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Medical Records*

o Adult patient ChartS........ccccveveieevicie e 10 years following the office visit
e MinOr patient ChartS.........ccocveieerieiesiese e Reaching majority plus limitations
e  DiagnOStiC IMAQES......c.ciiverieeieiieie e Permanently with chart
e Medical COrreSPONUENCE ......cveiveerieeieceece e Permanently with chart

Accounting & Financial Records*

X AUAITOrS” FEPOMS ...cviiiiiiecie e Permanently

X Accounts payable 18dger..........cccviiiiiiieieiecc e Permanently

* Accounts receivable ledger.........ccoovviveieeieiie i Two (2) to six (6) years

X Bank debt dedUuction ..........ccooeiiiiiiiiiee e Seven (7) years

* Bank deposit slips, reconciliations, statements...................... Four (4) years

* Bank statements with cancelled checks...........ccccoveiiinnen, Six (6) years

* Contracts of purchases and sales ...........ccccoevvieviviicnineieinens Four (4) years

X Depreciation reCOIUS. .....coiviiiieeiieie e e Four (4) years

* Deeds, Mortgages, and Bills of Sales..........c.cccccovevviieiiennns Permanently

X Financial Statements.........cooeveiiiieneie e Permanently

X General [8dgerS .....ooviii e Permanently

X INVOICES — SAIES ...oiciii e Four (4) years

X INVOICES — PUICNASES ....c.vveieeiiecieeiie e siee e eve e sie e sre e Four (4) years

X INVOICES — PAIA.....oiiiiiieccie e Six (6) years

X INCOME TAX TEIUIMS ..eiiiiiiiie e Permanently
Business Records*

> Stock and bond reCords..........ooevererenininieee e Permanently

> Atrticles — legal, accounting, incorporation, etc. .................... Permanently

> Contracts and agreements.........cooevevereneeieenene e, Permanently

P MINUEES ..o e Permanently

» Trademark registrations, patents and copyrights................... Permanently
Personnel Records*

v Accident reports and injury claims...........ccococerrriireiernnnnn Seven (7) years

v INSUranCe POLICIES .......cviveiiiiiice e, Permanently

V' COBRA TECOIUS.....cuteeieieieesieieseeeneeiee s es Three (3) years

V' Benefit Plans .......ccvcvciic Four (4) years

V' OSHA MEICal ......ooveeiieiicese e Thirty (30) years

v' OSHA Training fileS.......c.cccooeiiiiiiiiiiceeeee e Three (3) years

v Personnel related files.........cocoeveenireiiieieeee e Six (6) years

V' BUIHdING PIANS ... Permanently

V' Payroll JOUrNal .......ccoociiieieeseee e Six (6) years

V' TIME CANOS ..ttt Four (4) years

*Retention periods start after expiration of records. Please consult your legal advisor for a more detail
retention plan.



