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by William D. Frye, Ph.D., CHE

How long must hotel records be maintained?

Another great article from The Rooms Chronicle® the #1 journal for hotel rooms management! ***|mportant notice: This article may not be
reproduced without permission of the publisher or the author.*** College of Hospitality and Tourism Management, Niagara University, P.O. Box 2036,
Niagara University, NY 14109-2036. Phone: 866-Read TRC. E-mail: editor @roomschronicle.com

Notice: The ideas, opinions, recommendations, and interpretations presented herein are those of the author(s). The College of Hospitality and Tourism
Management, Niagara University/The Rooms Chronicle® assume no responsibility for the validity of claims in items reported.

Dear Gall:

Our hotel has a basement storeroom with boxes full of records that date back severd years. Indde the boxes are old regidration cards, transection vouchers,
credit cards recaipts, incident reports written by the Security department, etc. These boxes are arting to take up too much space. How long must we retain
these records before we may dispose of them?

RichadG
Rooms Divison Director
Addison, TX
Dear Richard:

Each date has a Satute of Limitations that will specify how long records such as these musgt be maintained by businesses. Unfortunately, the Satute of
Limitations is not uniform across all fifty states, nor is it consstent for varying types of documents within each state. The Satute of Limitations is intended
to limit the timeframe during which a civil legal daim (i.e, lawsuit) may be filed againgt an individual, organization, or business for issues such as breach
of a contract, delinquency of debt, liability for personal injury, or liability for property damage. Generally, the clock starts ticking once the contract is
mutually entered into by all parties or the date the injury or property damege occurs. Please see the table to the next page to determine the minimum

number of years your records must be maintained before digposal.

Additionally, here are some basic guidelines for storing other business-related records records:

e Payrall Records — Maintain these for a minimum of four years after the pay period ends.

e Employee Time Cards — Keep these for at least three years, though it's recommended that you keep them longer in case questions arise.
*  Personne Records — Retain these records for three years after an employee resigns, retires or has been terminated.

»  Employment Tax Records — Keep these records for four years from the date the tax was due, or the date it was paid — whichever is longer.
e Sales and Occupancy Tax Returns — Sate regulations vary from three to six years; check with your state department of taxation.

e Business Property — The IRS recommends that records used to substantiate depreciation on business property should be kept for as long as
you own the asset, plus another seven years.

Remember that these documents should be maintained in a safe and locked location, with access redtricted only to those employees who have a
legitimate need to retrieve these records. Once the Statute of Limitations expires, records should be destroyed. Utilizing a bonded shredding or
document disposal service is recommended. <

(Dr. William D. Frye is an associate professor of hotel management at Niagara University and the executive editor of The Rooms
Chronicle®. E-mail: wfrye@roomschronicle.com).
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Statute of Limitation in Years for Business Records

Records pertaining to: Written Contracts and Oral Contracts Negligence: Negligence:
Book/Open Accounts and Agreements Injury to Person Property Damage
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Note: This information is not intended to serve as a substitute for legal, accounting, or tax advice. Always consult your hotel's qualified legal,
accounting, or tax professionals.



