Established in 1970, Nisivoccia LLP is a full
service accounting, auditing and advisory
firm. Our years of experience coupled with

our specializations enable us to fully
understand our client’s needs and provide
the most beneficial solutions and advice.

Nisivoccia LLP offers a complete set of
services that span all business applications
and industries.
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Retention
Period

Abstracts, deeds, mortgages,

bills of sale, and other papers

pertaining to the sale of real estate ..... Permanently
Accident reports and claims

(settled CaSes) ...uvvveviiiieeeiiiieee e 7 yrs.
Accounts payable ledgers and

schedules ... 7 yrs.
Accounts receivable ledgers and

schedules ..o 7 yrs.
Appointment records ..........ccoccueeeeiinnenn. 7 yrs.
Audit reports of accountants ................. Permanently
Bank reconciliations ............ccccocceeenee 1yr.
Bank statements and cancelled

ChECKS ... 7 yrs.

Books of original entry (i.e., cash

receipts and disbursements including

general journal entries)........ccccceevveeenn. Permanently
Capital stock and bond records;

ledgers, transfer registers, stubs

showing issues, record of interest

coupons, options, etC. ......cccovvvveeennne Permanently
Cash bOOKS .......ccocveeiiieiiie e, Permanently
Charge tickets (encounter forms or

SUPEr billS) ....oeeeeiiciiieeee e 7 yrs.
Charts of accounts ........cccoeeveeeiiiiienens Permanently
Checks (cancelled but see exception

DEIOW) . 7 yrs.

Checks (cancelled for important
payments, i.e., taxes, purchases of
property, special contracts, capital
investments made to privately held
business entities, loans made to any
person, including privately held

business entities, etc.).........ccccvrninnenn. Permanently
Contracts and leases (expired) ............. 7 yrs.
Contracts and leases still in effect......... Permanently
Correspondence (routine) with

customers or vendors............ccceeeeeeeenn. 1yr.
Correspondence (general) .........cccc...... 3 yrs.

Correspondence (legal and
important matters only).........ccccceeene Permanently

Depreciation schedules.......................
Duplicate deposit Slips ......ccccceveeeennnne

Employee personnel records (after

termination) ......cccceeeeeiiiiiieiee e

Employment applications

(Present employees)........ccccceveeenneee.
(Rejected)....cccoviiieeiieeeeeceeeee e

Expense analyses and expense

distribution schedules........................
Financial statements (annual).............
Financial statements (interim).............

General and private ledgers (and

end-of-year trial balances) ................
Insurance policies (expired) ................

Insurance records, current accident

reports, claims, policies, etc..............

Internal audit reports (in some
situations, longer retention periods

may be desirable).........ccccevvieriennnen.
Internal reports (miscellaneous)..........

Inventories of products, materials,

and supplies .....cccceeeeeeeiiiiicie
Invoices to customers ..........cccceeeeee.
Invoices from vendors..........cccceeveeeeees
IRS audit reports .......ccceeveiiiiieiiiiiee,
Journals.........cco

Minute books for directors and
stockholders including by-laws

and charters ......coovveeveeeeeeeeeeeeeeeeee,

Notes receivable ledgers and

schedules ...,
Option records (expired) ..........ccceeueee.

Payroll records and summaries

including payments to pensioners.....
Petty cash vouchers.......cccccovveveeeeeees
Physical inventory tags ..........cccoccveeee.
Plant cost ledgers........cccccoveeiiiiinnnnn.

Property appraisals by outside

APPFAUSErS ..

Retention
Period

Permanently

1yr.

...Permanently

Retention

Period

Property records including costs,

depreciation reserves, end-of-year

trial balances, depreciation

schedules, blueprints and plans .......... Permanently
Purchase orders (except purchasing

department COpY) .....ccvvveeeviieeeeiiieeennne 1yr.
Purchase orders (purchasing

department COpY) ......covveeeriieeeiiiiieeenns 7 yrs.
Receiving sheets........ccccoooiiiiiiieiciinns 1yr.
Requisitions ........cccuveeeiiiiiiiiee s 1yr.
Royalty statements or

computationsS........ceeeeviiieei i, 7 yrs.
Sales reCords ......covvvieeineeeiee e 7 yrs.
Savings bond registration records

of employees......ccccevvvvieeeiiciieeeiieeee 7 yrs.
Scrap and salvage records

(inventories, sales, etc.) .......ccccveennnnee. 7 yrs.
Stenographer’s notebooks..................... 1yr.
Stock and bond certificates

(cancelled) .....ccceeeiiiieeeiiieeee e 7 yrs.
Stockroom withdrawal forms.................. 1yr.
Subsidiary ledgers .......ccccoceviiiiienennnn. 7 yrs.
Tax returns and worksheets, revenue

agents’ reports and other documents

relating to determination of income

tax liability .......ooovvieeiii e, Permanently
Time booKS ..., 7 yrs.
Time Cards .....ooovviiieiiiiiie e 3yrs
TS e Permanently
Trademark registrations..........cccocceeeene Permanently
Voucher register and schedules ............ 7 yrs.
Vouchers for payments to vendors,

employees, etc. (includes allowances

and reimbursement of employees,

officers, etc. for travel and

entertainment expenses) ..........coccee.ee. 7 yrs.

DISCLAIMER: This guide is for informational purposes only
and should not be relied upon as legal advice. (2026)



