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RECORD RETENTION
An Example
This list is not meant to be exhaustive.  Each agency must determine their own.
Temporary Daily Documents – attendance records, telephone messages, phone lists, janitorial/housekeeping records, fire extinguisher tags, etc.
Retain as long as administratively necessary, then destroy or retain until superseded, obsolete or rescinded, then destroy.
Periodic Reports and Interim Documents – Program logs, exit interviews, position applications, vehicle logs, equipment maintenance inspections, food temperatures, dietary records, sanitation inspections, etc.
Retain 1 to 3 years or until audit, whichever is longer, then destroy.

Most Financial Records – audit reports, ledgers, expenditure documentation, deposit documentation, bank records, payroll information, contracts and agreements, fixed assets, insurance documents, tax documents, unclaimed property records, voucher’s accident reports, legal action, meal counts, etc.
Retain 5 years or until audit, whichever is longer, then destroy.
Employee Personnel Records
Retain 10 years after separation, then destroy.

Historical Documents – Articles of incorporation, IRS Determination letter, real property deeds, etc,
Retain in permanent file. 

Others
Special Gift or Donation Records 

Retain 5 years after expiration of grant or gift, final disposal of item, expenditure of funds, or in accordance with terms of grant or gift, or as long as administratively useful, whichever is greater; then destroy.

Y2K Records
Retain until 31 December 2002, then destroy.
