost ledgers
	7 years

	Property appraisals by outside appraisers
	Permanently

	Property records - including costs, depreciation reserves, end-of-year trial balances, depreciation schedules, blueprints and plans
	Permanently

	Purchase orders (except purchasing department copy)
	2 years

	Purchase orders (purchasing department copy)
	7 years

	Receiving sheets
	2 years

	Requisitions
	2 years

	Retirement and pension records
	Permanently

	Sales records
	7 years

	Savings bonds registration records of employees
	3 years

	Scrap and salvage records (inventories, sales, etc.)
	7 years

	Stenographer's notebooks
	2 years

	Stock and bond certificates (cancelled)
	Permanently

	Stockroom withdrawal forms
	2 years

	Subsidiary ledgers
	7 years

	Tax and legal correspondence
	Permanently

	Tax returns and worksheets, revenue agent's reports and other documents relating to determination of income tax liability
	Permanently

	Time books
	7 years

	Trade mark registrations
	Permanently

	Voucher register and schedules
	7 years

	Vouchers for payments to vendors, employees, etc. (including allowances and reimbursement of employees, officers, etc., for travel and entertainment expenses)
	7 years


	Personal Financial Records
	Retention Period

	Income tax returns
	Permanently

	Checks, contracts and invoices for purchases of real estate and personal property (this includes such things as your home and improvements, securities, etc.)
	Permanently

	Cancelled checks, deposit slips, and bank statements
	6 years

	Records to substantiate all items on income tax returns
	6 years after filing return

	Records of gifts made and/or received
	Permanently
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FEDERAL PAPERWORK CHECKLIST
	IRS Records
	Retention Period

	Income Tax Records
	

	  Personal and corporate income tax records
	3 years

	  Tax files material to the administration or enforcement of any tax law
	Indefinitely

	Estate and Gift Tax Records
	

	  Records related to an estate
	Duration of the estate

	  Taxable gift amount records
	Until the donor's estate is closed

	Employment taxes
	

	  Majority of employment tax records
	4 years

	  W-2 and W-4 forms
	3 years

	Retail Excise Taxes
	

	  Documents, in general
	As long as material to computation of a tax

	  Tax returns, schedules, statements, and other filings or communications with the IRS
	3 years

	  Gross vehicle weight ratings and/or serial numbers for potentially taxable trucks, trailers,  

  and tractors sold tax-free
	3 years

	  Luxury taxable sales
	3 years

	  Annual CFC-12 floor stocks inventories
	3 years

	LIFO
	

	  Inventory records
	Indefinitely

	Cash Reporting
	

	  File Form 8300
	Within 15 days after receipt of cash

	  Cash receipts, journals, and bank receipts
	3 years


	DOT RECORDS
	Retention Schedule

	NHTSA
	

	  Odometer mileage disclosures and related power-of-attorney documents, issued and 

  received by dealers and lessors
	5 years

	  Insurance cost information booklets
	Make current year copies available

	  
  "Gray market" vehicle certificates of conformity
	8 years

	  Names and addresses of tire purchasers, and tire ID numbers (recommended).
	3 years

	  Dealers involved in the further manufacture or alteration of vehicles
	Attach labels

	  Sales of large passenter vans
	Document purchaser information

	  Air bag switch installation forms
	Return to NHTSA within 7 days; keep copies indefinitely

	FHWA
	

	  MCIR forms, regulations, and safety/compliance review results
	Indefinitely

	  Reportable accident records
	1 year

	  Inspection and maintenance records
	14 months (or six months after vehicle leaves dealer's control)

	  Driver/employee traffic violation, physical disqualification, and general qualification records
	3 years

	  Drug testing records
	5 years if positive; 1 year if negative

	  Daily driver logs
	6 months

	  Daily vehicle condition reports
	3 months

	  Brake inspector qualifications
	1 year

	RSPA
	

	  Hazmat employee training records
	Until 3 months after employee leaves

	  Hazmat manifests
	3 years


	EPA
	Retention Schedule

	Hazardous Waste and Used Oil
	

	  Off-site hazardous waste shipment manifests and exception and biannual reports
	3 years

	  Hazardous waste determination list and waste test results or analyses
	3 years

	  Used oil "so-it-your selfer" signage
	Post in dealership at all times

	Underground Storage Tanks
	

	  UST notification forms
	Indefinitely

	  New UST design, construction, installation, and notification records
	Life of tank and piping

	  Three most recent cathodically protected UST inspection results
	1 year

	  UST storage system repair documents
	Life of tank

	  UST leak detection performance documents
	5 years

	  UST release detection sampling, testing, or monitoring results and equipment calibration, 

  maintenance, and repair documents
	1 year

	  Closed UST site investigation results  
	3 years

	  Financial responsibility evidence records
	Indefinitely

	Vehicles
	

	  Current copies of EPA's Gas Mileage Guide

	Post in dealership at all times

	  Repair orders and signed statements for exempt "in warranty" installation of after-market 

  catalytic convertors
	Indefinitely

	  "Gray market" vehicle or engine documents
	6 years

	Miscellaneous
	

	  "Tier Two" chemical inventory forms
	3 years

	  NPDES permit sampling, monitoring, and/or measurement documentation
	3 years

	  Underground injection well permit applications and supplemental information
	3 years

	Air Conditioning Recycling Refrigerant
	

	  Air conditioning technician certifications, refrigerant sales records, and off-site recycler 
  records
	3 years


	FTC RECORDS
	Retention Schedule

	Equal Credit Opportunity Act/Regulation B
	

	  Copies of credit applications, supplemental information used in evaluating applicants, and 

  written notifications
	25 months

	Truth-in-Lending Act/Regulation Z
	

	  Copies of disclosure statements
	2 years

	Truth-in-Leasing Act/Regulation M
	

	  Copies of disclosure statements
	2 years

	Used Car Rule
	

	  Copies of buyers' guides, sales contracts, and warranty or service contract documents
	Indefinitely

	Pre-sale Availability of Warranties
	

	  Parts warranty information
	Post in dealership at all times


	EMPLOYMENT RELATED RECORDS
	Retention Schedule

	Title VII of the Civil Rights Act and Americans With Disabilities Act
	

	  Personnel and employment records including job applications, hiring, promotion, termination 

  records and EEO-1s
	6 months

	  Apprenticeship program EEO-2 report records
	2 years

	  A consolidated EEO poster covering Title VII, ADEA, and the Equal Pay Act
	Post in dealership at all times

	Age Discrimination in Employment Act
	

	  Employee name, address, DOB, occupation, pay rate, and weekly compensation records
	3 years

	  Job applications, promotions, discharges, job orders, employer-administered test results, 

  physical examination results, and employment advertisements
	1 year

	  Copies of employee benefit plans
	1 year

	Equal Pay Act
	

	  Records on the basis for paying wage differentials to employees of the opposite sex in the 

  same establishment that may be pertinent to de4termining that wage differentials are based  

  on factors other than sex
	3 years

	Immigration
	

	  Copies of I-9 forms
	Later of 3 years after hire or one year after termination

	Employee Polygraph Protection Act
	

	  Copies of a statement describing the activity under investigation and the basis for 

  polygraphs administered in connection with investigations of economic injury or loss
	3 years

	  Poster summarizing provisions of the law
	Post in dealership at all times

	Fair Labor Standards Act/Wage and Hour Law
	

	  Records for employees subject to the minimum wage and/or overtime provisions
	3 years

	  Minimum wage poster
	Post in dealership at all times

	Employee Retirement Income Security Act
	

	  Pension, retirement, and welfare plan records
	6 years

	  Participant benefit entitlement records
	Indefinitely

	Family Medical Leave Act
	

	  FMLA poster
	Post in dealership at all times

	  Leave justification, medical certification, and other FMLA records
	3 years

	OSHA
	

	  Log of all recordable injuries and illnesses (only if participating in an annual survey).
	5 years

	  Exposure and medical records
	30 years

	  Fire prevention records and inspection records for respiratory protection equipment, 

  resistance welding equipment, man-lifts, powered platforms, and cranes
	Indefinitely

	  Asbestos monitoring exemption record
	Indefinitely

	  Written hazard communication program
	Indefinitely

	  OSHA poster
	Post in dealership at all times


	FARS RECORDS
	Retention Schedule

	Transaction records for goods sold or services provided to the Federal Government
	1 year

	For Federal contracts totaling $10,000 or more, maintain:
	

	  Complete employment records of handicapped applicants and employees, annual reports 

  on the number of veterans in the work force, and EEO compliance reports
	1 year


	SBA RECORDS
	Retention Schedule

	All records related to SBA loan applications
	Indefinitely
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SAMPLE GENERAL RECORDS CHECKLIST

This sample general records checklist reflects NADA's collection and studied review of several dealer association and CPA checklists. Please be sure to review state-specific requirements before relying on this sample checklist.

	DESCRIPTION OF ITEMS
	Retention Period

	Bank Records
	

	  Bank drafts and paid notices
	10 years

	  Bank statements and reconciliations
	10 years

	  Cancelled checks
	10 years

	  Duplicate deposit tickets
	10 years

	Employee Records
	

	  Demonstrator Agreements
	6 years

	  Employee evaluation and conduct files
	1 year

	  Employee applications
	1year

	  Employment contracts
	Indefinitely

	  Payroll records
	6 years

	  Salespersons compensation records
	3 years

	  Terminated employee file - general
	3 years

	  Termination of employment and benefits notice
	Indefinitely

	  Time tickets
	3 years

	  Withholding from wages authorizations
	4 years

	
	

	  Accounts payable record
	3 years

	  Accounts payable voucher
	3 years

	  Accounts receivable record
	Indefinitely

	  Cash receipt
	2 years

	  Claims register
	3 years

	  Compensation records
	6 years

	  Credit memos
	6 years

	  Daily parts and accessories counter sales summary
	3 years

	  Daily service sales summary
	3 years

	  Fixed asset inventory and depreciation record
	6 years

	  Journal voucher
	3 years

	  Monthly analysis sheet
	3 years

	  Notes receivable record
	3 years

	  Peg strip cash receipt
	2 years

	  Petty cash summary
	3 years

	  Petty cash vouchers
	3 years

	  Prepaid and accrued schedules
	3 years

	  Purchase orders
	2 years

	  Retirement and pension records
	Indefinitely

	  Disability and sick benefit records
	6 years

	Journals - Accounting
	

	  Cash Distributions
	6 years

	  Cash Receipts
	6 years

	  Disbursements and purchase
	6 years

	  General 
	6 years

	  Internal sales
	6 years

	  New vehicle sales
	6 years

	  Parts and accessories counter sales
	6 years

	  Payroll
	6 years

	  Purchase
	6 years

	  Service sales
	6 years

	  Standard entries
	3 years

	  Lease agreements
	Indefinitely

	  Mortgages, notes and leases (expired)
	10 years

	Ledgers - Accounting
	

	  Expense
	Indefinitely

	  General
	Indefinitely

	  Sales and cost of sales
	Indefinitely

	Motor Vehicle-Sales / Inventory / Other Records
	

	  Car Deal Envelope
	3 years

	  Dealer Vehicle Reassignment Forms
	4 years

	  Motor Vehicle Consignment Agreements
	4 years

	  Motor Vehicle Purchase Contracts
	4 years

	  New Vehicle Inventory







Used Vehicle Appraisal Reports






Used Vehicle Disclosure Statements





Used Vehicle Inventory


Used Vehicle Log Book

Vehicle Invoices (Factory and Other)





Inventory Schedules for New and Used Vehicles




Parts Department Records

Parts and Accessories Sales Invoice






Parts Back Order Forms







Receiving Report







Stock Requisition







Service Department Records





Customer Repair Orders


Office Copy








Hard Copy







Daily Time and Job Ticket







Internal Repair Orders


Office Copy








Hard Copy







New Car Get Ready







Sublet Repair Invoices

Insurance

Policies







Insurance Claims (after settlement)





Accident Reports







Safety Reports








Group Disability Records





Fire Inspection Reports






Traffic (Receiving and Shipping) 





Export Declarations







Freight Bills








Manifest







Shipping and Receiving Reports




Waybills and Bills of Lading






Other Records- General






All Customer Files







All Correspondence Files





Audit Reports








Depreciation Schedules





Capital Stock Books






Construction Contracts






Corporate Minutes Book of Directors, Stockholders, 

By-Laws & Charter

Credit Application and All Related Records




Financial Statements






Government Contracts





Installment Contracts-Customer
Papers Pertaining to Litigation




Promissory Notes






Vendors Invoices






Warranty and Service Contract Copies




Patents, Copyright and Trademark Registrations


Proxies








Business License Filings





Deeds and Easements






Partnership Agreements









	3 years

1 year

4 year

3 years

5 years

4 years

6 years

3 years

Until Filled

1 year

1 year

7 years

7 years

3 years

7 years
7 years

6 months

10 years

Indefinitely

10 years

10 years

10 years

10 years

6 years

4 years

4 years

4 years

4 years

4 years

10 years

6 years

Indefinitely

Indefinitely

Indefinitely

Indefinitely

Indefinitely

25 months (ECOA)
5 years according to FACT Act

Indefinitely

Indefinitely
1 year after last payment
Indefinitely

Until satisfied

10 years

6 years

Indefinitely

10 years

6 years

Indefinitely
Indefinitely

	
	


