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every other week by the Iowa Automobile 
Dealers Association. To add people to our 
distribution list or share suggestions for 
future articles, contact Brittany Bungert at 
515.440.7620.
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Annual Meeting
West Des Moines
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Mount Pleasant High School students Michael McKenzie (left) and Jaymie Peterson (right) compete during the 
hands-on portion of the Des Moines Area Community College Auto Skills Contest. 

Mount Pleasant Students Win Auto Skills Contest
Mount Pleasant High School students 
Michael McKenzie and Jaymie Peterson 
took first place in the 25th annual Des Moines 
Area Community College (DMACC) Auto 
Skills Contest, held on the DMACC Ankeny 
campus last fall. Nearly 300 students from  
17 Iowa high schools participated in the 
contest, which was co-sponsored by IADA 
and the Iowa Automobile Dealers Foundation 
for Education. 

Eight teams advanced from the written 
portion of the competition, held in October, 
to the hands-on phase, which took place in 
December. Mount Pleasant's McKenzie and 
Peterson were awarded tools and a $1,000 
DMACC scholarship as a result of their win. 
In addition, IADA and the Iowa Automobile 
Dealers Foundation for Education will send 
them to New York this spring to compete in the 
National Automotive Technology Competition. 
There, they will compete with top teams from 
around the country and have the opportunity 
to see the New York International Auto Show.

 

Top Eight Finishers in 
DMACC Auto Skills Contest
1. Mount Pleasant High School 

Michael McKenzie and Jaymie Peterson 
2. Des Moines Area Community 

College Ankeny Career Center 
Riley LaFollette and Ross Wickemeyer

3. Nodaway Valley High School 
Josh Johnson and Rick Wesch

4. Algona High School 
Brian Mallia and Blake Teepe

5. West Delaware High School  
Brandon Ries and Shayne Fessler 

6. Des Moines Area Community 
College Carroll Career Center 
Mitch Danzer and James Stagg 

7. Dubuque High School 
Alec Delaney and Nick Pope

8. Le Mars Community  
High School 
Tyler Holzman and Deven Paulsen 
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Ver Hoef Automotive 
Buys Vos Motor 
Sales Inc.
Ver Hoef Automotive (Sioux 
Center) has purchased Vos Motor 
Sales Inc. (Sioux Center). For more 
information read "Driving Change" 
from the N'west Iowa Review.

Heather McNamara 
Named to NADA 
Committee
Heather McNamara of Mac's 
Chevrolet (Mapleton) has been 
appointed as the NextGen 
representative on the NADA Public 
Affairs Committee.

Iowa Dealers Donate 
Cars to People in 
Need
Two Iowa dealerships brightened 
the holiday season for members of 
their communities through vehicle 
donations. Roling Ford (Shell 
Rock) and Mason City Motor 
Co. (Mason City) each donated a 
vehicle to a community member. 

If you have dealership news to share, let 
Brittany Bungert know. Send her an email or 
call 515.440.7620.

Dealer NewsCommon Used Car Rule Compliance 
Mistakes Made by Dealers
Changes to the Used Car Rule requiring the posting of a revised Buyers Guide on all used cars 
go into effect January 27, 2017. Dealers may use their existing supply of Buyers Guides for an 
additional year, but, if they choose to disclose the applicability of a non-dealer warranty, must 
add specific additional language to the old form. IADA Printing & Promotions specialists can 
assist in making your transition to the new form fully compliant with the revised regulations.

The standard advice regarding compliance with the FTC’s Used Car Rule generally relates 
to the manner of displaying the Used Car Buyers Guide form and to the wording of the 
information relating to warranties offered. Dealer audits and spot inspections reveal that 
too many dealership personnel are unfamiliar with some of the core requirements, because 
posting of the guide has become a routine practice in place since the rule’s enactment in 
1985. The following are some common mistakes dealers make even when they consistently 
post the guide.

Modification or embellishment of the Used Car Buyers Guide is not permitted. The rule 
provides that “the capitalization, punctuation and wording of all items, heading and text on 
the form must be exactly as required by this Rule.” The FTC publication Dealer’s Guide to the 
Used Car Rule further specifies that dealers “are not allowed to place any other wording or 
symbols (including logos) on the Buyers Guide.” Creative dealers are strongly warned against 
“enhancing” the form with marketing or branding materials. The rule even specifies that the 
form must be printed in black ink on white stock, although the guidance does permit the use of 
colored ink to fill the blanks. The prohibition on including “other wording” also prohibits using 
the “systems covered” and “duration” lines within the “WARRANTY” section of the form for 
any purpose other the intended description of any available warranty. 

Many dealers are concerned about safety issues associated with operating a used vehicle 
for purposes of a test drive while a properly displayed Used Car Buyers Guide is blocking 
the driver’s view. Accordingly, some dealers have posted reduced versions of the guide to 
minimize the space occupied on the window. This change in size violates the rule, which 
requires that the posted form be at least 11 inches high by 7¼ inches wide. However, the 
guide may be temporarily removed during a test drive and must be returned as soon as the 
test drive is over. 

Sometimes both a Monroney sticker and a Used Car Buyers Guide are required. The common 
assumption is that the inventory on the new vehicle lot needs only Monroney stickers attached 
and that the stock on the pre-owned lot need to only have Used Car Buyers Guides displayed. 
But there is an overlap in the definitions that often results in dealerships unintentionally 
violating the Used Car Rule by failing to display both forms. 

The Automobile Information Disclosure Act of 1958 prohibits the removal or alteration of the 
“Monroney” sticker from a new automobile until the vehicle is “delivered to the actual custody 
and possession of the ultimate purchaser.” “New automobile” is a statutorily defined term 
meaning any automobile “the equitable or legal title to which has never been transferred by a 
manufacturer, distributor, or dealer to an ultimate purchaser.” Naturally, “ultimate purchaser” 
is also a defined term and means “the first person, other than a dealer purchasing in his 
capacity as a dealer, who in good faith purchases such new automobile for purposes other 
than resale.” 

The Used Car Rule requires that dealers display a Used Car Buyers Guide in all used vehicles. 
The regulation defines a used vehicle as any “motorized vehicle, other than a motorcycle, with 
a gross vehicle weight rating (GVWR) of less than 8,500 pounds, a curb weight of less than 
6,000 pounds, and frontal weight of less than 46 square feet” which has been “driven more 
than the limited use necessary in moving or road testing a new vehicle prior to delivery to a 
consumer..."

A single vehicle can meet the definition of both a “new automobile” for Monroney purposes 
and the definition of “used vehicle” for Used Car Buyers Guide purposes—and therefore the 
dealer has to display both stickers. 

Reminder: Send Out 
Privacy Notices
A privacy notice must be mailed 
to current non-business charge 
account holders once a year. 
If you don't have it marked on 
your calendar to do so, send the 
privacy notices out now. For more 
information about the Federal 
Consumer Privacy Act, visit the 
IADA Legal Library.

IADA Printing & Promotions offers 
products to fulfill all of your privacy 
notice needs. To order any forms 
email promoprint@iada.com or  call 
800.869.1966.

http://www.nwestiowa.com/scnews/driving-change/article_8e440054-cd0f-11e6-ae9e-576354b2da76.html
http://www.nwestiowa.com/scnews/driving-change/article_8e440054-cd0f-11e6-ae9e-576354b2da76.html
http://www.kwwl.com/story/34119327/2016/12/22/a-surprise-gift-for-a-strong-woman?utm_medium=social&utm_source=twitter_TBaileyKWWL
http://www.kwwl.com/story/34119327/2016/12/22/a-surprise-gift-for-a-strong-woman?utm_medium=social&utm_source=twitter_TBaileyKWWL
http://globegazette.com/news/local/north-iowa-woman-gets-free-car-through-wheels-for-work/article_7ca5d58b-2436-54ba-aeb4-4d46147117d1.html?utm_source=dlvr.it&utm_medium=twitter
http://globegazette.com/news/local/north-iowa-woman-gets-free-car-through-wheels-for-work/article_7ca5d58b-2436-54ba-aeb4-4d46147117d1.html?utm_source=dlvr.it&utm_medium=twitter
mailto:bbungert%40iada.com?subject=
http://iada.com/MembersOnly/ActionUpdateView.aspx?pid=68439757-1529-4646-98b9-37a36cb0727d
https://www.ftc.gov/tips-advice/business-center/guidance/dealers-guide-used-car-rule
https://www.ftc.gov/tips-advice/business-center/guidance/dealers-guide-used-car-rule
http://iada.com/MembersOnly/LegalLibraryView.aspx?pid=a3b115b4-1a19-4c1a-bf5e-d3ab469cf558
http://www.iada.com/Catalog/Search.aspx?keyword=privacy
http://www.iada.com/Catalog/Search.aspx?keyword=privacy
mailto:promoprint%40iada.com?subject=


3 Iowa Automobile Dealers Association   •   IADA.com January 11, 2017

Dealer Deadlines
Consumer Credit Code 
Notification Form 

Every dealer arranging auto lending must file a 
notification and pay a $10 fee to the Iowa Attorney 
General by January 31. All dealers who sign retail 
installment contracts must file. You can find dealer-
specific instructions on how to fill out the form in our 
online Legal Library. The attorney general's office also 
has a helpful FAQ as well as filing information on its 
website.

Form 8300
The IRS requires that customers who are identified on 
cash reporting Form 8300 during 2016 be notified in 
writing by January 31, 2017. As a reminder, Form 8300 
is required to be reported on any consumer transaction 
in which your dealership receives more than $10,000 
cash. The notice must state your dealership name and 
address, the amount you reported on the form, and  
a statement that the information has been reported to 
the IRS.

There is a tricky trap in the IRS cash reporting rule that is 
easy to miss. The general rule is that when a customer 
uses more than $10,000 in cash in a transaction or 
related transactions, the recipient must report the 
receipt(s) on Form 8300. The trick is knowing when 
transactions are "related." There are two sections to 
the definition of "related transaction:"

1. Two or more transactions between a payer and 
a recipient totaling more than $10,000 in a 24-
hour period. That is a hard and fast rule that has 
nothing to do with calendar days or business days 
or banking days. It means that if you accept two or 
more cash payments totaling more than $10,000 
within a 24 hour/1,440 minute/86,400 second time 
period, you must comply with the IRS Form 8300 
reporting requirements. That means if a customer 
hands you 9,999 one dollar bills to purchase a car 
and then comes back 23 and a half hours later and 
sticks six quarters in your Coke machine, you have 
reportable related transactions.

2. Transactions are also related even when they are 
more than 24 hours between the cash payments, 
if the business knows, or has reason to know, that 
each is a series of connected transactions. An 
example of such a situation would be a customer 
who pays $9,000 cash for a used truck and at the 
same time orders running boards and a bed liner 
which she contractually agrees to pay for when 
installed”and then pays more than $1,000 for those 
items when delivered.

For additional information, consult the IRS Form 8300 
Reference Guide or the IADA Legal Library. Contact 
IADA President Bruce Anderson with any questions.

Biggest Registrations Increase 2015–2016
Make 2015 2016 Increase % Increase
Jeep 7,382 8,156 774 9.49%

Toyota 13,614 14,216 602 4.23%
Subaru 3,745 4,252 507 11.92%
Nissan 6,966 7,432 466 6.27%
Mitsubishi 427 606 179 29.54%
Volvo 228 362 134 37.02%
Mazda 1,593 1,652 59 3.57%
Jaguar 45 84 39 46.43%
Fiat 100 129 29 22.48%
Smart 32 60 28 46.67%

Biggest Registrations Decrease 2015–2016
Make 2015 2016 Decrease % Decrease
Ford 27,049 24,638 -2,411 -9.79%
Chevrolet 31,262 29,605 -1,657 -5.60%
Hyundai 4,554 3,899 -655 -16.80%
Dodge 4,920 4,564 -356 -7.80%
Chrysler 3,605 3,260 -345 -10.58%
Volkswagen 1,742 1,454 -288 -19.81%
Buick 3,365 3,103 -262 -8.44%
GMC 6,319 6,061 -258 -4.26%
Kia 4,344 4,173 -171 -4.10%
Ram 5,768 5,627 -141 -2.51%

Source: Reg-Trak Inc.

2016 New Vehicle Registrations 
Down 2.86% from 2015
Iowans registered 4,065 fewer new vehicles in 2016 than in 2015, year-
end vehicle registration reports show, bucking the national trend that saw 
the second straight record-setting sales year.

In December, Iowans registered 10,309 new vehicles, down 17.86% from 
the 12,550 registered in December 2015, and bringing the total number of 
new vehicles registered in Iowa in 2016 to 138,001. The total number of  
new vehicles registered in 2016 was 2.86% lower than the 142,066 new 
vehicles registered in 2015.

IADA obtains new vehicle registration reports from Reg-Trak Inc. For more 
information on how you can order your own customized reports, contact 
Scott Quimby at 877.335.2525.

Year Vehicles Registered
2016 138,001
2015 142,066
2014 137,663
2013 136,668
2012 130,420

Year Vehicles Registered
2011 118,653
2010 103,697
2009 96,020
2008 114,001
2007 122,985

New Vehicle Registrations in Iowa

https://www.iowaattorneygeneral.gov/for-businesses/creditorsassignee-notification/
https://www.iowaattorneygeneral.gov/for-businesses/creditorsassignee-notification/
http://www.iada.com/MembersOnly/LegalLibraryView.aspx?pid=9047b3f2-8227-42fb-a692-82b006ed71f2
http://www.iada.com/MembersOnly/LegalLibraryView.aspx?pid=9047b3f2-8227-42fb-a692-82b006ed71f2
http://www.iada.com/MembersOnly/LegalLibraryView.aspx?pid=9047b3f2-8227-42fb-a692-82b006ed71f2
https://www.iowaattorneygeneral.gov/for-businesses/iowa-consumer-credit-code-informal-advisory-opinions/faq-creditors-assignees/
https://www.iowaattorneygeneral.gov/for-businesses/creditorsassignee-notification/
https://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/IRS-Form-8300-Reference-Guide
https://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/IRS-Form-8300-Reference-Guide
http://iada.com/MembersOnly/LegalLibraryView.aspx?pid=329fb54e-b0f1-47d8-b6ad-9105b43ddbb7
mailto:banderson%40iada.com?subject=
mailto:scott%40reg-trak.com?subject=


4 Iowa Automobile Dealers Association   •   IADA.com January 11, 2017

CPR Training Units Available for Donation from Iowa Dealers
Iowa dealers can donate up to 12 CPR 
training units to organizations throughout 
the state through the National Automobile 
Dealers Charitable Foundation (NADCF) 
Medical Grants Program. Organizations, 
such as hospitals, fire departments, 
YMCAs, and schools, are eligible to 
receive their choice of one of eight types 
of CPR training unit upon acceptance of 
their application.

Download the application.

The application and donation process is 
simple. The organization in need should 
fill out the application and email it to 
mcason@iada.com. IADA will coordinate 
with NADCF to process and approve the 
application.

Dealerships are encouraged to reach 
out to organizations that may be in need 
of training units to tell them about the 
program.

For more information, contact Mary Cason 
at 515.440.7625.

Anderson Report: Finding and Training Dealership Employees
BY IADA PRESIDENT BRUCE ANDERSON

Have you ever been to Boone, Iowa? I was raised in Boone 
and still live there, so I’m pretty familiar with the place. I never 
know whether to call it a small city or a large town, but it’s a 
thriving community. It’s the home of two franchised automobile 
dealerships, the corporate headquarters of Fareway Stores, and 
a Union Pacific Railroad business center. Boone has at least 
twenty churches and two parochial schools in addition to the 
public school system. It may sound like I’m bragging here, but 
Boone has three Casey’s General Stores. I’m not telling you all this 
because I’m auditioning to be the Boone Chamber of Commerce 
exec. I’m telling you this because Boone has a population of 
12,633. And that is almost exactly the number of Iowans 
who are employed in franchised new car dealerships across  
the state. 

Iowa’s franchised automobile dealers really do employ a 
staggering number of people. According to the latest statistics, 
Iowa’s 295 franchised automobile dealerships directly employ 
12,682 people. Think about that for a minute. The payroll of 
Iowa’s new automobile dealers has more people on it than the 
population of Boone. There is quite literally a small city of highly 
skilled and dedicated people showing up every day to sell and 
service Iowan’s cars and trucks. And because that number is 
growing every day, Iowa Automobile Dealers Association is 
focused on helping you find and train the next person you hire. 

The Iowa Automobile Dealers Foundation for Education is 
again awarding 15 scholarships of $2,000 each. If you know 

of a deserving student who intends to pursue an automotive 
career—such as automotive technician, collision repair, sales, 
accounting, marketing or business administration—please share 
the scholarship application with him or her. The application and 
information about the scholarships can be downloaded from the 
IADA website. 

CareerCo is IADA’s newest preferred vendor and offers a unique 
and exciting approach to employee recruitment and hiring. It’s 
almost like lead generation but for job prospects. Instead of 
paying for a job posting, you pay on a per qualified lead basis. 
And you define the qualifications and number of leads you want. 
This approach has had great results in other states, including 
Ohio, Pennsylvania, and New Jersey. There is no long-term 
contract, no minimum spend required, and you can cancel  
at any time. More details about the service are available by 
clicking here. 

Finally, IADA wants to celebrate and brag about our members’ 
workforce. Particularly, we are in a hunt to find the longest-
tenured employee of an IADA member store. To date, we have 
found an employee who has worked at an Iowa dealership for 52 
years. If you or someone in your dealership first started reporting 
to work before 1965, please let me know. I want to meet that 
employee and hear about his or her career.

IADA President Bruce Anderson may be reached at banderson@iada.com or 
515.440.7630.

Heather McNamara of Mac's Chevrolet (Mapleton) presents Mapleton Police Chief Jared Clausen with a 
Little Anne AED training system. The donation was made possible through the National Automobile Dealers 
Charitable Foundation Medical Grants program.

https://www.nada.org/CustomTemplates/GeneralPage.aspx?id=21474837743
https://www.nada.org/WorkArea/DownloadAsset.aspx?id=21474837966
mailto:mcason%40iada.com?subject=
mailto:mcason%40iada.com?subject=
http://www.iada.com/pagecontent/documents/2017scholarshipapplication.pdf
http://www.iada.com/pagecontent/documents/2017scholarshipapplication.pdf
https://secure.careerco.com/b3/signup/?crm_id=56b0f879a3398089322288f9
https://secure.careerco.com/b3/signup/?crm_id=56b0f879a3398089322288f9
mailto:banderson%40iada.com?subject=
mailto:banderson%40iada.com?subject=
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Regulatory Refresh: 
Record Retention
Establishing and following a record retention and 
destruction policy is vital for dealerships that want to 
protect themselves in the case of litigation. Having the 
policy is not enough—it must be followed carefully, with 
documents destroyed once they are no longer required 
to be retained.

Keep in mind that there are significant legal and security 
risks if you keep records longer than required. IADA 
recommends regularly shredding outdated records as 
a best practice.

Consult our record retention guide on page 6 to see 
retention requirements for many dealership documents 
and files.

IADA to Host Iowa Night at the 
NADA Convention
Going to the NADA Convention? On 
Friday night, after the convention 
floor closes and before the evening 
events begin, join your fellow 
Iowans for complimentary drinks 
and hors d'oeuvres.

The annual Iowa Night at the NADA 
Convention will take place from 
5 to 7:30 p.m. on Friday, January 
27 at the Hotel Monteleone. The 
reception will be in the Royal Salon, 
just steps away from the famous 
Carousel Bar. The location, in the 
heart of the French Quarter, is just 
one block from Bourbon Street 
and a short distance from the 
convention center and hotels.

RSVP to Mary Cason at mcason@iada.com or 515.440.7625 by Friday, 
January 20.

Iowa Employment 
Conference Early Bird 
Registration Now Open
More than 60 educational sessions will take place 
during the 2017 Iowa Employment, Training, Benefits, 
and Wellness Conference, which will be held April 
5–6 at The Meadows Events & Conference Center in 
Altoona. 

The education sessions will cover topics including:
• Discipline and discharge
• Social media
• FMLA and ADA
• Healthcare benefits
• Employee relations
• Workplace wellness
• Payroll taxes
• Recruiting Millenials
• Diversity and inclusion
• Employee benefits
• Wage and hour laws
• Best practices
• Unemployment insurance

The early bird registration rate of $295 per attendee is 
available now through February 28. Beginning March 
1, the registration fee will go up to $325. 

To learn more about the conference and register, visit 
IowaEmploymentConference.com.

2017 Legislative Session Preview
The 2017 session of the Iowa legislature began on Monday, January 9. 
With Republicans controlling the Senate and House, the dynamic of Iowa's 
legislative bodies has changed considerably since the 2016 session. 

Another change for the 2017 session is that Brad Epperly of Nyemaster 
Goode will represent dealers at the state capitol on a daily basis, replacing 
Scott Sundstrom. Epperly worked with Sundstrom, and Sundstrom's 
predecessor Jim West, for a number of years and is familiar with issues 
facing Iowa's automobile dealers. He travelled around Iowa with IADA 
President Bruce Anderson for the Town Meetings, where he had the 
opportunity to meet many member dealers and have in-depth conversations 
about the issues most important to dealers, and will build upon his existing 
relationships in the legislature to advocate on behalf of franchised new-car 
and -truck dealers.

Some of the issues the legislature is likely to address of interest to dealers 
include tax reform, workers' compensation reform, and tort reform. The 
IADA board of directors has established familiarizing new leaders and 
legislators with the dealer franchise business model and protecting the 
Iowa Motor Vehicle Franchisers Act as the highest legislative priority for 
the session. 

Important Dates
There are three key dates during the legislative session. The first funnel, 
when bills must be passed out of their respective committees, is March 
3. The second funnel, when Senate bills must be reported out of House 
committees and House bills out of Senate committees, is March 31. And 
legislators' per diem ends on April 28, so they have incentive to wrap up 
the session as close to that date as possible.

Grassroots Relationships
If a legislator is a customer, friend, neighbor, or relative, let Bruce Anderson 
know. Those relationships are a key part of an effective government 
relations program. 

Iowa Night

Sponsored By

Welcome to 

at the NADA Convention

http://hotelmonteleone.com/
http://hotelmonteleone.com/entertainment/carousel-bar/
mailto:mcason%40iada.com?subject=
http://www.iowaemploymentconference.com/
mailto:banderson%40iada.com?subject=
mailto:banderson%40iada.com?subject=
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Audit Reports Permanently
Accounts Receivable or 
Payable Ledger

8 years

Bank Statements and 
Reconciliations

5 years

Canceled Checks
Payroll and General 5 years
For Purchase of Assets 5 years after asset disposition

Capital Stock Book Permanently
Cash Disbursement Journal 8 years
Cash Received Journal 8 years
Expense Reports 6 years
Expense Ledger 8 years
Financial Statements 8 years, retain permanently if 

no formal audit reports.
General Ledger and Journal Permanently
Interdepartmental Sales 
Journal

8 years

Inventory Records (annual) 8 years
New Car Sales Journal 8 years
Notes Receivable Ledger 8 years
Parts, Accessories, and 
Service Sales Journal

8 years

Payroll
Earnings Records 5 years
Journal 5 years
Time Cards 3 years

Petty Cash
Vouchers 3 years
Summary Envelope 3 years

Prepaid and Accrued 
Expenses Journal

3 years

Subsidiary Ledger 8 years
Trial Balances 8 years
Vouchers: Vendors, 
Employees

8 years

Accounting

Articles, Bylaws, Minutes, 
Other Corporate Records

Permanently

Corporate

Correspondence
General Permanently
Legal and Tax 10 years

Correspondence

Taxes
Form 8300 5 years
Income Tax Returns

US and State Permanently
Related Work Papers 5 years

IRS Audit Results Permanently
Unemployment Tax Returns: US 
and State/Related Work Papers

5 years

Withholding Tax Returns: US and 
State/Related Work Papers

5 years

Withholding Tax Statements 5 years

Taxes

Accident Reports 6 years
Bills of Lading 10 years
Buyer's Guide—Used Car** No requirement*
Car Invoices* 6 years*
Car Purchase Orders* 10 years
Credit Applications

Denied* 7 years*
Approved* 7 years*

Credit Card Slips 1 year
Credit Denial Notices* 5 years*
Criminal Background Checks 1 year
Customer Files* 10 years*
Damage Disclosure Statements* 5 years*
Employment Applications

Terminated and Not Hired 3 years
Hired 3 years after termination

Insurance Policies—Expired 4 years
Internal Repair Orders* 3 years
Junking Certificate 3 years
Odometer Statements* 5 years
OSHA Records 6 years
Personnel Files 6 years after termination
Purchase Orders 6 years
Repair Estimates 9 months
Repair Order Check Sheet 2 years
Repair Order 6 years
Retail Installment Contract* 10 years
Sales Invoices 6 years
Service Contracts/Extended 
Warranties*

10 years after expiration

Shipping, Receiving Reports 6 years
Underground Storage Tanks—
Testing/DNR Correspondence

Permanently

Uniform Hazardous Waste 
Manifests

3 years

Vendor Invoices 6 years

Operations

*Each item in the deal jacket has its own retention requirement. Unless you 
want to strip the file, keep the car deal for 10 years, or, in the case of contracts 
performed over time, for 10 years past the contract’s expiration.

**The Used Car Buyers' Guide is not required to be kept, however, if you don't 
keep a signed copy it will be difficult to prove that your customer received one.


