Type of
Document(s)

Description

Length of Retention

Notes

Basic
information

Name, address, date of birth, occupation,

rate of pay, Social Security #, etc.

3 years from the
date of termination

I-9 forms

For the duration of
employment

Upon termination 3 years from the
date of hire or 1 year from the date
of termination whichever is longer

Performance
reviews

Length of employment
plus 3 years

Safety

OSHA Logs, accident reports

5 years following the end
of the year in which each
illness or injury occurred

records

Hazardous
exposure/monitoring reports

30 years

40 years in New York

Job orders,
job postings,
advertisements

Documents relating to job
openings, promotions, training

1 year from the date the
record was made or
personnel action was

taken, whichever is longer

If charges of
discrimination are filed, keep until
final disposition of the charge or
the action

Applications
and resumes for
candidates not hired

3 years from the date the
hiring decision was made

If charges of
discrimination are filed, keep until
final disposition of the charge or
the action

Records
related to hiring

Application forms, resume,
promotion, demotion,
transfer and selection for
training, layoff, recall,
discharge or termination

Duration of
employment or 3 years
from the date
of termination

Information related to leave of absence-

Retirement and
pension records

service eligibility records

Leave of absence 3
request-FMLA medical certification or leave records years
Tax information Ideigtification Ji{pformg;ion, .
emuneration paid, years
FICA, FUTA taxes date of payment
Payroll records
time cards, time sheets, State statute of limitations for filing
Payroll records computer time records, 3 years wage claims can be longer,
garnishments, deductions, wage recommend keeping 6-7 years
payments
Pension plan documents and p
ermanently

Pension payments or records

3 years after death

ERISA plan

ERISA plan descriptions,
summary annual reports

6 years

All records pertinent to

covered plans

**In general, a good rule of thumb is to keep all personnel records, confidential records and payroll records
the length of employment, plus 6-7 years after termination. This will cover all laws and statute of

limitations.**
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