
























































































































































Purchases and Sales 6
Purchase Orders and Requisitions 6

Sales Contracts and Invoices 6
RECEIVING AND SHIPPING

Exports 6

Freight Bills 6
Manifestos 6
Shipping and Receiving Reports 6
Wayhbills and Bills of Lading 6
CORPORATE RECORDS

Contracts and Agreements 6
Mortgages, Notes, and Leases (as of expired date) 8

Bylaws and Minute Books Indefinite
Capital Stock and Bond Records Indefinite
Checks (taxes, property) Indefinite
Copyrights and Trademark Registrations Indefinite
Deeds and Assessments Indefinite
IRS Audit Reports Indefinite
Labor Contracts Indefinite
Patents Indefinite
Proxies Indefinite
Retirement and Pension Records Indefinite
Tax Returns and Working Papers (990’s) Indefinite
CORRESPONDENCE

General 2
License, Traffic, and Purchases 6
Production 6

Legal and Tax Indefinite
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