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 Forms Used in the Business 
 

Standard form of purchase order, sales agreement, offer letter to new employees, employment 
applications, etc. 

 
 

 Intellectual Property Records 
 

Trademark applications, copyright filings, patent filings and patents, licenses and confidentiality or 
non-disclosure agreements. 

 
 

 Marketing and Advertising Records 
 

Marketing brochures, print ads, web banners, text of radio ads, and other marketing materials. 
 
 

 Permits and Licenses 
 

Permits, licenses or registration forms needed to operate the businesses, whether required under 
federal, provincial or muncipal law. 

 
 

 Tax Records 
 

Quarterly and annual federal and provincial income tax filings, records supporting tax filings, 
employee deductions records including copies of T4’s and the T4 summary, and other tax related 
matters. 

 
 
 


