Guidelines for Record Retention

Permanent Records:


Company’s Charter & Bylaws


Board Minutes


Applications fired with regulatory agencies


Loss report – Detailed final for year


Loss records – individual claim files


Final G/L reports for end of year


State report for end of year


Audit reports


Tax returns - Federal & State


Stock certificates and transfers


Employee personal file


Record of what was disposed of

Dispose of over 9 years:


Agreements and leases after expiration


Cancelled checks – general, petty cash & payroll


Commission statements


Vouchers


Insurance and pensions after expiration


Employee earning records – salary & wage rate changes

Dispose of over 7 years:


Bank statements


Old passbooks


Checkbook


Monthly G/L


Transactions summary


UEP reports


Paid bill receipts


Real Estate records – after disposal of land & buildings


Investment records – after disposal of investment

Dispose of over 5 years:


Deposit slips


Employee applications after termination


Employee tax withholding statements


Time cards and employee’s daily time records
Anything prior to last State Exam:


IT input records for policy and G/L – daily


General correspondence


A/R reports


Check copies – IT


Bank account reports


Any daily or monthly or yearly reports
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