


How long should you keep
~-important financial documents?

With many businesses going

paperless, it can be confus-
ing to make the decision to stop
receiving paper statements from
credit cards, banks, and other
organizations. Do you really need
to print and file away all those
statements? How long should you
keep the things you do have on
file? The periods discussed are
guidelines, you should always talk
to your accountant before throw-
ing away anything you think may
be important.

First of all, there are some things
that you should never throw away.
The following documents should
be filed permanently:
¢ Income tax returns and records
* Medical records
« Military papers
¢ Personal certificates (birth,

death, marriage, divorce, etc.)

* Residential records (copies of
purchase documents, leases, etc.)

e Current will

* Year-end retirement statements

Then, there are the documents
you only need to keep for a short
time. The documents below typi-
cally can be thrown away after one
year. Most credit card companies
and banks make statements avail-
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able online for at least that long,
so you may decide not to print
some of these documents at all,
unless they are needed for your
tax records:

* Bank statements—Keep one year

unless needed for tax records
Canceled checks—Keep one
year unless needed for tax
records

Credit card purchase receipts—
Discard after purchase appears
on statement (unless needed for
warranties or possible return)
Pay stubs—Throw away all but
final, cumulative stubs for the
year

Social Security statements—
Discard as you receive current

records of payments in to the
Social Security system

Receipts—Use your judgment or

speak to your accountant

It’s necessary to keep some doc-

uments on file until they expire

or are rendered obsolete. The fol-
lowing documents should be filed
until they expire or are replaced:

* Warranties

* Passports

¢ Life insurance—Keep until there
is no chance of reinstatement

* Heath insurance policies

* Home and property insurance

* Wills—Keep until rendered
obsolete by a new version
Finally, there are some docu-

ments that don't fit into any of

the above categories. Follow the
guidelines below or speak to your
accountant before discarding the
following items:

* Employee business expense
records—Keep with applicable
tax return

* Medical expense records—Keep
with applicable tax return if
deducted

* Real estate documents—Keep

for three to six years after prop-

erty has been disposed of and
taxes have been paid

* Retirement plan statements—
Keep for three to six years.
Keep year-end statements
permanently. e

For a printable version of this and the
Business Records Retention schedule, visit
www.pncpa.com. And, if you have any
questions about a particular document or
any of your records, contact Postlethwaite
& Netterville.
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P&N ranks in the top 3 firms
in the Southwest

Postlethwaite & Netterville

was ranked third in Practical
Accountant’s Top 15 Firms in the
Southwest region during its 15th
annual survey of regional account-
ing firms. P&N ranks third thanks
to experiencing 22 percent growth
in revenue from 2006-2007. This is
the third consecutive year P&N has
ranked among the top three firms.

P&N selected as state vendor

P&N was recently selected by

the state of Louisiana Office

of Information Technology as
one of the Project Management
Consulting and Support Services
Agreement (CSSA) vendors for the
2008-2011 cycle. CSSA vendors
may be used by state agencies
desiring assistance from pre-
approved consultants on infor-
mation technology projects. The
CSSA offers a flexible means of
obtaining IT resources quickly,
efficiently and cost effectively
by eliminating the need for a full
RFP process. In addition to this
project management award, P&N
Tech is an existing CSSA vendor in
desktop support, network admin-
istration, and non-mainframe
server support through 2009. e

For further information about any

of these areas, please contact Robin
Pilcher with P&N or Michael Richmond
with P&N Tech.
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A Professional Accounting Corporation

Spotlight on volunteerism: Young Leadership Council

P&N is committed to the communities in which it operates. As part of this commitment, our employees are
encouraged to become involved in community and civic activities in which they have a personal interest. We
are very proud of the fact that our employees donate their time to more than 50 community service organiza-
tions throughout the state of Louisiana, in addition to many other schools and religious organizations.

One example of this dedication can be seen in our Metairie office. Currently, six P&N employees are actively
involved with the Young Leadership Council in New Orleans (www.youngleadershipcouncil.org). They include
Terri Hoffman, Staci Ritchie, Ashley Casey, Emilio Suarez, Melissa Jagers and Rona Harris.

The YLC is a non-profit, non-partisan civic organization created to develop leadership through community
projects. The YLC has raised more than $25 million in support of community projects since its inception.

YLC's latest large-scale project is

A Streetcar Named Inspire. 1t is a
community art project that seeks

to place more than 200 streetcar-
shaped custom creations developed

by local artists all over the metro New
Orleans area. The project benefits the
Downtown Development District’s. P&N
is sponsoring a zoo-inspired streetcar,
pictured at right. e

New Hires
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Dan Gardiner was hired as

a consulting manager. He
graduated from Louisiana State
University with a bachelor of
science in accounting in 1995.
He received his CPA in 1997.

Missy Judice was hired as

an employment coordinator.
She graduated from Louisiana
State University with a degree
in marketing.

Nettie Powers was hired as
accounts payable specialist.
She has more than 15 years
experience in her field.

Rebecca Romero was hired as

a staff auditor. She received her
B.S. in Accounting in 2006 and
her M.S. in Accounting in 2007
from Louisiana State University.

Mark Staley was hired as

a consulting manager. He
graduated from Louisiana State
University with a bachelor of
science in information systems
and decision sciences. He is an
SAP-certified consultant and
Siebel CRM-certified consultant.

Linda Thomas was hired as an
Association Coordinator with P&N
Association Management. She
was formerly a Campaign Manager
for The Leukemia & Lymphoma
Society’s Louisiana Chapter, and
also served as Sales & Marketing
Director for Chef John Folse &
Company Properties.

Becca Houston was hired as an
administrative assistant.

Margaret “Chris” Ridgeway
was hired as an administrative
assistant. She has a bachelor of
science in secondary education
from Louisiana State University.

~

Jennifer Vick was hired as
an administrative assistant.
She received her bachelor of
science in psychology in 2006
and is working on her MBA at
Louisiana State University.

METAIRIE

Li Jin was hired as a senior
accountant in audit. She
received her master of science
in accounting from University of
New Orleans.

Amy Simmons was hired

as a senior accountant. She
received her accounting degree
from Southeastern Louisiana
University in 2005.

Kathleen Stretzinger was hired
as an administrative assistant. e
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