Agency Record Retention Schedule

The following is a guideline based, in part, on recommendations of
Employers Reinsurance Corporation. These suggestions may be superseded
by statutes, regulations or contractual requirements of your carriers.

Customer Files

Yo L= N oY A = =Yoo ] o TR = 1 = PP Permanent
N o o o= ¥ 4 1o 1 = See Daily Reports
N o 01 = == 1 Until superseded
T o 1N RSSO PPP Until. superseded by policy
(O = W1 1 T = = o o SRR Until..superseded by draft
(O o 1 g E=T= o Lo 4 Ko K= o o = PSRRI Retain for same period as related policy
*Daily Reports—Personal LiNES. .. e e e 1l..policy period past expiration
*Daily Reports—Commercial LiNeS. ..o h..policy periods past expiration
(oL YR BT = i - TSR Permanent
UL Y= 1V = =Y o X o1 = PR Until..1 year after superseded

* QOccurrence and unlimited tail policies—permanent

Accounting & Financial Records

ACCOUNT Payable INVOICES ittt ittt et e e e s s s e e e e e e e e e e e e s s s s st aateeeeaeaeeesessanssns s mmmmmns 3..years
ACCOUNT Payable LeUger e e e e e e e e e s st e e e e e e e e e e e e ennnsead Permanent
ACCOUNt RECEIVADIE INVOICES .ottt e e e e e e e s e e se e e e e e e e e e e e s eannnnseneemms 1.year
ACCOUNT RECEIVADIE LEUQ OIS ittt e e e e s e e s r e e e e e e e e s sn e rareeaaeeees Permanent
N 8o A =Y o X oY =S Permanent
F N 0o L AV oY g o T = o = = 3 years
BalANCE SN BB LS ittt e e e e s bt e e e e e an bt e e mmeeeenemnnseeeed Permanent
o L I = o o = 1 =P 3 years
e W ST = U= 1 1= S 3 years
2T o o 1 =SSP 3. years
(08 =Y T = =Y o =T o A = = o o o L= 7 years
L8 =Y o QN == o = = R Permanent
L8 T =Y o T - 1V o PSSR 3-8 years
(8 =Y o TV o Y U o o 1= R 5-8 years
LOF0X=3 A AN oF o o T U1} 41 o T == o3 o 1 o =SSO h..years
Depreciation SChEAUIES ..o r e e e e e e e e areeeeeesmnd Permanent
(DAY AT o KoY g o B =Y o =] = Permanent
Employee Withholdings RECOIUS. ..ot e e e e e s e e e e e e e e e e e s nnrnnnees 4.years
g = 4 =T = == o X o I 3-6 years
Financial Statements, Certified e Permanent
General Ledger RECOIUS .ottt e s e e e e e e e e s e s st ae e e e e e aeeessasnnsrnneneeeeeeeeesnnd Permanent
NN =T = = o = =1 PR Permanent
Lo N YA o I =Y =3 = Permanent
=Y 4 YA O= T o T = = o3 o o =R 3 years
Profit & LOSS StaleMENTS. iiiiiiiiiiiiie i e e e e e e e e e e e e e e e et e s sttt eeraeaeeesesaaasnstnneeereeeeessmmnmnns 3..years
Producers’ CoOmMmMmISSION REP OIS .. et e e s e e e e e e e e e s s e st e e e eraaaeeesenannnnnes 3..years
TraVel EXPENSE R P OIS ittt ettt e e e e e e e st s s sttt e et eeeeeesssan st ataeaeeeeaeaeeessaanssssnseeees mmmmmnnns 3.years
TaX Bills & StAtEMENTS. ettt s e e e st e e e s sbbeeeeessnbeeeeesnend Permanent
L= B G = AU 8 0 T R PPRPPPI Permanent

QL= A = 7= 1= 2 o3 == EERRR 3-6 years



Corporation/LLC/Partnership Records

F N T U= IR == o X0 X =SOSR Permanent
BUY & Sell AQrEemM NS it e e e e e e e e e e s s st rar e e e e ae e e e e e e e nreneees Until..superseded
O Y o T -1 IS oY od G I =Y o = PR P.ermanent
Charter, CoNStitULION, BYIAWS. i e e e e e e e e e e e s s e s e eeeeeees Permanent
L% o 1 01 8 = o o 1 SRS 20..years after termination
Corporation EleCtiON RECOIUS. ...ttt e e e e e e e e e e e e e e s s s s e e reeeaeeesaeannns Permanent
oY oTo g oo ] = LA o o T = =Y oo o KO PPSRRRR Permanent
o= == Until superseded
Minutes Of StoCKhOIdEers' MeEELINGS. ... e s eraeae s Permanent
PartnerShip AQrEEME I .o e e e e e e s s s st r e e e eeeeeeseannrnnrrnreeeeeesnned Permanent
L 0] o= 8V I T == o =R Permanent
PUrchase OF LEaSE AQIrEEMENLS. ...iiiiiiiiiieeei i i iiiitieiir e et e ee e e s s s s st e rreeaeeeeesaasranstrtarrrreeaeeesesnnnsnnes Permanent
STOCK TranSTEr RECOIIS oottt et e e e st e e e s s sebe e e e s s snbbeeeeeensnacd Permanent

Personnel Records

Accident Reports, Injury Claims, Settlements.........ccccccvviiveeieeniiicciinnne, 30. years after settlement
Annuity or Deferred Compensation PlanS. ..o rr e e e e e e Permanent
Applications for Employment NOt AcCted UPON....iceeeeiiiieeoiiiiiiiiiiiieeee e e e e e s ssssnvenneeeraeeeend Do.. not retain
Applications for Employment by Persons Hired......ccccccooniiiiiiiiinnnieeeeninnnn, 6..years after termination
F N =T o - g Mo =T == o oY o PSSP (V1 =Y £
EMpPloyee ACHIVITY Filu e 2..years or until superseded
Ll o1 Ko} VA= T I O o o - Y o3 =SSP 6..years after termination
GroUP INSUNANCE RECOTOS . cuiiiiiiiiiiiie e et e s ittt e e e e e s s e s e e e e e e e e s s s s s st et reeeeaeeesesannnsnrtennreeaeaeaes Permanent
Health & Safety BUIETiNS e e e e e e s e s e e e e e e e e e e e annnnnes P.ermanent
IS FoY o =R =Y ol 1 o ] = S Until superseded
OSHA FOIrm 100, e e e e e e e ereeae s 5.years following end of calendar year
OSHA Form 101 (or equivalent)..cccoiiiiiciiiiiieiieeeee e, 5..years following end of calendar year
OSHA FOIrmM 102 e e e e e ereeee s 5.years following end of calendar year
I T 1= 8 0SSRt 6 years
LI =T =T o = PP 3 years

Agency/Company Files

F a0 L= o VA O o ] o = Y o Permanent
oo TR AT o K= aKon VA AN o | == o 1= o RSOOSR Permanent
O o T T oo o =18 o o = Discretionary
Initial Letter of APPOINTMENT. ..o e e e e e e e e e e e e e e e annr e ereeeeeas Permanent
Prohibited LiStS i e e e e e e e e e e e aee s Until. 1 year after superseded
Underwriting Guidelines and INStruCtionS.....ccccccccvvviiiiiviieirenieeee e Until 1 year after superseded
For additional information, contact: Insurors of Tennessee

2500 Hillsboro Road, Suite 200
Nashville, TN 37212

Tel: 615/385-1898

Fax: 615/385-9303



