AS 7 Advanced Storage & Transportation, Inc.

RECORD RETENTION SCHEDULE

Accident Report--------=-=-mmmmmm oo 7 years
Accounts UN-collectable----------=-=-==-mmmmmmmmm oo 7 years
ACQUISTEIONS === === = o m oo Permanent
Annual RePOrtS------==-===nmmm e oo oo oo Permanent
AUdit REPOIMS---m-mmmmm e m o m oo oo Permanent
Bank Reconciliation---------==-===mmmmm oo 6 years
Bank Statements---------=-nmmmmmm e 6 years
Bills of Lading-----------=-==-==mmm oo 3 years
Bonds
Canceled----------=-=-mm-m oo Permanent
Sales or Transferred----------=---==-==mmmmmommmmmeemeo Permanent
SUFeY---mmm oo oo 7 years
BY-laW S m o m o Permanent
Cash BOOKS------==-==mmm oo e Permanent
Checks-Canceled-----=-=====mmmmmm e 10 years
Y (0] | B 7 years
Petty-Cash-----------mmm oo 7 years
Claims-CloSsed------=-====mmmm oo 10 years
Workers' COmMp.--==-====mmmmmmmmm oo 15 years
Contracts
Customers-Government--------=--==========nmmnmoumou-o- Permanent
Customers-Non-Government-------------======--------- 10 years
Correspondence
General--------==--m = 5 years
Legal-------mmmm o 10 years
S8 3 years
DB mm e Permanent
Dividend Records-----------==-====mmmmmmm oo Permanent
Easements-----------=-mmmm oo Permanent
Expense Records (Personnel)----------=--=-mmmmmmmmmmmmmeme o 10 years
Financial Statements-----------=-=-===mmmmmm oo Permanent
Franchises----------=-mmmm oo Permanent
Inventories
Plant & FiXtures--------=-=-=-=-mmmmmmmmomm oo Permanent
Property-----=--==-meemeemee oo e Permanent
Invoices-Accounts Payable & Receivable---------------------- 7 years

Customer Direct: 508-877-6600
Specialist in Relocation, Storage and Records Management
Email: peter@astnow.com www.astnow.com




Journal ENtri@s---------=--mmmmm oo oo Permanent

Accounts Payable-----------=---mmmmmmm oo Permanent

Accounts Receivable---------====mmmmmmmmm oo Permanent
Ledgers

Accounts Payable--------------=m-mmmmm oo Permanent

Accounts Receivable-----------=-=-mmmmmmmom oo 10 years

General-------mm e Permanent
Minutes Books

DIreCtOrs----==mmmmm oo oo e Permanent

EXECULIVE----mmmm i m oo Permanent

Stockholders----=-==-==mmmm oo Permanent
Operating RepOrts-------==-==-==mmmmmm oo 10 years
Pension & Retirement Plans---------===-=-nmmmmmmmmmmmm oo Permanent
PriCe LiStS-mmmmmmmmmm s m oo oo o e Permanent
Profit & L0oss Statements---------=-===mnmmmmmmmmmm oo Permanent
PrOXI@S === mmm e o oo e e 10 years
Purchase Orders--------=-==-=mmmm oo 6 years

Capital Expenditures----------=-======mmmmmmmmmm e 10 years
Registers

Accounts Receivable---------------m-mmmmmm - Permanent

BONd------m e e e Permanent

VOUCNEI === e 10 years
Sales

Bulleting----=-===-== e oo Permanent
Stock

Capital--------m-m oo Permanent

Certificates-Cancelled---------=--=-==mmmmmmmmmm oo 23 years
Stockholders ListS------==-===nmmmmmmmm oo oo Permanent
Taxes

EXCiS@-m=mmmmmmmm e e e o e e e 5 years

Income-Federal-----------=-=-=-mmmmmmo oo Permanent

Income-State----------=-mmmmmmm oo Permanent

Property-----------=--=-mmm oo Permanent

Social Security-------=-=-=-==smommmmeme oo Permanent

Withholding Certificates------------------------omemee--- 10 years
Trial Balances----------==-==-mmm oo Permanent
Vouchers

Capital Expenditures----------=-====-=msmmmmmmmmm e Permanent

PayrOll----=-mm e m e e 15 years

Customer Direct: 508-877-6600



