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MODEL DOCUMENT RETENTION POLICY

Introduction:  This model document retention policy is intended to provide guidance for developing your own policy.  An individual policy must be tailored to meet the needs of your firm.  Establishing a policy for document retention is a somewhat complex task.  There are several varying and valid opinions on the issue and laws and statues vary from state to state making it difficult to develop a standard policy.  Additional complications result for a number of reasons, some of which are listed below:

(1) Companies working in multiple states must consider laws existing in all states of practice.

(2) Companies doing work for federal entities or in other countries may be subjected to various laws that do not exist at the state level.  

(3) The type of work a company engages in can affect the necessity for document retention.  

(4) Clients may factor into a firm’s document retention policies as certain entities require consultants to adhere to more strict document retention polices than mandated by law.  

(5) The expense involved in maintaining storage facilities must sometimes be weighed against the likelihood that the stored information will be needed or even beneficial in the future.  

(6) A firm’s desire to retain certain documents may be completely unrelated to any legal or liability requirements.

Purpose of Retention Policy: Retention of documents can become expensive.  Therefore, it is desirable to cull documents as much as possible yet retain those essential documents in a safe and orderly manner.

In general, there are three reasons to retain documents: (1) for future reference for similar projects, (2) expansion or modification of the original project, (2) for reference should a claim be filed. 

Types of Records to be Retained:  Records may be retained in one location or a designated location.  A single person may be charged with the responsibility for the retention of all records or different types of records may be maintained by different individuals. 

	Record Type
	Group Normally Responsible for Preparation
	Individual Responsible for Retention of Records

	Financial Records
	Accounting Department
	Controller

	Corporate Records
	Chief Executive Officer
	Chief Executive Officer

	Project Records
	Design Team
	Librarian

	Statement of Qualifications/RFP, etc.
	Business Development Department
	Librarian

	Personnel Records
	Human Resource Department
	Human Resource Department


Drawings and specifications should be maintained in hard copy format if possible as electronic data can sometimes be difficult to access when the programs utilized to create the drawings/specifications become outdated or obsolete.  Electronic copies should also be maintained.

Document Retention Schedule.  Document files should be purged to remove duplicate and/or unimportant material.  Documents should be retained according to the following schedule.

	Document or Record
	Retention Period

	Articles of Incorporation and By-Laws
	Permanent

	Corporate Minutes
	Permanent

	Corporate Records
	Permanent

	Accounting Records
	7 years

	Records of Acquisition or Merger of Firms
	Permanent

	Bank Statements
	7 years

	Capital and Fixed Assets Records
	Life of asset plus 7 years

	Personnel Records
	Termination plus 7 years

	Salary Records
	6 years

	Litigation and Claims
	Closure plus 10 years

	Executed Professional Service Agreements
	Permanent

	Executed Copies of Construction Documents
	Permanent

	Marketing Material, Brochures, etc.
	Update plus 3 years

	Design/Drawings/Specifications/Design Calculations, etc. (abandoned projects)
	10 years

	Correspondence
	Completion of Assignment plus 10 years

	Design/Drawings/Specifications/Design Calculations, etc. (completed projects)
	Permanent

	Design/Drawings/Specifications/Design Calculations, etc. (preliminary)
	Destroy upon completion of project

	Design/Drawings/Specifications/Design Calculations, etc. (review/mark up prints)
	Destroy upon completion of project

	
	

	Document or Record
	Retention Period

	Construction Pay Estimates, etc.
	Completion of project plus 10 years

	Final Inspection Report and Certificate of Completion
	Completion of project plus 10 years

	Shop Drawing and Other Submittals
	Completion of project plus 10 years

	Studies and Investigations (abandoned assignments)
	10 years

	Studies and Investigations (completed assignments)
	Permanent

	Published Studies and Reports
	Permanent

	Computer Model Software
	Permanent

	Testing, Inspection, Laboratory Reports
	10 years


Destroying Documents: All confidential documents shall be shredded and recycled. Non-confidential documents shall be recycled.
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