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16. Medical: 
Medical 
condition, 
history, and 
examinations 

Collected and 
maintained on 
separate forms 

Kept in 
separate files  

  Treated as a 
confidential 
record except 
supervisors and 
managers 
informed about 
necessary 
restrictions and 
accommodation 
requirements 

29 CFR  825.500 
29 CFR 1627.3 
29 CFR 1630.14;  
41 CFR 60-250.23  
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17. Selection 
 
Employers <100 
employees: 
Records by sex, 
race, and national 
origin of persons 
hired, promoted, 
and terminated 
for each job; 
number of 
applicants hired, 
and employees 
promoted;  
 
 
 
 
selection 
procedures. 

   
Collect 
information for 
2 years after a 
noted adverse 
impact is 
eliminated 
 
29 CFR 
1602.14 
explains docs 
must be kept 
for 1 year past 
last personnel 
action.  
 
 
 
1 yr, and 1 
year  
(Title VII) 
from any 
personnel 
action to which 
records relate 

   
29 CFR 
1607.15A(a) 
 
29 CFR 1602.14 
 
 
 
 
 
 
 
 
 
 
 
 
 
29 CFR 1627.3 

Generally retention 
time not specified if 
no adverse impact 
noted. 
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18. Selection 
Employers $100 
employees: 
Records for each 
job showing 
whether selection 
process has 
adverse impact.  
If adverse 
impact, records 
of process 
component 
having adverse 
impact. 

EEO-1 reports  Permanently 
for any period 
where adverse 
impact exists 
plus two years 
thereafter 

  29 CFR 1607.15 
 

More than 100 
employees must file 
EEO-1 
 

19. Selection for 
training or 
apprenticeship 
(not 
apprenticeship 
records) 
 

  1 year from 
making the 
record, or 1 
year from the 
date of 
termination or 
the final 
disposition of 
any 
discrimination 
or employment 
action. 

  29 CFR 1602.14 
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20. Leave 
Records of 
FMLA 
compliance, e.g. 
dates and hours 
of leave taken, 
notices, leave 
policies and 
benefits, leave 
disputes 

No particular 
form required 
but may be kept 
on microfilm or 
other basic 
source document 
of an automated 
data processing 
memory 

Place of 
employment 

3 years  Medical records 
must be kept 
confidential in 
files separate 
from personnel 
files 

29 CFR  825.500 
 

 

21. Requests for 
reasonable 
accommodation 
 

  1 year – less 
than 150 
employees 
2 years – 150 
employees or 
more 

  29 CFR 1602.14; 
41 CFR 60-741.80 

Federal contractors 
see No. 35 below 

22. Performance 
 

  1 year 
2 years 

  29 CFR 1602.14; 
41 CFR 60-741.80 

Federal contractors 
see No. 35 below 

23. Promotion/ 
Transfer 

  1 year 
2 years 

  29 CFR 1602.14; 
41 CFR 60-741.80 

Federal contractors 
see No. 35 below 

24. Discipline/ 
Demotion 

  1 year 
2 tears 

  29 CFR 1602.14; 
41 CFR 60-741.80 

Federal contractors 
see No. 35 below 
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25. Lay-off 
 

  1 year 
2 years 

  29 CFR 1602.14; 
41 CFR 60-741.80 

Federal contractors 
see No. 35 below 

26. Termination 
 

  1 year – less 
than 150 
employees 
2 years – 150 
employees or 
more 

  29 CFR 1602.14; 
41 CFR 60-741.80 

Federal contractors 
see No. 35 below 

27. Ethics 
 

     Sarbanes I’m not sure what you 
are looking for on 
these next four 

28. Executives 
(CEO, COO, etc) 
 

     Sarbanes ‘’ 

29. Board of 
Directors 
 

     Sarbanes ‘’ 
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30. Temporary 
(same as for 
regular 
employees plus 
job orders 
submitted to 
agencies or 
unions) 
 

  1 yr   ADEA sec. 401; 29 
CFR 1627.3 

 

31. Claims, 
charges, lawsuit: 
Title VII, ADA, 
ADEA:  
Personnel records 
relevant to 
charge-includes 
records of 
aggrieved person 
and similarly 
situated persons 

EEOC reserves 
the right to 
impose specific 
record-keeping 
requirements 
pertaining to 
each charge 

 Until final 
disposition; i.e. 
expiration of 
statute of 
limitations or 
termination of 
litigation, 
whichever is 
longer. 

  29 CFR 1602.12 
29 CFR 1602.14; 
29 CFR 1627.3; 
41 CFR 60-741.80 

 

32. Required 
Reports: EEO-1 
Employers $ 100 
employees 

 At reporting unit 
or headquarters; 

A copy of the 
most recent 
report filed 
should be 
maintained 

  29 CFR 1602.07 Employers with 100 
or more employees  
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33. Required 
Reports:  
VETS-100 
Federal 
contractors $ 
$10,000 contract  

  1 yr   38 USC 20012 (d)  
 
 
 
 

34. Required 
Reports: AAP 
and supporting 
documents of 
Federal 
contractors $ 
$50,000 contract, 
federal 
depository, or 
issuing and 
paying agent for 
US savings bonds 
and notes) with 
50 or more 
employees  

  Current and  
preceding year 

  41 CFR §60-
1.12(b) 
41 CFR §60-1.2 
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35. Note: 
Personnel and 
employment 
record of federal 
contractor with 
$150 employees 
and $150,000 
contract 
 

  2 yrs from date 
of record or 
personnel 
action, 
whichever 
longer 

  41 CFR 60-1.12(a)  
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