
Agency  Record  Retention  Schedule

The fo l lowing is  a guidel ine based,  in par t ,  on recommendat ions of
Employers Reinsurance Corporat ion.   These suggest ions may be superseded

by statutes,  regulat ions or  contractual  requi rements of  your  carr iers.

Customer  Fi les
Agent of Record Letter...................................................................................................................................P e r m a n e n t
Appl icat ions...........................................................................................................................................See Daily Reports
Appra isa ls...............................................................................................................................................Unt i l  superseded
B i n d e r s..................................................................................................................................Until superseded by policy
Claim Reports......................................................................................................................Unti l  superseded by draft
Cor respondence......................................................................................Retain for same period as related policy
*Dai ly Reports—Personal Lines........................................................................1 policy period past expiration
*Dai ly Reports—Commercial  Lines................................................................5 policy periods past expiration
Loss Drafts...........................................................................................................................................................P e r m a n e n t
Survey Reports.............................................................................................................Until 1 year after superseded

*  Occurrence and unl imited tai l  pol icies—permanent

Accounting  &  Financial  Records
Account Payable Invoices..................................................................................................................................... 3 years
Account Payable Ledger.................................................................................................................................P e r m a n e n t
Account Receivable Invoices................................................................................................................................. 1 year
Account Receivable Ledgers.........................................................................................................................P e r m a n e n t
Audit  Reports ......................................................................................................................................................P e r m a n e n t
Audit  Working Papers............................................................................................................................................3 years
Balance Sheets...................................................................................................................................................P e r m a n e n t
Bank Deposi ts............................................................................................................................................................3 years
Bank Statements......................................................................................................................................................3 years
B u d g e t s.........................................................................................................................................................................3 years
Cash Receipt Records.............................................................................................................................................7 years
Check Register...................................................................................................................................................P e r m a n e n t
Checks, Payrol l.....................................................................................................................................................3-8 years
Checks, Voucher...................................................................................................................................................5-8 years
Cost Accounting Records......................................................................................................................................5 years
Depreciat ion Schedules..................................................................................................................................P e r m a n e n t
Dividend Register.............................................................................................................................................P e r m a n e n t
Employee Withholdings Records.......................................................................................................................4 years
Expense Repor ts...................................................................................................................................................3-6 years
Financia l  Statements,  Cer t i f ied.................................................................................................................P e r m a n e n t
General  Ledger Records.................................................................................................................................P e r m a n e n t
Note Register......................................................................................................................................................P e r m a n e n t
Payrol l  Register.................................................................................................................................................P e r m a n e n t
Petty Cash Records.................................................................................................................................................3 years
Profi t  & Loss Statements......................................................................................................................................3 years
Producers '  Commission Reports........................................................................................................................3 years
Travel  Expense Reports........................................................................................................................................3 years
Tax Bil ls & Statements..................................................................................................................................P e r m a n e n t
Tax Returns.........................................................................................................................................................P e r m a n e n t
Tria l  Balances.......................................................................................................................................................3-6 years



Corporat ion/LLC/Partnership  Records
Annual  Repor ts..................................................................................................................................................P e r m a n e n t
Buy & Sell Agreements.....................................................................................................................Unt i l  superseded
Capital  Stock Ledger.......................................................................................................................................P e r m a n e n t
Charter ,  Const i tu t ion,  Bylaws....................................................................................................................P e r m a n e n t
Con t rac to rs..........................................................................................................................20 years after termination
Corporat ion Elect ion Records......................................................................................................................P e r m a n e n t
Incorporat ion Records.....................................................................................................................................P e r m a n e n t
L icenses....................................................................................................................................................Unt i l  superseded
Minutes of Stockholders'  Meetings...........................................................................................................P e r m a n e n t
Par tnersh ip  Agreement..................................................................................................................................P e r m a n e n t
Proper ty  Deeds...................................................................................................................................................P e r m a n e n t
Purchase or Lease Agreements...................................................................................................................P e r m a n e n t
Stock Transfer Records..................................................................................................................................P e r m a n e n t

Personnel  Records
Accident Reports,  Injury Claims, Sett lements.........................................................30 years after settlement
Annuity or Deferred Compensat ion Plans.............................................................................................P e r m a n e n t
Applications for Employment Not Acted Upon................................................................................Do not retain
Applications for Employment by Persons Hired.....................................................6 years after termination
Attendance Records.................................................................................................................................................7 years
Employee Activity File.................................................................................................2 years or until superseded
Employee Contracts............................................................................................................6 years after termination
Group Insurance Records..............................................................................................................................P e r m a n e n t
Health & Safety Bul let ins.............................................................................................................................P e r m a n e n t
Job Descr ipt ions...................................................................................................................................Unt i l  superseded
OSHA Form 100.........................................................................................5 years following end of calendar year
OSHA Form 101 (or equivalent).........................................................5 years following end of calendar year
OSHA Form 102.........................................................................................5 years following end of calendar year
Term ina t i ons..............................................................................................................................................................6 years
Time Cards..................................................................................................................................................................3 years

Agency/Company  Fi les
Agency Contract................................................................................................................................................P e r m a n e n t
Cont ingency Agreement.................................................................................................................................P e r m a n e n t
Cor respondence............................................................................................................................................Discret ionary
Ini t ial  Letter of Appointment......................................................................................................................P e r m a n e n t
Prohib i ted L is ts...........................................................................................................Until 1 year after superseded
Underwr i t ing Guidel ines and Inst ruct ions.....................................................Until 1 year after superseded

For addi t ional  in format ion,  contact : Insurors of Tennessee
2500 Hillsboro Road, Suite 200
Nashville, TN  37212
Tel: 615/385-1898
Fax : 615/385-9303


