
Organizational Excellence Classif ied Training Branch 
Elementary & Secondary Office Organization 

Record Retention Policy

➢ Payroll Records are kept for seven years. – REF-071300 & Payroll Concepts Manual, February 2017

➢ P-Card Records (we recommend keeping them for seven years) – REF-071300 & Procurement 

Manual – April 2017 – 7th Edition

➢ Shopping cart records are kept for seven years - Procurement Manual – April 2017 – 7th Edition

➢ Budget records including hyperlinked control sheets are kept for seven years – REF-071300

➢ Imprest Account Records are kept for seven years – REF-071300

➢ Student Body Records are kept permanently – REF-071300.0 & Publication 464 – Elem, 

Publication 465 - Secondary
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REF-071300.0 – Records Retention for School Sites – June 14, 2019
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ATTENDANCE RECORD RETENTION

5 years



ATTENDANCE RECORD RETENTION – CONT. 


