Human Resources Department

Sample Records Retention Schedule


#
Records Title/Description
Retention/Disposition/Notes

1. 
Absence Request Forms
CY + 1 year & destroy

2. 
Attendance Calendars (Staff)
CY + 5 years & destroy

3. 
Attendance Memorandum
CY + 1 year & destroy

4. 
Correspondence/Routine/Administrative
CY + 1 year & destroy

5. 
Dependent Care Enrollment Form
Tax year + 4 years & destroy

6. 
Dependent Care Reimbursement Request Forms
Tax year + 4 years & destroy

7. 
Employee Confidential Personal Profile
In separate notebook.  Updated yearly. VITAL RECORD

8. 
Employee Emergency Contact Information
With Personnel File VITAL RECORD

9. 
Employee Handbook
While active + 7 years & destroy

10. 
Employment Applications - Employees
With Personnel File

11. 
Hiring Budget Information 
CY + 1 year & destroy 

12. 
I-9 Forms – Employment Eligibility Verification forms
CY + 3 years & destroy (Maintain separately from Personnel Files)

13. 
Medical/Dental Plan Enrollment Form
While active + 4 years & destroy

14. 
Medical Expenses Enrollment Form
Tax year + 4 years & destroy

15. 
Medical Expenses Reimbursement Request Form
Tax year + 4 years & destroy

16. 
Medical Files – Employee – records related to on-the-job injuries/medical conditions
With Personnel File – Permanent

17. 
Payroll Reports
CY + 5 years & destroy

18. 
Payroll Backup
CY + 5 years & destroy

19. 
Payroll Reconciliations (includes payroll bank accounts, payroll G/L, payroll garnishments, payroll insurance)
CY + 1 year & destroy

20. 
Personnel Files - Includes confidential personal profile, address changes, emergency contact information, personnel action notices, job description, personal medical file, FMLA records, new hire announcements, employment verifications, reminder checklists, termination paperwork, resumes, cover letters, FP&S employment applications; offer letter, evaluation/performance appraisals, commendations, warnings, seminar requests and certificates of completion, insurance forms, interview forms, reference checks
While active + 10 years from termination year end & destroy (Offsite/1 year from termination year end)

21. 
Resumes Received (Staff) – Not hired
CY + 1 year & destroy (Flag exceptional candidates for indefinite retention)

22. 
Retirement Plan – Catch up/Bonus Forms
Permanent

23. 
Retirement Plan – Designation of Beneficiary
Permanent

24. 
Retirement Plan – Enrollment Form
Permanent

25. 
Retirement Plan – Hardship Withdrawal Request Form
Permanent

26. 
Retirement Plan – Loan Application
Permanent

27. 
Retirement Plan – Participant Change Form
Permanent

28. 
Retirement Plan – Payout/Loan Requests
Permanent

29. 
Retirement Plan – Rollover Contribution Form
Permanent

30. 
Retirement Plan – Account Deposits
Permanent

31. 
Retirement Plan – Self Directed Plan Deposits
Permanent

32. 
Retirement Plan – Self Directed Plan Statements
CY + 10 years & destroy

33. 
Retirement Plan - QDRO
Permanent

34. 
Retirement Plan – Annual Reports/Reviews
CY + 10 years & destroy

35. 
Retirement Plan – 5500 Forms
Permanent

36. 
Staff Performance Appraisal
With Personnel File

37. 
Seminar requests and certificates of completion
With Personnel File

38. 
Time Cards  (Non-exempt staff)
CY + 5 years & destroy VITAL RECORD
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