LOG OF RECORDS RETENTION REQUIREMENTS

Record
Retention Period

Accommodation Requests
One year after record is made

Ads and Notices of Overtime Opportunities
One year after record is made

Ads and Notices of Promotion Opportunities
One year after record is made

Ads and Notices of Training Opportunities
One year after record is made

Age Certificates (minors only)
Duration of employment

Applications for Employment
One year from date of submission

Apprenticeship Program Records
Two years (records made solely for the purpose of completing Form EEO-2 or similar reports must be kept for one year from date of report)

Aptitude Tests
One year from personnel action to which test relates

Basic Employee Information
Four years after record is made

Basic Payroll Information
Three years after record is made

Certificates and Notices of the Wage Hour Administrator
Three years after record is made

Collective Bargaining Agreements
Three years from end of agreement

Dates FMLA Leave is Taken
Three years from end of leave

Demotion Records
One year from date of action

Employee Benefits Plan Records
Duration of plan plus one year

Experiencing Rating Calculation Data
Four years from later of tax due date or payment date

Exposure Records
Duration of employment plus 30 years

Form EEO-1
As long as current

Hours of FMLA Leave Taken
Three years

Hours Worked in Tipped and Non-Tipped Positions
Three years after record is made

INS Form I-9
Three years from date of hire or one year after termination, whichever is later

Job Advertisements
One year after record is made

Job Descriptions
Two years after record is made

Job Evaluations
Two years after record is made

Record
Retention Period

Job Requests Given to Employment Agencies
One year from time of request

Layoff, Reduction in Force, and Recall Records
One year from date of action

Medical Certificates
Three years

Medical Records
One year after termination (OSH Act says legally-required records must be kept for 30 years after termination)

Merit, Incentive, and Seniority System Records
Two years from date of record

Notices of FMLA Leave
Three years from end of leave

OSHA Form 300 — Log of Work-Related Injuries and Illnesses
Five years following the calendar year covered

OSHA Form 300A — Summary of Work-Related Injuries and Illnesses
Five years following the calendar year covered

OSHA Form 301 — Injury and Illness Incident Record
Five years following the calendar year covered

Payments into State Unemployment Funds
Four years from later of tax due date or payment date

Personality Tests
One year from personnel action to which test relates

Personnel Records
One year from making the record

Physical Exams
One year from Personnel action to which test relates

Polygraph Tests
Three years from date test is conducted, or date test is requested if no exam is conducted

Pre-employment Tests
One year from date of test

Premium Payments of Employee Benefits
Three years from end of FMLA leave

Promotion Records
One year from date of action

Rates of Pay
One year after record is made

Records of Disputes About Designation of FMLA Leave
Three years

Records Relating to Discrimination Charges
Until final disposition of the charge

References
One year after record is made

Résumés
One year after submission

Sales and Purchase Records
Three years after record is made

Summary Plan Description Data
Six years

Record
Retention Period

Supplementary Payroll Data
Two years after record is made

Symbol or Letter Identifying Employees as “Tipped”
Three years after record is made

Termination Records
One year after termination

Time Cards/Sheets
Three years after record is made

Tips Reported by Employees
Four years from later of tax due date or payment date

Total Daily or Weekly Straight-Time Earnings
Three years after record is made

Total Waged Paid to Each Employee
Four years from later of tax due date or payment date

Training Selection Required
One year

Transfer Records
One year from date of action

Wage Payments
Three years after record is made

Welfare and Pension Reports
Six years

Workers’ Compensation Documents (e.g., OSHA 300, 301, etc.)
Five years

Written Training Agreements
Duration of training program
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