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FINANCIAL RECORDS 
 
  
FN-1 Account Distribution Summaries
 

Includes records showing a summary of receipts, disbursements and other activity against each 
account. 

 
           Weekly/Monthly - Retain 3 years. 
           Year-end - Retain 7 years. 
 
FN-2 Accounts Payable Files
 

May contain bills, check vouchers, invoices, purchase orders and requisitions, receiving reports 
and other records of payment for goods and services. 

 
          Retain 7 years. 
 
FN-3 Accounts Payable Ledgers
 

Usually indicates date, department or cost center, invoice and check number, vendor's name, 
amount and account totals. 

 
           Retain 7 years. 
 
 FN-4 Accounts Receivable Files and Ledgers 
 

Used to document monies owed and paid to county.  Generally shows date, department or fund, 
amount received and account totals. 

 
Retain 7 years. 

 
FN-5 Annual Audit and Financial Reports 
 

Report submitted annually to the Department of Community and Economic Development 
covering all assets, liabilities, fund equities, revenues, expenditures, and other financing 
sources and uses for county funds and accounts. 

 
          Retain 5 years. 
 
FN-6 Annual Budgets and Related Records
 

Usually includes final budget as approved, departmental requests, review files, correspondence 
and related papers. 

 
           Retain one copy of the annual budget permanently. Retain all other related papers 7 years. 
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FN-7 Annual DCED Budget Reports 
 

Report submitted annually to the Department of Community and Economic Development 
relating to all assets, liabilities, fund equities, revenues, and expenditures of all budgetary 
funds. 

 
Retain 5 years. 

 
FN-8 Audit Reports-Official
 

Record of examination of county finances prepared by internal or external auditors.  Usually 
includes financial statements showing the status of all county funds and accounts. 

 
           Retain permanently for administrative and historical purposes. 
 
FN-9 Audit Workpapers
 

Consists of accounting notes and papers used in the preparation of final audit reports. 
 
           Retain current plus 3 prior audit cycles. 
 
FN-10 Balance Sheets
 

Record lists assets and liabilities, and shows the financial condition of the county on the last 
day of the accounting period. 

 
           Retain 7 years. 
 
FN-11 Bank Statements And Reconciliations
 
           Prepared by banks, record indicates date, county's deposits and withdrawals, and account totals. 
 
           Retain 3 years. 
 
FN-12 Cancelled Checks
 

Consists of checks that have been paid by the bank and returned to the depositor as evidence 
that the payee has received the funds. 

 
           Retain 7 years. 
 
FN-13 Check Registers 
 

Usually shows date, check number, vendor name or number, gross amount, discount and final 
amount of check. 

 
Retain 7 years. 
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FN-14 Controller's Annual Reports
 

Report from the County Controller includes a summary of the financial condition of the county.  
Provides an account of all receipts, expenditures, disbursements, revenues, assets and liabilities. 

 
           Retain permanently for administrative and historical purposes. 
 
FN-15 Daily Cash Records
 
           Indicates department, cash balances, receipts and disbursements for each day. 
 

Retain 3 years. 
 
FN-16 Deposit Slips 
 

Consists of copies of slips listing and accompanying bank deposits showing date, account, 
check numbers and amounts. 

 
           Retain 3 years. 
 
FN-17 Depreciation Schedules 
 

Used for planning equipment expenditures and budgeting, record indicates depreciation 
allowances for age or wear. 

 
           Retain for life of equipment plus 3 years. 
 
FN-18 District Justices' Reports
 

Consists of income reports summarizing citations issued, fines collected and amounts 
transferred to the county. 

 
           Retain 3 years. 
 
FN-19 Expense Reports-Employees
 

Contains record of expenditures by employees traveling on county business. May also include 
receipts, permission or authorization forms, and other records relating to travel expenses. 

 
Retain 7 years. 

 
FN-20 Financial Statements
 

Usually indicates date, account, receipts, expenditures (actual and budget) and balances. 
 

Periodic - Retain until final completion of audit.   
Certified - Retain permanently for administrative and historical purposes. 
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FN-21 General Ledger Analyses
 

Includes summary of the receipts and disbursements of the account transactions posted in the 
general ledger. 

 
 Retain 7 years. 
 
FN-22 Grant Administration Records
 

Usually includes grant application indicating project purpose and goals, personnel needs and 
proposed budget.  Also contains project and financial reports, correspondence and other related 
papers. 

 
           Comply with retention requirements promulgated by the appropriate funding agency. 
 
FN-23 Investment Records
 

Includes records relating to original financial instruments executed to invest county funds 
showing amount of certificate, term, and rate of interest.  May also include supporting papers. 

                            
           Retain 6 years after cancellation. 
 
FN-24 Pension/Retirement Records
 
         See Payroll Records found in Section 2 for retention guidance. 
 
FN-25 Treasurer's or Controller's Books of Accounts
 

Contains journals, ledgers, books, cards, sheets, and any other books of account summarizing 
receipts and disbursements for county funds.  Usually shows debit, credit, month-to-date and 
year-to-date totals, and budget balances.   

 
           Retain 7 years. 
 
FN-26 Voucher Files
 

Record generally shows number, date, description of goods or services, and amount.  Copy of 
check or check request is usually attached and indicates date, department, vendor name and 
amount. 

 
           Retain 7 years. 
 
FN-27 Warrants
 

Usually includes date, name of payee, warrant number, amount and signature of authorizing 
official. 

 
Retain 7 years. 
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FN – 28 Hotel Tax Records 
 
               Fees collected by county treasurer pursuant to Act 142 of 2000, (Senate Bill 1154). 

                May include applications, registration forms, exemption statements, monthly reports,  
certificates of authorization, delinquent tax forms, deposit slips, check stubs, expense 
reports, and correspondence. 

 
                Retain 7 years 
 


