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Records Retention Guide

(MNote: Retention periods start after records expire. This guide is intended as a starting point only.
Consult vour legal advisor for more a more detailed plan.)

Medical Records

2 Adult patient Charts ... iiesscseese e e 10 years following visit

B DIagnostic IMAZES .ottt ee s Permanently with chart

% Medical correspondence ......oiiniiencsesinrmmnes e e, Permanently with chart

2 Minor patient Chars ... e Reaching majority plus limitations

Accounting & Financial Records

B ANAIOrS" TEPOIS . o.ncciaeensnrinie e vassmssis sasvmsassmsn sinssnsmsiss sxesasnias Permanently

% Accounts payable ledger......oociiiicinncsinnncicnnierenn.. Permanently

2 Accounts receivable ledger ., 2 to 6 vears

“  Bank debt deduction.......c.ciiimmminsismminsimassissssnmis 7 years

%+ Bank deposit slips, reconciliations, statements ..o, 4 vears

<+ Bank statements with cancelled cheeks .o 6 vears

% Contracts of purchases and sales ..o, 4 vears

% Depreciation reconds . miisenmsimemseisesrs 4 vears

% Deeds, mortgages, and Bills of Sale.........cooiviiinnnn Permanently

¢ Financial Statements ..o sssssnns Permanently

L Clenefal TEHEEIS .o s s sesnssnise Permanently

% Invoices — sales.......ciomninis i s s s e s s 4 vears

% Invoices — PUMCHASES (i isissssmssremsasist i ssinsssans 4 vears

R owORoes~— PAR . G s 6 years

¢ INCOME LAX TEIUMIS coomreereere e rssre e e sesmsarenssneresrerresaessnns Permanently
Business Records

% Articles — legal, accounting, incorporation, e1c. ..., Permanently

S Contracts and agreements s sseseens Permanently

VUL vttt ettt ettt et Permanently

< Stock and Bond records ..o s Permanently

< Trademark registrations, patents and copyrights............... Permanently
Personnel Records

% Accident reports and injury claims.....c.oceceorrnrsen i, 7 vears

©  Benelit plans ciinisiimmisiemiiiiiewiiom s 4 years

4 Building plans....cnnanniainaniniiiniie Permanently

0 COBRATECOUAS oiirisiirisiriemsierntosassisbs saaainsdada sesrarssssbs ibsassatas 3 vears

S Insurance POLICIES o Permanently

B DISHA MBATCAL, . ceuoss s romitipsisvsiings iassnssssstsssisssdainss svipssans 30 years

% OSHA training files ...coiicimiiiimasisia s issanssios 3 vears

£ Payroll joumal .cannanniiininaiinaniiiniiiiiei 6 vears

¢ Personnel related Ales ... f vears

L T T 3OS 4 vears



