Records Retention and Disposition Schedule

This form is a compilation of retention schedule information for every
records series generated by your company.
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Records Retention and Disposition Schedule

Client Code Company Name Department

Contact E-Mail Phone
Address City State | zip
Submitted By (Name) Signature

The following records retention periods are finite and absolute.
They are NOT minimum retention periods or guidelines. Records may be kept beyond their designated retention periods only
where required by law or regulation, or if they are involved in current or pending litigation.

No. Records Series R.S. Retention Remarks
(Yr.)
Code | Off. R.C. Total
Approved By: DATE:
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