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RECORDS RETENTION GUIDE

      Document/Record


       Retention Requirement
      General Checks



Six (6) fiscal years following 








the transaction date.

        Check Registers



Six (6) fiscal years following








the transaction date.

        Original Cash Receipts Vouchers

Six (6) fiscal years following








the transaction date.

        Original Invoice Vouchers


Six (6) fiscal years following

        (including Travel Reimbursements)
the transaction date.

        County Mileage, Contractual

        Encumbrances)

        (Business Office Form 56)

       Original Amended Payroll


Six (6) fiscal years following

       Certifications/Distribution


the transaction date.

       (Acct. Serv. Form 1422A)

       IRA Contributions



Permanently. If you made a non-








deductible contribution to prove








that you already paid tax on this








money when the time comes to








withdraw.

       Retirement/savings plan statements
From one (1) year to permanently.








Keep the quarterly statements from 








Your 401(k) or other plans until you








receive the annual summary;  if








everything matches up, then shred








the quarterlies.








Keep the annual summaries until you








Retire or close the account.

       Vacation Records



Seven (7) years

       Records on terminated employees

Permanently.  
       Applications

 


Permanently.
