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OVERVIEW:

Purpose is to process documents and to store records into Coakley offsite storage facility. Following the instructions to enter records at Coakley per corporate policy. It’s important to indicate the appropriate destruction date based on the below schedule.
Items required:    
Items needed to prepare records include: boxes, C.H. Coakley bar code stickers, marker’s, excel spreadsheet to document boxes, access to Coakley web site. 

The excel spreadsheet is found at the following link:  Q:\Standard Work\Record Retention\M.Falls Records.xlsx
Please contact Matt Walter for C.H. Coakley bar code stickers

Preparing records for offsite storage:    

Once documents have been identified and placed into a box, the box needs to be labeled and certain information needs to be recorded on the box and in an excel spreadsheet. The box must contain a visible Coakley bar code sticker in the upper left or right hand corner, a Power Products Box# created to easily identify your dept, the numbers should be consecutive, a description of the contents, the fiscal year of the contents, Entity and a review date (this is the date the records will be held & destroyed) 

Note: if the record is to be held “permanent” the review date should be flagged as permanent and no end date should be entered in Coakley. 
Once the information has been written and attached to the box, an excel spreadsheet needs to be maintained. Below is an example of existing records in excel. The excel spreadsheet is used to document and retrieve records as needed.
[image: image1.png]Box Barcode: [Department: |Actuant Box #: [Year: |Ent
00000700973 _|FINANCE |FiN-1 |Jan 08-Feb 08 Receiving Audit Report | 2008|NAE. 2016
00000700074 _|FinAncE P2 |Jul 08-Aug 08 Receiving AuditReport | 2008|NAE. 2016
00000700975 _|FinAncE Fi-3 |May 08-Jun 08 Receiving AuditReport_| 2008|NAE. 2016
00000700076 _|FinAnCE P-4 |Mar 08-Apr08 Receving Audit Report | 2008|NAE. 2016
00000700977 _|FinAncE P 1994-2008 Warinco Property Taxes | 2008|NAE 2016
00000700078 _|FiNANCE [P [2004-2006 Marinco Bank Rec's 2008|NAE 2016
00000700979 _|FiNANCE PN |Guest onth End 2008|NAE 2016
00000700980 _|FiNANCE |Fin-e [Fy07-FY08 Marinco Bank Recs 2008|NAE 2016
00000700981 |FINANCE  |FIN-9 |Marinco Yr End Audit FYO7-FY08 2008|NAE 2016





Entering records:    

After the excel spreadsheet is complete the records can now be added to the Coakley website for pickup.

Web site address is:

www.inforkeeper.com 

Type the below to gain access

Record Center: chcoakley

Password: chcoakley
[image: image2.png]InfoKeeper....

Record Center Login
Record Center: chcoskley
Password:

After validation, a cookie will be sent to your system. You must accept it to continue
Help




Click on “Enter”
Customer number: POPR1
User Name: mwalter
Password: powerprod1
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User Login
Customer Number: [POPRT

User Name: MWALTER

Password:

Forgot Password?




Click on “Enter”

Click “continue”
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Next click on “Adds”
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From this page you can begin to enter or copy paste date from your excel spreadsheet into the infokeeper website. 
Once your first record is entered you can click “Save Box”, or if you have more data you can click on “Save Box and Add More Boxes”  
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Box Barcode:
Department

Actuant Box #

Description:

Review Date:

Box Adds

Entry vill be left padded with zeroes and uppercased.

Format (10/03/2065 or 10/03/65 for Oct 3 2065)

[ SaveBox ||

Save Boxand Add More Boxes J[ saveBoxandAddFiles

[Reset]





Example of completed form
[image: image7.png]i Box Adds

=

Box Barcode: 00001048339 Entry wil be left padded with zeroes and uppercased.
Department  FINREPORT/ACCT=Financial Reporing /Accounting ~ ~
Actuant Box # FIN-99

Sox documentation - 2010 trial balance

Description:
Year: 200
Eatity: NAE

Review Date:  09/28/2016  Format (10/03/2065 or 10/03/65 for Oct 3 2065)

SaveBox | Save Boxand Add More Boxes J[ saveBoxandAddFiles

[Reset]





Once all boxes have been entered and you click on “Save” the below screen will appear giving you the option to add more boxes or commit adds. If you have no more boxes to enter click “Commit Adds”

[image: image8.png]Data Entry Accepted

Add Boxes  Add Files





After you enter “commit adds” the below screen appears, giving you the chance to review what has been entered prior to sending. If you entered multiple boxes all will show up here for review.
Make sure you select the proper user and address, as this instructs Coakley where the boxes are and contact person.

[image: image9.png]Add Review

Click on Box Barcode to delete.

1 Records Selected.

Info

Box Barcode

Department

Status

ActuantBox# | Box Type

Description

Year

Entity

EDIT

00001048339

FIN REPORT/ACCT

FIN-99

SOX DOCUMENTATION - 2010 TRIAL BALANCE

2010

CREMPALA
CSUMMERS

User: DJAEGER
EHAGEMANN

IBASSO

Address: N85 W 12545 WESTBROOK CROSSING MENOMONEE FALLS W1 53051
Due Date: 09/29/2011

Notes:

Send Adds

Quick Add User




Click “Send Adds” Coakley will send someone out the next day to pick up your boxes!
04/14 Record Retention Schedule, Corp. Policy 

The following table serves as the documentation of the required retention time for various documents. Records should be kept for the indicated time and destroyed thereafter. Record retention practices are critical for tax and legal reasons. Lack of appropriate financial and other information for tax audits or in the event of lawsuits can cause government imposed penalties, taxes, and interest, or loss of legal suits. Additionally, maintaining records beyond required retention time’s results in lost storage space, increased outside storage, and wasted personnel time managing the records and space. When placing items in storage, always indicate the appropriate destruction date based on the schedule that follows:

Department                                                                                           Years
Accounting

General Ledger                                                                                   Permanent

Journal Entries                                                                                            6

Cash receipts documentation                                                                      6

A/P invoices/vouchers/ & D/L cards                                                            6

Fixed Asset cost and Depreciation summaries                                           6

Detailed Capital Equipment records                                                            6

Inventory and Cost records                                                                          6

Expense reports                                                                                           6

A/R Invoices/Records                                                                                   6

Credit memos                                                                                               6

Bank Statements/Reconciliations                                                                 6

Canceled Checks/Registers                                                                         6

Trial Balance                                                                                                6

Hyperion Consolidation files                                                                 Permanent

Payroll

Earning Record Cards                                                                          Permanent

External Tax Reports                                                                                    6

Registers                                                                                                       6

Sick/Disability Pay                                                                                       10

Internal Tax Reports                                                                                      4

Time Cards                                                                                                    6

Deduction Authorizations                                                                               6

Wage rate tables                                                                                            6

Personnel

Employee Files                                                                                      Permanent

Interview Records                                                                                         4

Government reports                                                                                      4

Employee Medical Files                                                                               30

Engineering

Patent File                                                                                              Permanent

Prints                                                                                                      Permanent

Purchasing

PO's                                                                                                               6

Sales

Correspondence and Customer Orders                                                        6

Customer acceptance documentation                                                           6

Bills of Lading                                                                                                3

Traffic                                                                                                             3

International Traffic                                                                                        3

Inventory Control

Stock Status Reports                                                                                    2

PO Cards                                                                                                      2

Warranty materials                                                                                 Permanent

Material for trade shows                                                                    1 past retirement

Other

Real estate records, deeds of sales, security agreements                           6

Stock obligations and transfers                                                                     6

Insurance policies and related                                                                Permanent
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