EHB-R

LOCAL RECORDS RETENTION SCHEDULE

Tvpe Local/State Record State/Federal
Recommended Mandated Reteniion

Business Records
Acodent Reports
Employeae
Student
Annual Audit
Annual Report (District)
Application for Federal Grants
Architectural Plans
Enminesring Surveys
Asbestos Removal
Bank Deposit Ships
Bond lssue Matenals
Child Labor Permuts
Contracts
Certified Educator
Collective Bargmming Agregments
Correspondence for Business
Deads
Dmstrict Meeting Minutes & Warrant
“Enrollment Reports
Resident Pupil Membership Forms
Fall Reports A-12-A (RSA 189.28)
*Puml Remsters (RSA 189:27-h)
School Opening Reports
Statistical Report A-3 (R5A 189:28)
*Federal Projects Documents

FIC A Reports - monthly

& years or term of employment
& years alter age of majority
Permanent
Permanent
3 years
Permanent

Feap unil Audit
Permanent

1 yaar

1 yaar
Permanent
Permanent

4 years
Perimanent

14 year

Permanent

Permanent

3 years

Permanent

5 years afler

submission of final awdit
report and documentation for
expenditures, unless there 15
an ongoing audit

b years



Liug

Recommended
Cuarterly Form 941 b years
Fixed Trip Requests/Conlirmation 1 yaar

Fixed Assets Schedule
Form C-2 Unemployvment 6 yaars
Wage Report (DES 100)
Invonces
M5-22 Budget Form
M5-23 Budget Form
M5-25 Budget Form
Minutes of Board Meetings
Purchase Orders
Request for Payment Vouchers
Requisitions
*Retirement Reports
Monthly
Student Activities Records/ Accounts
Time Cards
Bus Drivers
Custodial
Secretanal
Substtute Teachers pay shps
Travel Renmbursements  Until awdit
Treasurer's Receipls
Cancelled Checks
Treasurer's Report
Vocational Education
AVI Forms
Yocatonal Center Regional Contracts
Federal Vocanonal Forms
Vouchers Manifesis
W-2's Yearly
W4 Withholding Exemption Certificate
g
94 ]-E Quarterly Taxes

Permanent/as updated

Until audi
& years

b years

b years
Permanent
Uniti] avscut
Uniti] awdit
Uniti] anscut
I year

Until audit
3 years
3 years

3 years
3 years

6 years
& years

I year
20 years

Uil avsclit

sl Tederal
Mandated Reteniion

& years

b years
& years
6 years
6 years



Eecsonnel Records

Application, including Criminal Records

Attendance Records

Leaveas

Request for Leaves
Class Oservation Forms
Criminal Record Check
*Civil Rights Forms
Dues Authonzation
Evaluations

Term of Employment

1 year

I year

I year

Term of Employment
& years

Term of Employmeni
Term of Emploviment

HIPAA Documentation b years
Medical Benefits Application Term of Employment
Medical Examinations Term of Employment
Re-gmployment Letter of Assurance 1 year
Retirament application Term of Employment
Separation {rom Employvment

Form/Letter 6 years
Staff Development Plan Term of Employment

Dhsciplinary Records Term of Enrolliment
Early Disnussal 1 year
Emergency Information Form 1 year

Health and Physical Records,
including Immumizahon Record

Medical Reports

Remstration Form

Term of Enrollment
Term of Enrollment
Term of Enrollment

*Applications for Free Lunch & yaars

Transcripts Permanent
Attendance Permanent
Cirades Permanent
Assessment Results Permanent

lutcroal Records

Child Abuse Reports/ Allegations Permanent

Crimunal Investigation Permanent

Crimunal Records Check

Unsuceesstul Unfavorable 1 year
Personnel lnvesugations Permanent
Sexual harassmeni Permanent

Special Education Records

At a mimmum, records for
special educaton students
should be kept as long as the
student 15 in a program and
there 15 district lability For
the education of the student
Ciiven court decisions thal
are retroactive, if mught be
prudent 1o retain records Fo
at least six (6) vears after the
termination or completion
of the program.



See Policy EH, EHB, GBJ & JRA
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