
Maintaining organized and accessible records is important for your business. This guide and 
accompanying video includes steps, tips, and tools to accurately track and manage business 
records.  
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• Purchase receipts;

• Customer invoices;

• Financial statements;

• Business registration documents;

• Licensing records;

• Board of Directors meeting minutes, if
applicable;

• Legal files; and

• Business related email.
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Disclaimer: The information contained here has been prepared by Civitas Strategies and is not intended to constitute legal, tax, or financial 
advice. The Civitas Strategies team has used reasonable efforts in collecting, preparing, and providing this information, but does not 
guarantee its accuracy, completeness, adequacy, or currency. The publication and distribution of this information are not intended to create, 
and receipt does not constitute, an attorney-client or any other advisory relationship. Reproduction of this information is expressly 
prohibited. Only noncommercial uses of this work are permitted. 
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