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In business, good record keeping is vital not only for tax reporting purposes, but also for the success of your
practice. The guidelines below give retention periods for the most common business records.

Accounting Records Retention Period Bank Records Retention Period

Accounts payable ...........eccceceevecivenee.. 7 yea@rs Bank reconciliations .........c........... 2 years
Accounts receivable ..........coveeiiiiiiiiinn, 7 years Bank statements ......ccccccevvennnn. 7 years
Audit reports .....coceeveeceec s Permanent Cancelled checks .......c.cccocevveennnns 7 years
Chart of accounts .....c.ccoevvvvivevvccececiee, Permanent Electronic payment records ........ 7 years
Depreciation schedules .........ccccoeeeuneee. Permanent
Expense records .......ccoceevvveneeieseenienn 7 years Corporate Records Retention Period
Financial statements (annual) .............. Permanent Board minutes .......ccccccceeeieieennns Permanent
Fixed asset purchases .............ccceevrnnne. Permanent BYI@WS ..o e Permanent
General ledger ......ccooeeviieiiieieecee e Permanent Business licenses ........cccceeeeeuneen. Permanent
Inventory records .....ccccceevviviieieecieseenns 7 years Contracts - major .....cccceceeeveeeenn, Permanent
Loan payment schedules ..........cccoeueeee. 7 years Contracts - minor Life + 4 years
Purchase orders (1 CoOpy) ..ccococvevvreeenn. 7 years Insurance policies .......ccocevvennnne. Life + 3 years
Sales records .....cocovveveeccie e e, 7 years Leases/mortgages ........cccoeveeennnns Permanent
TaX retuUrns .....cocovee e e e Permanent Patents/trademarks ..................... Permanent
Shareholder records .......cccoeuneee. Permanent
Stock registers .....ccccoeeviviieineinsn Permanent
Employee Records Retention Period Stock transactions .........ccccceeneens Permanent
Benefit plans ..o Permanent
Employee files (ex-employees) ............ 7 years Real Property Records Retention Period
Employment applications .........ccc.......... 3 years Construction records .......cccccoeu... Permanent
Employment taxes ......cccocevvvecciecinennn, 7 years Leasehold improvements ............ Permanent
Payroll records ......ccccevvevviieiie s e 7 years Lease payment records ............... Life + 4 years
Pension/profit sharing plans .................. Permanent Real estate purchases .................. Permanent

Among the busiest professionals, dentists have little time to learn the latest tax laws and business strategies.
Tax planning and dental practice management is often neglected in the crush of other obligations. Yet
making hasty year-end decisions in an attempt to reduce taxes and making last minute business decisions is
a very poor substitute for year-round tax and practice management planning.

For nearly 30 years, Costin + Company has developed a particular expertise in helping dentists successfully
manage their businesses effectively, efficiently, and profitably. We take pride in offering unique personalized
accounting and tax planning services to dental professionals.

If you'd like more information or assistance with your record retention program, please contact us:

Chris S. Costin, CPA
P: (440) 327-0720
cc@costincpa.com

Bryan J. Costin, CPA
P: (440) 327-0720
bcostin@costincpa.com

Pursuant to Circular 230 promulgated by the Internal Revenue Service, if this newsletter contains advice concerning any Federal tax issue or
submission, please be advised that it is not intended or written to be used, and that it cannot be used, for the purpose of avoiding Federal tax

penalties unless otherwise expressly indicated.

*Be aware that tax change can occur at any time. As needed, contact us for current rules and regulations.
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