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Introduction

From time-to-time UMA will commission studies and
guides for our membership and for the industry we
serve. The results are published here and distributed
to the appropriate audience. In the past several
decades, certain guides have been more popular and
requested more often that we have rewritten them to
bring them current. These guides are offered here
free of charge and will hopefully allow you to get the
answers you need to the questions you have.

For more information, contact UMA at:

=

ail:
113 S. West St, 4th FIr., Alexandria, VA 22314
Phone:
1-800-424-8262
Email:
info@uma.org
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How long should you keep old business
records?

Many business records are required to be kept for a number of years and it is important
for YOU to do so. Audits or inspections can require you to produce certain documents or
face substantial fines and penalties for failing to do so.

Following is a list of common business records and the recommended length of time for
retaining them, as provided by the WA Association of Accountants:

o ACCOUNTS PAyable LEAGETS ... eeeeeieeeeiseeiecisessneeassesssessessssesssessssessssssssesssssssseses 7 years
o Accounts ReCiVabIe LEAGETS......ieeeinssinseisessssssssssssssssssissssssssssssssssssssssssssssssess 7 years
¢ AUAIT REPOIS .oereeereercrneeieciaetieeseessesssesssessssesssesssssssssesssesssssssssssasessssssssessassssssssas Permanently
o BaNK StAtEMENTS ...ttt sssssssssssssssssessssssssssssssssssssssesssssssssssesssssss 3 years
+ Capital Stock and BoNd RECOIAS .......cvueeureeeereenrseisenieeseesssessssesssessassssseens Permanently
¢ CASN BOOKS ...coreeeeneearcienieisesiseesessasessssesssessssesssessassssssssssesssssssssssasessssesssessasessssesas Permanently
¢ Chart Of ACCOUNTES ....cuueeeeeeceeeieeseeieessessessssessessssesssesssesssssssssssasessssssssessasessssssas Permanently
o Checks — CanCElIEd......eeseseseeseessississississsisssisssssessssssssssssssssssssssssssssas Permanently
 Contracts, Mortgages, NOES, |QASES ........owwuvreeeeeenneereesissesisssesissessssessssesssssessssesssasess 7 years
o Correspondence (Iegal MAtLers).......ccrnrnsiensnsinssssssiesssssesssssessssssssanees Permanently
+ Correspondence (routine w/customers, vendors, €1C.) .....ccuweeeeenrermeerseesseesenes 2 years
« Deeds, mortgages, Dills Of SAlE ... sessenees Permanently
o Depreciation SCHEAUIES ... sssssssssssssssssssssssssas Permanently
o EMPIoYymMENt APPIlICAtIONS ... cceerrireireiseessiseisssisesssesssssssesssessssssssssssssssssessssssssssssssssess 3 years
o Expense Distribution SChEAUIES.........eereenriineereiseissiseiseissisesisssisssssessssssssssssssssens 7 years
o FINANCIal StAtEMENTS ...t ssssssssssssssssssssssssssssas Permanently
¢ GAMMISNMENTS ...t asssss et sses s s s s st sssesssesasssasssssssssssns 7 years
o GENETAI/PrIVALE LEAGEIS...uieererireiesesiseensesssisssssssssssssssssssssssssssssssssssssssssssssssssas Permanently
 Inventories of Products and SUPPIIES.......cenrerersrisriseiseississsisssssssssessssssssssssssssens 7 years
¢ INVOICES 1O CUSTOMIEIS ...ttt ssesessessessessessessessessesssssssssssssssssssssssssassnss 7 years
© JOUINAIS vttt base s sessse s ssse s sssssssse s sss s ssssesasesbasessssssas Permanently
« Minute Books for Meetings of Directors,

Stockholders, Bylaws and Charters ..........eeneeenerseenecssessscessessssesssecens Permanently
¢ PAYTOII RECOIAS ....ooueeeeeeneiiceeeciesseesssessseassessssesssessssesssssassesssssssssssssessssssssesssssssssssasessseses 7 years
o PersonNel Fil@s ... reneieesessessessseseississsssssens 7 years after ceasing employment
o Personnel HANADOOKS .........cvceuueeueeeeeieietiseesesssesssesssessssessssssssessssesssessasessssssas Permanently
» Property appraisals (OULSIde aPPrAISEr) .......reereresnrsessserssessssssssssssssssssseses Permanently
¢ PUICRASE OFAEIS ..ottt sssesssessssessssssssesssssssssssssessssssssessssssasessasessseses 7 years
¢ TAX ROTUINS oottt sss s sssss s ssssssssesssesssssssssssasessssesasessasessssesas Permanently
o TiMe DOOKS OF tIME CAIdS ...t ssssssssasssssssssssssesssssssssssssssssss 7 years
o Withholding TaX Stat@mMENTS.......verirrireeeinnsissessesssssessssssisssssssssssssssssssssssssssssens 7 years
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About UMA

The United Motorcoach Association ("UMA") is
North America's largest association of professional
bus and motorcoach companies. Founded in 1971
as the United Bus Owners of America, UMA's
membership now includes over 900 motorcoach
companies. Another 250 motorcoach
manufacturers, suppliers and related businesses
are currently "Associate" members of UMA.

Headquartered in Alexandria, VA, across the
Potomac River from Washington, DC, UMA serves
the informational, legislative, regulatory and
business needs of its member companies. Within
the membership, companies range from one and
two vehicles to those with many hundreds of
coaches; from small tour-specific companies to
those performing intercity route service, charter
and tour operations on a coast-to-coast scale.

The UMA's offices are located in Alexandria, Virginia.

You may contact UMA CEO Victor S. Parra at
(703) 838-2929 or, toll-free, at 800-424-8262.

If you'd like more information about UMA or how to become
a member, please write to info@uma.org.
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