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IUVQWXJYPJ

ZPX[\]KV^

QPLY_XQW_J

WL OKVQ\L

IUVQWXJYPJ KP_

MW\_\` OKVQ PLM

XQaV\Q bKLL

c\QLWUVJ\J

]\QM\L

B
defghijiki lm nmlm

defghopkqrsetuif v nmlw

depixfgeytqz yf{ z|ipgeytqpirsfyfkif lm nmlm

deyeguif v nmlw

deyefupekqg}quiffers~ixqi v nmlw

deyhiqrspixhyfkif v nmlw

deyhorsip lm nmlm

di{xifipsef{horsip �irsfiphiupxih lm nmlm

dit�p{ipyfkq�e�xipi v nmlw

disippqrsyfkq|ipup�ki lm nmlm

dixupekqehpirsfyfkif {ip �}�xej|ipqxrsipyfkqup�kip lm nmlm

dijikt}p�eui lm nmlm

dijiki� q}~ixu dyrsyfkqtyfgux}f ��ttifiz�}quifzdyrssejuyfk� lm nmlm

difyu�ipsef{horsip hix ���zdyrstospyfk lm nmlm

diquef{qhipxrsuxkyfkif lm nmlm

diquef{qip�xuujyfkif yf{ z |ip�ixrsfxqqi lm nmlm

diquijjyfkif v nmlw

diupxihqehpirsfyfkqh�kif �xu dijikif ejq di~ipuyfkqkpyf{jekif lm nmlm

dipupxihqg}quifpirsfyfkif lm nmlm

diupxihqgpefgifgeqqi �dyrsyfkqhijiki� lm nmlm

diupxihq�potyfkqhipxrsui v nmlw

diupxihqyftejjyfuipjekif v nmlw

di~ipuyfkqyfuipjekif lm nmlm

di~xpuyfkqyfuipjekif lm nmlm

dxjef�if ��espiqhxjef�if�� dxjef�horsip� dxjef�g}fuif�

dxjef��p}u}g}jji top {xi ���� dxjef�yfuipjekif lm nmlm

dj}rg{xekpe��� q}~ixu �iptespifq{}gy�ifueux}f lm nmlm

d�pqifeytup�ki v nmlw

dyrstospyfkq�p}kpe��i lm nmlm

dyrstospyfkqyfuipjekif lm nmlm

dyrsyfkqef~ixqyfkif lm nmlm

dyrsyfkqhijiki lm nmlm

dyrsyfkq�p}u}g}jji top {xi ��� lm nmlm

dyrsyfkqyfuipjekif lm nmlm

dopkqrsetuqyfuipjekif v nmlw
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C
�epfiuz�fuipjekif v nmlw

�jiepxfkz�yq�oki v nmlw

�jiepxfkzdijiki lm nmlm

�}{iz�j�fi top �ipqu�f{fxq {ip dyrstospyfk lm nmlm

�}��yuipeyq{pyrgi �xu dyrsyfkq{euif lm nmlm

D
�epjisifqg}fu} lm nmlm

�epjisifqyfuipjekif �fers �hjeyt {iq �ipupekiq� v nmlw

�euifqxrsipyfkif lm nmlm

�eyipeytupekqyfuipjekif �fers �ipupekqehjeyt� lm nmlm

�eyip|}pqrsoqqi lm nmlm

�euixif� diqrspixhyfkif {ip lm nmlm

�euix|ip�ixrsfxqqi lm nmlm

�euifq�u�i� diqrspixhyfk yf{ �ythey lm nmlm

�euifqxrsipyfkqpikijf lm nmlm

�ihxu}pifg}fuif yf{ �ihxu}pifjxquif �q}~ixu dxjef�yfuipjekif� lm nmlm

�igjepeux}fif ��ipqef{yfuipjekif� v nmlw

�i�}ueyq�oki �q}~ixu fxrsu �f|ifuepi�� �i�}uhiqu�uxkyfkif�

�i�}uhorsip lm nmlm

�i|xqifyfuipjekif v nmlw

�}gy�ifueux}f top �p}kpe��i yf{ ��qui�i hix ��� lm nmlm

�yhx}qifhorsip lm nmlm

E
�{ij�iuejjhiqu�f{i lm nmlm

�{ij�iuejjy�q�u�i lm nmlm

���z�}ypfej lm nmlm

�xrseytfes�if v nmlw

�xftyspyfuipjekif v nmlw

�xfkehihiqrspixhyfkif hix ���zdyrstospyfk lm nmlm

�xfkefkqpirsfyfkif lm nmlm

�xfkjxi{ipyfkq|ipup�ki lm nmlm

�xfsixuq~ipuyfuipjekif lm nmlm

�xfgeytqhorsip lm nmlm

�xffes�ifohipqrsyqqpirsfyfk lm nmlm

�xf�esjyfkqhijiki lm nmlm

�fipkxi|iphpeyrsqyfuipjekif v nmlw

�pj�q�}ypfeji lm nmlm

�p�ttfyfkqhxjef�if lm nmlm

�pqeu�geqqifyfuipjekif v nmlw
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�qqifq�epgifehpirsfyfkif v nmlw

���}puyfuipjekif v nmlw

F
�espuifhorsip lm nmlm

�espug}quifipqueuuyfkif lm nmlm

�eguypxip�}ypfeji lm nmlm

�isjip�}ypfeji ejq dyrsyfkqhijiki lm nmlm

�isjip�ij{yfkif� �isjipg}ppiguypef~ixqyfkif hix

���zdyrstospyfk lm nmlm

�ipfqrspixhif ��ef{ijqhpxiti� v nmlw

�iyip|ipqxrsipyfkqyfuipjekif v nmlw

�xfef�hipxrsui v nmlw

�persuhpxiti v nmlw

�persuyfuipjekif v nmlw

�pixqui��jipehpirsfyfkif lm nmlm

�pi�{ifhorsip ��}uijz yf{ �ifqx}fqki~iphi� lm nmlm

�opq}pkiyfuipjekif v nmlw

G
�ihpeyrsq�yquipyfuipjekif v nmlw

�isejuqehpirsfyfkif yf{ zhorsip

�q}~ixu dxjef�yfuipjekif }{ip dyrsyfkqhijiki� lm nmlm

�isejuqg}fuif v nmlw

�isejuqjxquif lm nmlm

�isejuq�yxuuyfkif lm nmlm

�isejuq|}pqrsyqqg}fuif lm nmlm

�iqrs�tuqhipxrsui lm nmlm

�iqrs�tuqhpxiti �ey�ip �irsfyfkif yf{ �yuqrspxtuif� v nmlw

�iqrsifgfers~ixqi v nmlw

�iqijjqrsetuq|ipup�ki lm nmlm

�i~�spjixquyfkq|ip�tjxrsuyfkif v nmlw

�i~iphiquiyipyfuipjekif v nmlw

�i~xffz yf{ �ipjyqupirsfyfk lm nmlm

�i~xffehtospyfkq|ipup�ki lm nmlm

�i~xfftiququijjyfkif v nmlw

�pyf{hyrseyq�oki lm nmlm

�pyf{j}sfjxquif lm nmlm

�pyf{quorgqyfuipjekif v nmlw

�pyf{quorgq|ip�ixrsfxq �q}~ixu �f|ifuep� lm nmlm

�yuqrspxtuef�ixkif lm nmlm
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H
�etuyfkq|ips�jufxqyfuipjekif ejq dxjef�yfuipjekif lm nmlm

�ef{ijqhxjef� lm nmlm

�ef{ijqhpxiti �ey�ip �irsfyfkif yf{ �yuqrspxtuif� v nmlw

�ef{ijqhorsip lm nmlm

�ef{ijqpikxquipeyq�oki v nmlw

�ey�uehqrsjyqqohipqxrsu �~iff efquijji {ip dxjef�� lm nmlm

�ey�uhorsip yf{ zgepuixif lm nmlm

�ey�uhyrsg}fuif lm nmlm

���}usigif�tef{hpxiti v nmlw

I
���}pupirsfyfkif lm nmlm

���}puyfuipjekif v nmlw

�fgeqq}horsip lm nmlm

�f|ifuepi lm nmlm

�f|ifuepi ejq dxjef�yfuipjekif lm nmlm

�f|ifuypyfuipjekif lm nmlm

�f|iquxux}fqehpirsfyfkif v nmlw

�f|iquxux}fq�yjeki �fuipjekif v nmlw

J
�espiqehqrsjoqqi lm nmlm

�espiqehqrsjyqqipj�yuipyfkif lm nmlm

�espiqehqrsjyqqjxquif lm nmlm

�espiqg}fu}hj�uuip lm nmlm

�}ypfeji top �ey�uhyrs yf{ �}fu}g}ppifu lm nmlm

�yhxjeptixipyfuipjekif lm nmlm

�yhxj�y�qyfuipjekif lm nmlm

K
�ejgyjeux}fqyfuipjekif v nmlw

�efuxfifyfuipjekif lm nmlm

�e�xuejips�syfkqyfuipjekif v nmlw

�e�xuej|ipgispquiyipyfuipjekif v nmlw

�eqqifhipxrsui lm nmlm

�eqqifhorsip yf{ zhj�uuip lm nmlm

�eqqif�iuuij �dyrsyfkqyfuipjekif� lm nmlm

�eqqif�iuuij �q}~ixu gixfi dyrsyfkqhijiki� v nmlw

�eyt|ipup�ki v nmlw

�xj}�iuipkij{ehpirsfyfkif lm nmlm

�}fqxkfeux}fqyfuipjekif v nmlw

�}fuif�j�fi yf{ �}fuif�jef�f{ipyfkif lm nmlm
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�}fuifpikxquip lm nmlm

�}fu}eyq�oki lm nmlm

�}fu}g}ppifuhorsip lm nmlm

�}quifepuif�j�fi lm nmlm

�}quifquijjif�j�fi v nmlw

�}quifup�kippirsfyfk �di~ipuyfkqyfuipjeki� lm nmlm

�}quif|}pefqrsj�ki v nmlw

�pi{xu}pifg}fuif lm nmlm

�pi{xuyfuipjekif �fers �hjeyt {iq �ipupekiq� v nmlw

�ypqqxrsipyfkqyfuipjekif lm nmlm

�yp�ephixuipkij{efup�ki v nmlw

�yp�ephixuipkij{jxquif v nmlw

L
�e{iqrsixfi lm nmlm

�ekihipxrsui lm nmlm

�ekiphyrstospyfkif lm nmlm

�ekip�p}u}g}jji v nmlw

�ieqxfkyfuipjekif v nmlw

�iipkyuehpirsfyfkif v nmlw

�xitipqrsixfi x� �yqe��ifsefk �xu ixfip �irsfyfk lm nmlm

�xitipqrsixfi ejq dijikfers~ixq v nmlw

�x�yx{eux}f ixfip ��h� �dorsip yf{ �rspxtuif� lm nmlm

�x�if�yfuipjekif lm nmlm

�}sfhijiki lm nmlm

�}sfjxquif lm nmlm

�}sfquiyipyfuipjekif lm nmlm

�}sfyfuipjekif v nmlw

�}sf|}pqrsyqqg}fuif lm nmlm

�ytutpersuhpxiti v nmlw

M
�ekfiuh�f{ip �xu dyrstyfgux}f lm nmlm

�esfhiqrsix{i v nmlw

�esfyfkif v nmlw

�eqgi �dxj{qrsxp�� �pyrg� lm nmlm

�euipxejehpirsfyfkif lm nmlm

�euipxejhiefquef{yfkif v nmlw

�euipxejifufes�iqrsixfi v nmlw

�ifoohipqxrsu lm nmlm

�xiuyfuipjekif �fers �hjeyt {iq �ipupekiq� v nmlw

�xgp}txj�i �yp �euifqxrsipyfk {ip dyrstospyfk lm nmlm

�xgp}txj�i �yp �euifqxrsipyfk |}f �iqrs�tuqhpxitif v nmlw
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�xgp}txj�|iptespifqhiqrspixhyfkif lm nmlm

�}fueki|ipqxrsipyfkqeguif lm nmlm

�yuuipqrsetuqkij{yfuipjekif lm nmlm

N
�ersgejgyjeux}fif lm nmlm

�ersfes�ihijiki lm nmlm

�ihifhorsip lm nmlm

�iuu}j}sfjxquif lm nmlm

�yu�tj�rsifip�xuujyfk lm nmlm

O
�hjxkeux}fif v nmlw

�ttifiz�}quifz�xquif lm nmlm

�p{ip�e�xipi v nmlw

�pkefxqeux}fqyfuipjekif {ip ���zdyrstospyfk lm nmlm

�pkefqrsetuqehpirsfyfkif yf{ �pkefqrsetuq|ipup�ki lm nmlm

P
�ersuyfuipjekif �fers �hjeyt {iq �ipupekiq� v nmlw

�euifuyfuipjekif v nmlw

�ifqx}fqporgquijjyfkqyfuipjekif lm nmlm

�ifqx}fq�esjyfkif lm nmlm

�tef{jixshorsip lm nmlm

�t�f{yfkqyfuipjekif lm nmlm

�}pu}geqqifhorsip lm nmlm

�}queytup�ki v nmlw

�}quhefgeyq�oki� �}quhefghijiki� �}quqrsirghijiki lm nmlm

�pixqjxquif v nmlw

�pixq|ipixfhepyfkif v nmlw

�px|euifufes�ihijiki lm nmlm

�p}kpe��ehjeythiqrspixhyfkif top ��� lm nmlm

�p}kpe��|ip�ixrsfxqqi lm nmlm

�p}uiqui ��rsirg�  irsqij� v nmlw

�p}u}g}jji ohip {xi �i~�spyfk |}f �p��xif top �iphiqqipyfkq|}pqrsj�ki lm nmlm

�p}u}g}jji |}f �¡��z�ij{yfkif ¢ nml£

�p}|xqx}fqehpirsfyfkif lm nmlm

�p}�iqqeguif lm nmlm

�potyfkqhipxrsui �{iq �hqrsjyqq�potipq� lm nmlm

Q
¤yejxu�uqhipxrsui v nmlw

¤yxuuyfkif lm nmlm



Aufbewahrungsfristen für Unterlagen

IJKLMN OKLPKQ RSRT

IUVQWXJYPJ

ZPX[\]KV^

QPLY_XQW_J

WL OKVQ\L

IUVQWXJYPJ KP_

MW\_\` OKVQ PLM

XQaV\Q bKLL

c\QLWUVJ\J

]\QM\L

R
�irsfyfkif lm nmlm

�irsfyfkqehkpif�yfkqip�xuujyfk lm nmlm

�ixqig}quifehpirsfyfkif top �phixufis�ip¥�fuipfis�ip lm nmlm

�ifuif|ipqxrsipyfkqfers~ixqi v nmlw

�i�p�qifueux}fqeyt~if{yfkif lm nmlm

�i�p�qifueux}fqg}quif lm nmlm

�orgquijjyfkqyfuipjekif lm nmlm

�org~epifixfkefkq�}ypfeji v nmlw

S
�ersg}fuif lm nmlm

�ej{ifhiqu�uxkyfkif lm nmlm

�ej{ifhxjef�if lm nmlm

�rse{ifq�ij{yfkif yf{ zyfuipjekif v nmlw

�rsirgz yf{  irsqijyfuipjekif v nmlw

�rspixhif x� �es�if ixfiq �fuipfis�ifq �q}~ixu �ef{ijqkiqrs�tui� v nmlw

�rspxtu~irsqij v nmlw

�rsyj{uxuij lm nmlm

�xrsipyfkqohipixkfyfkif v nmlw

�g}fu}yfuipjekif lm nmlm

�}f{ipkyuqrspxtuif lm nmlm

�}�xej�j�fi v nmlw

�}�xej|ipqxrsipyfkqhixupekqg}fuif v nmlw

��ep�p��xifefup�ki v nmlw

��ixrsiphijikyfkq�jef {ip ���zdyrstospyfk lm nmlm

��if{ifhiqrsixfxkyfkif lm nmlm

�uiyiphiqrsix{i yf{ zipgj�pyfkif lm nmlm

�uiyipporgquijjyfkqhipirsfyfkif lm nmlm

�uiyipyfuipjekif v nmlw

�u}pf}hijiki lm nmlm

�uyf{ifj}sf�iuuij ejq dyrsyfkqhijiki lm nmlm

��qui�sef{horsip lm nmlm

T
¦ixj�esjyfkqhijiki v nmlw

¦ijit}fg}quiffers~ixqi lm nmlm

¦iqueui ejq dxjef�uixj lm nmlm

¦pefq�}puqrse{ifyfuipjekif v nmlw

¦pefq�}pu|ipqxrsipyfkqef�ij{yfkif v nmlw

¦piffyfkqkij{ip�xuujyfkif lm nmlm
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U
¡hipquyf{ifjxqui v nmlw

¡hip~ixqyfkqhijiki lm nmlm

��hyrsyfkqhijiki lm nmlm

��qeu�quiyip|ipkouyfkif lm nmlm

��qeu�quiyip|}pef�ij{yfkif lm nmlm

��~ef{jyfkqhxjef�if lm nmlm

��~ef{jyfkqyfuipjekif v nmlw

�ftejj|ipqxrsipyfkqyfuipjekif v nmlw

�fuipfis�ipj}sf|ippirsfyfkif v nmlw

�pjeyhqjxquif top �orgquijjyfkif lm nmlm

V
�ejyuezdijiki lm nmlm

�iphxf{jxrsgixuif ��yqe��ifquijjyfk� lm nmlm

�iptpersuyfkqeytup�ki v nmlw

�ipgeytqhorsip yf{ z�}ypfeji lm nmlm

�ip��kifquiyipyfuipjekif v nmlw

�ip��kifq|ip�ixrsfxq lm nmlm

�ip��kifq~xpgqe�i �ixquyfkif �~iff �fuipjekif § �ef{ijqz

}{ip �iqrs�tuqhpxit� v nmlw

�ip��kifq~xpgqe�i �ixquyfkif �~iff �fuipjekif § dyrsyfkqhijik� lm nmlm

�ip�t�f{yfkqyfuipjekif lm nmlm

�ippirsfyfkqg}fuif lm nmlm

�ippirsfyfkq�pixqyfuipjekif lm nmlm

�ipqef{z yf{ �persuyfuipjekif v nmlw

�ipqrsxttyfkqyfuipjekif ejq dyrsyfkqhijiki lm nmlm

�ipqxrsipyfkq�}jxrif v nmlw

�ipquixkipyfkqyfuipjekif v nmlw

�ipup�ki¨ �q© �f�ipgyfk� lm nmlm

�ipupiuipyfuipjekif v nmlw

�ip~espyfkqhorsip top  ipu�e�xipi lm nmlm

�xispikxquip lm nmlm

�}jj�ersuif ��pgyf{if� v nmlw

�}jjqu�f{xkgixuqipgj�pyfkif lm nmlm

�}peyq�esjyfkqhijiki lm nmlm

�}pqrsyqqg}fuif lm nmlm

�}pqrsyqqjxquif ejq dyrsyfkqhijiki lm nmlm
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WL OKVQ\L
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MW\_\` OKVQ PLM

XQaV\Q bKLL

c\QLWUVJ\J

]\QM\L

W
 �spyfkqt}p{ipyfkif lm nmlm

 epifehkehiqrsixfi v nmlw

 epifhiquef{qeytfes�if lm nmlm

 epifixfkefkq yf{ zeyqkefkqhorsip lm nmlm

 epif|ipgispqhiqrsixfxkyfkif v nmlw

 irsqij lm nmlm

 irsqijhyrs lm nmlm

 irsqij}hjxkeux}f lm nmlm

 ixsfersuqkpeuxtxgeux}f lm nmlm

 iphikiqrsifgfers~ixqi lm nmlm

 iphig}quif� dijiki lm nmlm

 ipgqpifuifefup�ki v nmlw

 ipgqueuuehpirsfyfkif lm nmlm

 ipg�iykg}quif� dijiki lm nmlm

 ipg�iykpikxquip ejq �f|ifuep lm nmlm

 ipuhipxrsuxkyfkif lm nmlm

 ipu�e�xipeytquijjyfk ejq dxjef�yfuipjekif lm nmlm

 ipu�e�xipgypqi ejq dyrsyfkqhijiki lm nmlm

 xj{sef{ijqhorsip lm nmlm

 }sfyfkqheyyfuipjekif v nmlw

Z
�esjyfkqef~ixqyfkif¥zhijiki lm nmlm

�esjyfkqup�kip lm nmlm

�ixrsfyfkq|}jj�ersuif v nmlw

�iqqx}fif v nmlw

�xfqehpirsfyfkif lm nmlm

�xfqhipirsfyfkqyfuipjekif v nmlw

�xfqquettijf v nmlw

�}jjhijiki v nmlw

�}jjhijiki ohip �xftyspy�qeu�quiyip lm nmlm

�ykefkqhijiki lm nmlm

�ykpxttqpikijyfkif hix ���zdyrstospyfk lm nmlm

�yqrsoqqi {iq �phixukihipq lm nmlm
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�yquijjyfkq�yxuuyfkif v nmlw

�~xqrsifhxjef� hix �iqijjqrsetuip~irsqij }{ip

��quijjyfk {iq  xpuqrsetuq�espiq lm nmlm

¨�ipup�kiª fers �ipupekqif{i q}~ixu sef{ijqz yf{ quiyippirsujxrs piji|efu

¦p}u� q}pkt�juxkip �potyfk g�ffif ~xp top {xi �xrsuxkgixu {ip �fkehif gixfi �i~�sp ohipfis�if© �xi

�rspxtukyuepuif qxf{ x� }© k© �ip�ixrsfxq xf ej�sehiuxqrsip �ixsift}jki eytkitospu©  xp ~ixqif {epeyt sxf� {eqq eyq

{ip di�ixrsfyfk �rspxtukyu gixfi �yqqeki ohip {iqqif �ythi~espyfk ki�ersu ~ip{if geff© �fuqrsix{if{ xqu {xi

�yfgux}f� {xi {eq �rspxtukyu x� �fuipfis�if seu© �pyf{q�u�jxrs q}jjuif �xi ejq �fuipfis�if |}p �ipfxrsuyfk |}f

�pxkxfejyfuipjekif gj�pif� }h ixfi ~ixuipi �ythi~espyfk kkt© eyq di~ixqkpof{if f}u~if{xk xqu© dxuui ~if{if �xi

qxrs x� �~ixtijqtejj ef {eq top �xi �yqu�f{xki �xfef�e�u©

dxuui hiersuif �xi ~ixuipsxf ~ixuipi �y� ¦ixj gop�ipi }{ip j�fkipi �ythi~espyfkqtpxquif eyq ��i�xejf}p�if �© d©ª

{iq �x|xjpirsuq� {iq �guxifkiqiu�iq� eyq {i� defgifz yf{ �ipqxrsipyfkqkiqiu�� {iq �p}{ygusetuyfkqkiqiu�iq� eyq

{i� �htejjpirsu� eyq {if �}�xej|}pqrspxtuif {iq �upe�if|ipgispq� eyq {ip �upesjifqrsyu�z|ip}p{fyfk }{ip {ip

��fukif|ip}p{fyfk©

�f �~ixtijqt�jjif i��tisjif ~xp �sfif� ixfi dipeuyfk sxf�y�y�xisif©


