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FOREWORD 
 
 

One of the many questions that face chief school business officials is how long to retain official business records.  
This is especially true in today’s climate where a large volume of financial, personnel, and legal records are created 
everyday during normal operations that could have significant financial implications in future years.  The tendency 
has been to retain these records for an interminable number of years, just to be safe.  
 
This, of course, resolves the concern of disposing of records prematurely, but creates several other related problems, 
such as the effort expended in maintaining a large storage space, the additional time needed to locate essential 
documents among all of the clutter, the added fire hazards associated with retaining a large volume of paper files, 
and the additional utility and building maintenance costs.     
 
This records retention schedule was developed to provide guidance as to the minimum period of time that financial, 
personnel and various other business records maintained by the county boards of education, regional education 
service agencies, multi-county vocational centers and individual schools in the State of West Virginia must be 
retained.  
 
The schedule was developed by the West Virginia Department of Education, Office of School Finance, in cooperation 
with the Accounting Procedures Committee.  A great deal of effort was expended in developing this schedule, for 
which they are to be commended.   
 
I am confident that you will find this document very useful in determining how long records should be retained.  If you 
have any questions, please do not hesitate to contact the Office of School Finance. 
 

 
 
 
David Stewart 
State Superintendent of Schools 

 
January 16, 2003
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RETENTION PERIOD 

 

DESCRIPTION  
LEA 

 
WVEIS 

    
 5) Investment and Deposit Records:   
 
 

 
 

 
a) 

 
Electronic transfer confirmations 

 
Audit  

 
NA 

 
 

 
 

 
b) 

 
Letters of transmittal 

 
Audit  

 
NA 

 
 

 
 

 
c) 

 
Log of investments 

 
Audit  

 
NA 

 
 

 
 

 
d) 

 
List of pledged securities 

 
Latter of audit or 
expiration of pledged 
securities  

 
NA 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
6) 

 
Tax Records: 

 
 

 
 

 
 

 
 

 
a) 

 
Monthly transmittal reports from sheriff  

 
Audit + 3 yrs 

 
NA 

 
 

 
 

 
b) 

 
Sheriff=s settlement 

 
Audit + 3 yrs 

 
NA 

 
 

 
 

 
 

 
 

 
 

 
 

 
B) 

 
PURCHASING RECORDS: 

 
 

 
 

 
 

 
1) 

 
Bid documents: 

 
 

 
 

 
 

 
 

 
a) 

 
Bid advertisements 

 
Current + 3 yrs 

 
NA 

  
 

 
b) 

 
Bid awards 

 
Current + 3 yrs 

 
NA 

 
 

 
 

 
c) 

 
Bid specifications 

 
Current + 3 yrs 

 
NA 

 
 

 
 

 
d) 

 
Bidder lists 

 
Current + 3 yrs 

 
NA 

 
 

  
e) 

 
Request for information (RFI), Request for 
proposals (RFP), Request for Quotations (RFQ) 

 

Current + 3 yrs 

 
 

NA 
 
 

 
 

 
f) 

 
Performance, payment, litigation, and 
maintenance bonds on construction contracts  

 
Completion of project 
+ 6 yrs 

 
NA 

 
 

 
 

 
g) 

 
Schedule of prevailing wages on construction 
contracts  

 
Completion of project 
+ 3 yrs 

 
NA 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
2) 

 
Purchase documents: 

  
 

 
 

 
 

 
a) 

 
Purchase requisitions 

 
Current + 3 yrs 

 
5 yrs on-line 

 
 

 
 

 
b) 

 
Purchase orders 

 
Current + 3 yrs 

 
5 yrs on-line 

 
 

 
 

 
c) 

 
Invoices 

 
Current + 3 yrs 

 
NA 

 
 

 
 

 
d) 

 
Receiving reports 

 
Current + 3 yrs 

 
NA 
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RETENTION PERIOD 

 

DESCRIPTION  
LEA 

 
WVEIS 

    
C) PAYROLL RECORDS:   
 
 

 
1) 

 
Payroll Records: 

 
 

 
 

 
 

 
 

 
a) 

 
Annual employee paid to date compensation 
reports – Fiscal year basis  

 
50 yrs 

 
NA 

 
 

 
 

 
b) 

 
Annual employee paid to date compensation 
reports – Calendar year basis  

 
At least 4 yrs 

 
NA 

 
 

 
 

 
c) 

 
Canceled payroll checks 

 
At least 4 yrs 

 
NA 

 
 

 
 

 
d) 

 
Voluntary deduction authorizations 

 
At least 4 yrs 

 
NA 

 
 

 
 

 
e) 

 
Reports showing names, addresses, social 
security numbers, and job classifications of 
employees  

 
At least 4 yrs 

 
NA 

 
 

 
 

 
f) 

 
Amounts and dates or wage, annuity and 
pension payments paid Name Fair market value 
of in-kind benefits 

 
At least 4 yrs 

 
NA 

 
 

 
 

 
g) 

 
Fair market value of in-kind services 

 
At least 4 yrs 

 
NA 

 
 

 
 

 
h) 

 
State and county salary schedules 

 
At least 4 yrs 

 
NA 

 
 

 
 

 
i) 

 
Salary calculation work schedules 

 
At least 4 yrs 

 
NA 

 
 

 
 

 
j) 

 
Principal increment schedules 

 
25 yrs 

 
NA 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
2) 

 
Retirement Reports: 

 
 

 
 

 
 

 
 

 
a) 

 
Annual earnings records 

 
50 yrs 

 
5 yrs on-line 

 
 

 
 

 
b) 

 
Correspondence with Consolidated Retirement 
Board, individual correspondence, general 
records, refund applications, verification of 
wages, reports 

 
At least 4 yrs 

 
NA 

 
 

 
 

 
c) 

 
Monthly and annual reports to the Consolidated 
Retirement Board (Electronic submissions)  

 
At least 4 yrs 

 
5 yrs on-line 

  
 

 
d) 

 
Summary reports to the Consolidated 
Retirement Board (Paper) 

 
At least 4 yrs 

 
NA 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
3) 

 
IRS Forms and Social Security Reports: 

 
 

 
 

 
 

 
 

 
a) 

 
Copies of IRS Form W-2 

 
At least 4 yrs 

 
NA 

 
 

 
 

 
b) 

 
Copies of IRS Form W-3 

 
At least 4 yrs  

 
NA 

 
 

 
 

 
c) 

 
Copies of IRS Form W-4 and W-4p 

 
At least 4 yrs 

 
NA 
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RETENTION PERIOD 

 

DESCRIPTION  
LEA 

 
WVEIS 

    
 
 

 
 

 
 

 
 

 
 

 
 

 
9) 

 
Contracts (except personnel) 

 
Latter of term or 
expiration of all 
warranties and/or 
guarantees + 6 yrs 

 
NA 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
10) 

 
Intergovernmental agreements 

 
Expiration + 6 yrs 

 
NA 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
11) 

 
Land contracts and purchase agreements 

 
Term + 6 yrs  

 
NA 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
12) 

 
Construction records, contract documents, inspection 
records 

 
Completion + 6 yrs  

 
NA 

 
 

 
 

 
 

 
 

 
 

 
 

 
F) 

 
ELECTION DATA: 

 
 

 
 

 
 

 
1) 

 
Election proceedings issued by the Secretary of State 

 
Current only 

 
NA 

 
 

 
 

  
 

 
 

 
 

 
 

 
2) 

 
Excess levy calls 

 
Expiration + 10 yrs 

 
NA 

 
 

 
 

  
 

 
 

 
 

 
 

 
3) 

 
Bond levy calls 

 
Expiration + 20 yrs 

 
NA 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
4) 

 
Copy of election results including board of 
Canvassers Certification 

 
Election + 10 yrs 

 
NA 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
3) 

 
Counted ballots (if conducted by LEA) 

 
60 days  

 
NA 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
4) 

 
Requests for absentee voter ballots, all absentee 
materials and control sheets used to identify when 
requests received and ballots mailed out and 
received in return (if conducted by LEA).   

 
1 yr 
 

 
NA 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
5) 

 
Publication notices 

 
Expiration of levy 

 
NA 
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RETENTION PERIOD 

 

DESCRIPTION  
LEA 

 
WVEIS 

    
   
 
I) 

 
TRANSPORTATION: 

  

  
1) 

 
Accident reports 

  
Latter of 4 yrs after 
accident or 2 yrs 
after student reaches 
18 yrs of age 

 
NA 

  
2) 

 
Bus operator staff development records 

 
3 yrs 

 
NA 

  
3) 

 
Bus fleet inventory records – current file  

 
Current 

 
5 yrs on-line 

  
4) 

 
Bus fleet inventory records – printed reports 

 
Audit + 3 yrs 

 
NA 

 
 

 
5) 

 
Bus inspection reports 

 
3 yrs 

 
NA 

  
6) 

 
Bus schedules, co-curricular and extra-curricular trip 
logs and reports  

 
3 yrs 

 
NA 

 
 

 
7) 

 
Commercial driver’s license (CDL) records 

 
Current 

 
NA 

 
 

 
8) 

 
Driver physical exam reports 

 
3 yrs 

 

 
 

 
9) 

 
Student transportation reports 

 
3 yrs 

 
NA 

 
 

 
 

 
 

 
 

 
 

 
J) 

 
STATE AND FEDERAL GRANTS: 

 
 

 
 

 
 

 
1) 
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RETENTION PERIOD 

 

DESCRIPTION  
LEA 

 
WVEIS 

    
 e) Verification summary report  Current + 3 yrs NA 
 
 

 
 

 
f) 

 
Inventory records  

 
Current + 3 yrs 

 
NA 

 
 

  
g) 

 
Program monitoring reports  

 
Current + 3 yrs 

 
NA 

 
 

     

 
 

 
3) 

 
Audit questions (exceptions), all related documents 

 
Latter of audit + 3 yrs 
or until resolved 

 
NA 

 
 

 
 

 
 

  

 
 

 
4) 

 
Budget supplement and transfer requests 

 
Audit + 3 yrs 

 
NA 

 
 

 
 

 
 

  

 
 

 
5) 

 
Medicaid billing information and payment reports 

 
7 yrs 

 
NA 

 
 

 
 

 
 

 
 

 
 

 
K) 

 
GENERAL CORRESPONDENCE: 

  

 
 

 
1) 

 
Routine correspondence 

 
Local option 

 
NA 

 
 
 

 
2) 

 
Legal or significant policy issues 

 
Period required by 
subject matter of 
correspondence 

 
NA 
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RETENTION PERIOD 

 

DESCRIPTION  
LEA 

 
WVEIS 

    
 
 
L) 

 
SCHOOL FINANCIAL, FACULTY SENATE, STUDENT 
ACTIVITY, ATHLETICS, CONCESSIONS, AND CHILD 
NUTRITION RECORDS 

  

 
 

 
1) 

 
School Financial Records: 

  

 
 

  
a) 

 
Annual financial statements 

 
Permanent 

 
NA 

 
 

  
b) 

 
Audit reports 

 
Permanent 

 
NA 

 
 

  
c) 

 
Bank deposit slips  

 
Audit + 3 yr 

 
NA 

 
 

  
d) 

 
Bank statements, reconciliations 

 
Audit + 3 yrs 

 
NA 

 
 

 
 

 
e) 

 
Canceled checks 

 
Audit + 3 yrs 

 
NA 

 
 

  
f) 

 
Receipts and disbursements journals 

 
Audit + 3 yrs 

 
NA 

 
 

  
g) 

 
Receipt books 

 
Audit + 3 yrs 

 
NA 

 
 

  
h) 

 
Requisitions and purchase orders 

 
Audit + 3 yrs 

 
NA 

 
 

  
i) 

 
Ticket reconciliation reports 

 
Audit + 3 yrs 

 
NA 

 
 

  
j) 

 
Concession and fund raisers profit and loss 
statements 

 
Audit + 3 yrs 

 
NA 

 
 

  
k) 

 
Student club minute books 

 
10 yrs 

 
NA 

 
 

 
 

 
 

 
 

 

 
 

 
2) 

 
Athletic Records: 

 
 

 

 
 

 
 

 
a) 

 
Game contracts with schools and officials 

 
1 yr 

 
NA 

 
 

 
 

 
b) 

 
Pupil transfers 

 
1 yr 

 
NA 

 
 

 
 

 
c) 

 
Eligibility lists 

 
1 yr 

 
NA 

 
 

 
 

 
d) 

 
Score books, player rosters 

 
1 yr 

 
NA 

 
 

 
 

 
e) 

 
Athletic claim and accident reports 

 
Latter of 4 yrs after 
accident or 2 yrs 
after student reaches 
18 yrs of age 

 
NA 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
3) 

 
Vending machines and concession stands: 

 
 

 
 

 
 

 
 

 
a) 

 
Cash collection reports  

 
Audit + 3 yr. 

 
NA 

 
 

 
 

 
b) 

 
Inventory records 

 
Audit + 3 yr. 

 
NA 

 
 

 
 

 
c) 

 
Purchase invoices 

 
Audit + 3 yr. 

 
NA 
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RETENTION PERIOD 

 

DESCRIPTION  
LEA 

 
WVEIS 

    
  

 
 
 

 
 

  

 
 

 
4) 

 
Faculty Senate Records: 

 
 

 
 

 
 

 
 

 
a) 

 
Annual budgets 

 
Audit + 3 yrs 

 
NA 

 
 

 
 

 
b) 

 
Annual financial statements 

 
Audit + 3 yrs 

 
NA 

 
 

 
 

 
c) 

 
Bank deposit slips  

 
Audit + 3 yrs 

 
NA 

 
 

  
d) 

 
Bank statements, reconciliations  

 
Audit + 3 yrs 

 
NA 

 
 

  
e) 

 
Canceled checks 

 
Audit + 3 yrs 

 
NA 

 
 

  
f) 

 
Receipts and disbursements journals 

 
Audit + 3 yrs 

 
NA 

 
 

  
g) 

 
Receipt books 

 
Audit + 3 yrs 

 
NA 

 
 

  
h) 

 
Requisitions and purchase orders 

 
Audit + 3 yrs 

 
NA 

 
 

  
i) 

 
Minute book 

 
10 yrs 

 
NA 

 
 

     

 
 

 
5) 

 
Child Nutrition Records (Individual schools): 

 
 

 
 

 
 

 
 

 
a) 

 
Free and reduced applications, direct 
certification documentation 

 
Current + 3 yrs 
 

 
NA 

 
 

 
 

 
b) 

 
Daily summary reports 

 
Current + 3 yrs 

 
NA 

 
 

  
c) 

 
School master reports 

 
Current + 3 yrs 

 
NA 

 
 

 
 

 
d) 

 
Master list by status  

 
Current + 3 yrs 

 
NA 

 
 

  
d) 

 
Inventory records  

 
Current + 3 yrs 

 
NA 

 
 

 
 

 
e) 

 
Monitoring reports 

 
Current + 3 yrs 

 
NA 

 
 

 
 

    

 


