STATE OF ALABAMA
STATE BANKING DEPARTMENT

TOALL BANKS:

By authority of Title 5, Section 2A-8 of the Code of Alabama, this Record Retention Manual for
Commercial Banksin Alabamais authorized as aregulation by the Superintendent of Banks of the State of
Alabama

This manual has been compiled in cooperation with the Alabama Bankers Association. Research for the
manual was conducted by a committee chaired by Michael W. Duke, Vice President and Regional
Comptroller, AmSouth Bank, N.A.

The suggested retention periods take into consideration both State and Federal requirements. The retention
periods shown are minimum recommended time periods and nothing prevents banks from retaining records
longer than the minimum period scheduled. It is also recognized that some of the records listed will not
apply to all banks. Records stored on microfilm, microfiche, and/or magnetic media are considered the
same as an original record.

This Record Retention Regulation is effective January 1, 1990 and supersedes the March 20, 1977
regulation.

g/ Zack Thompson
Superintendent of Banks
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Administration

Item

Articles of
By-l aws and ot her
amendnment s

i ncorporation or Association
records of organization;

M nut e Books of Stockhol ders' and Directors

Meet i ngs

M nut e Books of Meetings of Committees of the
Board

Voting Lists and Proxies

Records of Stock |ssuance and Transfers
Records of Capita
Di vi dend and Interest Checks and Regi ster
CQut st andi ng Di vi dend Checks

Records of Enpl oyee Benefit Plans after

Term nation
Records of Garni shnents and Levies
Records of All

policy nunbers,
recovered

I nsurance Policies show ng
prem uns paid and anounts

Bonds

Banker s Bl anket

Requi red Peports to Supervisory Authorities

Bank Exam ner's Reports

Escheat Records --Uncl ai med Property Records

Charged O f Asset
collection effort)

Records (after |ast date of

Determination of F.D. |I. C Assessnent Base

Records

Not e | ssuance and Transfers

M ni nrum Ret enti on
Peri od

Per manent

Per manent

Per manent

3 years

Per manent

6 years after paid
6 years after paid
7 years

5 years

3 years after closed
3 years after
expiration

3 years after
expi ration

3 years

Property of supervisory
authorities (7 years if
agreeable to
authorities, permanent
for State of Al abama
Exani nati on reports)

3 years after
to state

payment

5 years

5 years



ltem

Leases of Real Property

Real

Est ate Docunents (Abstracts,

deeds,

etc.)

M ni mum Ret enti on
Peri od

3 years
after-term nation

Per manent



Accounting And Auditing

ltem

Accrual and Bond Anortization Record

Audit Reports

Audi t Work Papers

Call Report

Certified Statenent (FDI C Assessnent Fornm
I ncone and Di vi dend Report

Reserve Conmputati on

Expense Vouchers or |nvoices

Bills Paid, Statenents and |nvoices
Reconci | enent Due to Accounts
Reconci | enent Due from Accounts

Securities Vault "In and Qut" Tickets

Tax Records and other supporting docunents

M ni mrum Ret enti on
Peri od

7 years
5 years
5 years
6 years
5 years
6 years

Until conpletion of
next exam nation

7 years

7 years

2 years

2 years

Until conpletion of

next internal audit and
until conpletion of

next regul atory

exam nation

7 years



Certificates Of Deposit

Item

Certificates

Ledger Cards

Regi ster Journal or Regi ster Copy

Interest Reports to IRS

Trial Balance and/or Transactions Journal (if

statenment or account history not otherw se
retai ned)

M ni nrum Ret enti on
Peri od

5 years after paynent
5 years after paynment
5 years after paynent
5 years

5 years



Checking Accounts

M ni mum Ret enti on
Item Peri od

Account Analysis (work sheets or card, average 6 nonths
bal ance records, statenment stubs)

Daily Reports of Overdrafts 2 years

Deposit Tickets and OQther Credits 5 years

Checks paid and Other Debits ( if mcrofilm 5 years

front and back)

Cust omer St atenents 5 years

Resol uti ons, Signature Cards and Custoner 5 years after closed

Aut hori zati ons

Stop Paynent Orders (after expiration or 6 nont hs
rel ease)

Trial Balance and/or Transactions Journal (if 5 years
statenent or account history not otherw se
r et ai ned)

Undel i vered Statenents and Concel | ed Checks 1 year
(assum ng reconstruction available from
m crofiche, otherw se 5 years)

Evi dence of Conpliance with Regul ation CC 2 years

Evi dence of Conpliance with Regul ation E 2 years

Master file change 90 days

I nternal managenent reports --the following list is typical of reports
that a number of banks use. It is not intended to be all-inclusive nor
do we inply that all banks will have or should maintain such reports.
The use and, consequently, the retention period of any of these reports
will vary frombank to bank. You will note that we have suggested a 90

day retention period.

New and Cl osed Accounts Reports 90 days
Unposted Itens 90 days
Zero Bal ances 90 days
Large Bal ances Changes 90 days
Stop Paynment Reports 90 days



M ni mrum Ret enti on

ltem Peri od
Servi ce Charges 90 days
Uncol | ect ed Funds 90 days



Club Accounts

M ni nrum Ret enti on
Item Peri od

Al'l records for Club accounts should be maintained for 2 years after
check in paynent is cleared. Listed below are sone of the forms that

are used in many Club systems. This list is not all-inclusive nor is it

suggested that every systemw ||l use any or all of these forms.

Checks 2 years after check is
pai d

Check Register 2 years

Coupons 2 years after account
is cleared

Jour nal 2 years

Ledger Cards 2 years

Passbooks (cancel | ed) Destroy or return to
cust oner

Si gnature Cards 2 years after check is
pai d

Trial Bal ances 2 years

W t hdrawal receipts 2 years



Collections

M ni nrum Ret enti on

Item Peri od
Tel | er Bal ance Sheet 1 year
Del i very Receipts 1 year

I ncom ng Coll ection Register of Register Copy 1 year

Install nent Contract or Note Records 1 year after
term nation

Qut goi ng Col | ection Regi ster or Register Copy 1 year



Credit Cards

Item

Applications: Approved

Decl i ned
Batch Proof Listing
Tel | ers Bal ance Sheet

Custoner's File

Cycle Billing Control
Daily debits and credits
Daily Posting Journal

Mer chant s Agr eenent

Paynment s
Sales Tickets
Statenents: Cardhol ders

Mer chant s

10

M ni nrum Ret enti on
Peri od

3 years after account
is closed

3 years
6 nmont hs
7 years

2 years after account
is closed

1 year
7 years
3 years

2 years after
term nation

7 years
7 years
7 years

1 year



Customer Service

Item

Broker's Confirmations
Broker's Invoices
Broker's Statenents

Ni ght Deposit Agreenents

Ni ght Deposit Daily Records
Saf ekeepi ng Records and Receipts
Securities Buy and Sell Orders

Third Party Checks
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M ni nrum Ret enti on
Peri od

2 years
2 years
2 years

1 year after close or
updat e

1 year
2 years after close
2 years

Refer to issuers
contract



Item

Advice of Debits or Credits
Correspondence

Drafts

Draft Register or Copies
Reconci | enent s

St at enment s of Account

Due From Banks

M ni nrum Ret enti on
Peri od

90 days
3 years
6 years
6 years
2 years

2 years



ltem

Advi ce of Debits or Credits
Ledger Card or Journa

Cash Letters

Reconci | enent s

Resol uti ons

Si gnature Cards

Due ToBanks

13

M ni mum Ret enti on

Peri od

90 days

5 years

6 nont hs

2 years

5 years after close

5 years after close



ltem
Dai ly Statenent of Condition

General Journal (if journal is
posting the General Ledger)

General Journal (if the journa

original entry, with description of entries to

accounts)
General Ledger

Debit and Credit Tickets

General Ledger

by- product of

is a book of

14

M ni nrum Ret enti on

Peri od

Per manent

6 nont hs

Per manent

Per manent

7 years



Installment L oans

M ni nrum Ret enti on

Item Peri od

Credit FilesApplications: 3 years after close
Resol utions 3 years after close
Loan Ledger Cards 3 years after paid

Evi dence of Conpliance Wth:

Regul ation U 3 years after close
Regul ation Z 3 years after

di scl osure
Regul ation B 3 years after

application
Credit Applications:

Rej ect ed 3 years
Appr oved 3 years after account
cl osed

Not e Regi ster or Loan Journals (if source of 5 years
original entry)

Coupons --Loan Paynents 6 nont hs

Col | ateral Records and Receipts 3 years after close
Tel | er Bal ance sheets 1 year

Transacti on Journal 5 years

Trail Balances (if only conmplete history) 5 years

15



International Department

Item

Cabl e Copi es, Incom ng and Qutgoing

Foreign Collecti on Register, |Incom ng and
CQut goi ng

Foreign Draft Applications

Forei gn Exchange Renittance Register or
Regi st er Copy

Foreign Mail Transfer Applications
Foreign Mail Transfer Carbons
Letters of Credit Applications

Letters of Credit Record Sheets or Register or
Regi st er Copy

16

M ni nrum Ret enti on
Peri od

6 years

6 years

6 years

6 years

6 years
6 years
6 years

6 years



Item

Investments

Bond Ledger Sheets

I nvoices for Securities Purchased and Sol d

Broker's Confirnmati ons and Broker's Statenents

Jour na

Jour na

(i f book of original |edger)

(if by-product of posting |edger)

17

M ni nrum Ret enti on
Peri od

7 years after maturity
3 years after maturity
3 years after close

7 years

6 nont hs



Miscellaneous

Item

ATM POS Swi tch Network Listings
Return Item and Cash Item Regi ster

Statenment of Interests of Directors and
Principal Oficers

Wre Transfer Debit and Credit Entries

Correspondence

18

M ni nrum Ret enti on
Peri od

2 years

1 year

During the termof the
reporting person as an
of ficial of the bank
plus 2 years and until
the repaynment of any
specified credits

5 years

3 years



Official Checks And Drafts

Item

Cashi ers Checks (cancel | ed)

Cashi er's Check Regi ster

Certified Checks or Receipts (cancelled)
Certified Check Register

Drafts (cancell ed)

Draft Register

Expense Checks

Expense Check Regi ster

Expense Vouchers and Invoices

Money Orders --lssued by Bank

Money Order Register

Third Party Checks

Affidavits, Bonds, |Indemifying Agreenents and

ot her documents supporting the issuance of
duplicate O ficial Checks or Drafts

19

M ni nrum Ret enti on

Peri od

6 years
6 years
6 years
6 years
6 years
6 years
7 years
7 years
7 years
6 years

6 years

after

after

after

after

after

pai d

pai d

pai d

pai d

pai d

Refer to issuers

contract

Per manent or until
check is

ori gi nal
| ocat ed



Per sonnel

M ni nrum Ret enti on
Item Peri od

Payrol |l --including name, address, date of 3 years
birth occupation, social security nunber, rate

of pay and conpensation

Job applications, resunes, etc.; pronotions, 3 years after
transfers, etc.; test, physicals, term nation
advertisenents

Job applications of persons not enployed 3 years

Equal Enpl oyment Opportunity Enpl oyer 10 years
Information EEC 1

W2 (Wage and Tax Statenent 19_ ), E-4, W4-E 5 years
Tax Receipts

Time cards 2 years

Payrol |l Records, Deductions, Overtine, 2 years
Enpl oynent Records

Payrol | --deductions, taxable renuneration, 5 years
contributions to SU, Paynments by enpl oyees and

enpl oyers

ERI SA --all reports 6 years
Payroll records, A-4, Tax Returns 5 years

OSHA --Form 100 --Log of Occupational Injuries 5 years
and ||l ness

OSHA --Form 101 - - Suppl enentary Record of 5 years
Cccupational Injuries Illnesses

OSHA --Form 102 --Sunmary of Occupati onal 5 years
Injuries and Il nesses for Calendar Year 19__

20



Proof, Clearing And Transit

M ni nrum Ret enti on

Item Peri od

Cl earing House Settlenents Sheets 90 days
Copi es of Advice of Corrections 90 days
Departnental or Tellers' Proof Sheets 1 year

Deposit Proof Sheets or Tapes 1 year

I ncl eari ng Envel opes, Proof Sheets or Tapes 90 days
Qut goi ng Cash Letters (Mcrofilm--front & 2 years
back)

21



Real Estate Loans

M ni nrum Ret enti on

Item Peri od
Applications and Supportive Docunents 5 years
Di scl osure Statenment as Required by RESPA 2 years

(Real Estate Settlement Procedures Act)
Ledger Card 5 years

Transacti on Journal :

If a by-product of posting | edger 6 nont hs
If book of original entry 5 years
Trial Bal ance 5 years



Registered And/Or Certified Mail

M ni nrum Ret enti on
Item Peri od

Mari ne | nsurance Books 3 years

Regi stered and/or Certified Mail Records (in 3 years
and out)

Ret urn Recei pt Cards 3 years

23



Safe Deposit Vault

M ni mrum Ret enti on

Item Peri od

Entry Record 2 years

Contracts and/or Signature Cards 2 years after close or
updat e

Records and/or Contents of Drilled Boxes 7 years

24



Savings Accounts

M ni rum Ret ention

Item Peri od
W t hdr awal s 5 years
Deposits 5 years
Jour nal :
If a by-product of posting |edger 6 nont hs
If book of original entry 5 years
Ledger cards 5 years
Passbooks (cancell ed) Return to custoner or

destroy i medi ately
Resol uti ons, Authorizations (after close) 5 years
Si gnature Cards (after close) 5 years

Trial Bal ance:

Nonaut onat ed 3 nont hs
Aut omat ed 5 years
Undel i vered Statenments (assum ng 1 year

reconstruction available frommcrofilm
ot herwi se 5 years)

Cust onmer St at enent 5 years
Information Return Listing (1099) 5 years
I RA Accounts (all records) 5 years after close

25



Single Payment L oans

M ni nrum Ret enti on
Item Peri od

Col l ateral Regi ster or Register Copy 3 years

Daily Transaction Journal (if no |edger card is 5 years
mai nt ai ned)

Credit files (after close) 3 years

Trail Balance (if no |ledger card is maintained) 5 years

Tel | ers Bal ance Sheet 1 year

I nterest Accrual Records 7 years
Liability and/or Loan Ledger Cards (after 5 years
cl ose)

Loan Applications 5 years
Recei pts for Rel eased Coll ateral 3 years
Resol ution (after recision or close) 5 years

St atemrent of Borrower Under Federal Regulations 5 years
(Regulations U, W Z, etc.)

St atement of Purpose of Loans (| oans over 5 years
&dol | ar; 5,000 not secured by real estate)

26



Tellers

Item

ATM Transacti on Tapes, Envel opes, Records
Cash In/Qut Tickets

Currency Transactions Report (Form 4789)

Mai | Deposit Log/ Records
Tel l ers' Machi ne Tapes
Tel l ers' Bal ance Sheets

Vaul t Openi ng and Cl osi ng Records

27

M ni nrum Ret enti on
Peri od

1 year
30 days

Comply with Bank
Secrecy Act

1 year
1 year
1 year

1 year



United States Savings Bonds

M ni mrum Ret enti on
ltem Peri od

Bands |ssued (denom nations, serial nunbers, 1 year
i ssue dates, exact forms of registration)

Spoi | ed Bonds (sane information as above) 1 year
Applications for Bonds (sanme information as 2 years
above)

Payrol | Authorization Records (same information 2 years
as above)

28



Suggest ed Retention Schedul e

TRUST RECORDS

Sources of Authority

WIls

Trust Agreenments

Agency Agreenents

Letters Testanentary

Requi red Approvals and Directives
Excul pati on Agreenents

I nventories

Legal Opi ni ons

Court Petitions, Decrees, Orders, and
Di schar ges

Recei pts and Acknow edgnents
Court Accounti ngs

O her Legal Docunents

Tax Records

Estate Tax Returns and Supporting
Document ati on

Fi duci ary Income Tax Returns and Supporting
Docunent ati on

Personal | nconme Tax Returns and Supporting
Document ati on

Decedents' Final Income Tax Returns
G ft Tax Returns

I nformati on Returns

Enpl oyee Benefit Returns

Nom nee Returns

29

Peri od

10C

10C

10C

10C

10C

10C

10C

10C

10C

10C

10C

10C

10

6C

10



Ad Val orem Tax Receipts

Regi strati on of Foreign Securities Formns

Bills and Cl ai ms
Clainms Filed Agai nst Estates

Adm nistrative Expenses Billed to Account
and Bills of Wards

Personal Bills of Beneficiaries

Cust omer Reports

St at enent s

Enpl oyee Benefits Reports

I nvest nent Records

Buy and Sell Orders

Br oker Advices and Confirmations

Security Transmittal Letters and Receipts
I nvest ment Reviews (portfolio analysis)

I nvest nent Recommendati ons for |ndividua
Account s

I ndustry Files

Internal Research Reports and
Recomrendat i ons

Ext ernal Research Reports and
Recomrendat i ons

Conpany Fil es

Annual Reports

Fi nanci al Statements
St ockhol der Noti ces

I nternal Research Reports and
Recomendat i ons

10C

BD

BD

BD

10C

BD

BD

BD

BD

BD

BD



A\

VI,

VI,

Xl

Ext ernal Research Reports and
Recomrendat i ons

Pr ospect us

Proxy Statements and Voting Records

Real Estate Records

Mor t gages

Deeds

Appr ai sal s

I nsurance

Surveys

Leases or Contracts
Sal es Contracts
Rental Statenents

Abstracts

Not es and Recei vabl es

Operating Records of Term nated
Busi ness- I nt er est

Ceneral Correspondence

WIlls (unmatured) and Codicils

Regul at ory Agency Reports

Comptrol Il er of the Currency

Feder al Reserve

Federal Deposit |nsurance Corporation

Al abama St ate Superintendent of Banks

31

BD
BD

BD

Sati sfied/Distributed
Sati sfied/Distributed
BD

BD

BD

Expiration

Expiration

BD

Di stribution

Satisfied/ Distributed

10C

100 years After Date

As Required By Law
As Required By Law
As Required By Law

As Required By Law



Exam nati on and Audit Reports As Required By Law

Securities and Exchange Comm ssion As Required By Law

Depart ment of Labor As Required By Law

Any O her Regul atory Report As Required By Law
XI'l. General Departnental Statistics and Records

Statenents of Condition BD

Fees Taken Reports BD

I ncome and Expense Statenents BD

Cost Accounting Statistics BD
XI'l'l.Broker Records

Statenments BD

Di vidend Cl ai ms Pai d Docunent ati on 6

XI'V. Accounting Records

Daily Trust Account (Trial) Cash Bal ances BD
Cash and Assets Account Ledgers 10C
Account Asset (lnventory) Lists BD
Control Ledgers 3
Transaction Journal (Daily journal of

transactions) 10
Sour ce Docunents 3
Bal anci ng Wor ksheet s 3

XV. Trust Departnment Checks

Cancel ed Checks and Check Copies of
Qut st andi ng Checks 10

Check Register (copies) of Paid Checks BD
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M nut es
Trust Conmmittee

| nvest nent Conmi ttee

.M scel | aneous Computerized Assi stance

Reports

Excess Cash Reports

| ncone Due Reports
Overdraft Report
Master Property Lists
Asset Hol ders Lists
Asset Pricing Lists

Asset Journal

XVI11. Corporate Trust Records

St ockhol der Ledgers
Di vidend and Interests Register
Transacti on Jour nal

Posting Source Docunments and Bal anci ng
Wor ksheet s

St ock/ Bondhol der Lists

Cancel ed Stock/Bond Certificates, Transfer
Instructions, Surety and Indemity Bonds,
Requi red Docunentati on

Transmittal Receipts

Gover nnent al
Reports

and Regul atory Records and

Addr ess Change Requests
Di vidend and | nterest Checks Returned

Cremation Certification

BD

As Required By Law

As Required By Law

BD
BD
BD
BD
BD
BD

BD

10C
10

10

BD

10

10

As Required By Law
BD
As Required By Law

10C



St at ements and Reconciliations 10C

Cancel ed Bonds or Coupons Until Crermated or
Turned Over to
| ssuer

Sources of Authority

Trust Indenture Agreenents 10C
Legal Opinions and Interpretations 10C
Property Rel eases 10C
| nsurance Records 10C
Construction Requisitions 10C
Fi nanci al Reports 10C

Legends:

Nurmeri ¢ Nunber Years frominception of record

C = Close of Account or |edger

Nunmber and C
BD

Years from cl ose of account or |edger
Bank Di scretion



