
 

PAYROLL RECORDS 
  
 
PL-1 Administrative And Subject Files 
 

See Administrative and Legal Records found in Section 2 for retention guidance.   
 
PL-2 Cancelled Payroll Checks, Bank Statements And Reconciliations 
 

See Financial Records found in Section 2 for retention guidance.  
 
PL-3 Employee Payroll Adjustment Records 
 

Usually includes employee's name and social security number and amounts withheld for 
Federal and State taxes, insurance, bonds and any other deductions. 

 
Retain 4 years. 

 
PL-4 Individual Employee's Earning Record -Terminated Employees 
 

Often kept in card form, salary history includes employee’s name and address, social security 
number, department, position, date of birth, date employed, and salary/earnings history totals 
posted for the duration of county employment.  May also show leave/vacation data.  Usually 
transferred to Individual Pension Files upon termination of employment. 

 
(1) Employees Who Separate With Post-Termination Benefits - Retain 3 years after all benefits 
have been paid. 

 
(2) Employees Who Separate Without Post-Termination Benefits - Retain 5 years after 
termination of employment. 

 
PL-5 Minutes Of The Retirement Board 
 

Record of the Retirement Board meeting including date, names of members present and absent, 
issues discussed, policies adopted, retirement requests approved or disapproved, and any other 
actions taken. 

 
Retain permanently for administrative, legal and historical purposes. 

 
PL-6 Minutes Of The Salary Board 
 

Record of the Salary Board meeting including date, names of members present and absent, 
issues discussed, motions, reports and actions taken. 

 
Retain permanently for administrative, legal and historical purposes. 
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PL-7 Payroll Deduction Authorizations 
 

Completed by employee, the record usually indicates employee's name and address, 
department, social security number, deductions authorized and employee's signature. 

 
Retain 4 years after canceled or superseded. 

 
PL-8 Payroll Earnings And Deductions Registers 
 

Generally includes employee's name and social security number, gross earnings, taxes 
withheld, deductions, net earnings, check number and date of payment. 

 
Pay period reports - Retain 4 years. 
Year-to-date annual summary - If payroll data is posted to individual employee's earning 
record, retain 7 years; otherwise retain 100 years. 

 
PL-9 Payroll Voucher (Check) Registers 
 

Shows date, check number and amount, employee’s name and social security number, and 
department. 
 
Retain 7 years. 

 
PL-10 Pension Files - Individual Employees 
 

Contains records relating to status of individual pension accounts including beneficiary 
information, contributions, withdrawals and any other actions relating to the account. 

 
Retain 3 years after all benefits have been paid. 

 
PL-11 Pension Plans-Annual Summary Records 
 

Includes summary data compiled annually to document the employment history of county 
employees, their eligibility for pension benefits, and the payment of such benefits. 

 
Retain permanently for administrative purposes. 

 
PL-12 Pension Plans 
 

Shows terms and conditions of pension benefits payable to eligible retired county employees.  
May also include actuarial evaluations and other records used to administer the plans. 

 
Retain 6 years after termination of plan. 

 
PL-13 Quarterly Returns Of Withholding Of Federal Income Tax 

9/2012           PAYROLL - 2 



 

 
Includes reports showing Federal income taxes withheld from county employees' pay by 
quarter. 

 
Retain 4 years. 

 
PL-14 Quarterly Statements Of State And Local Taxes Withheld 
 

Consists of reports showing state and local taxes withheld from county employees' pay by 
quarter. 

 
Retain 4 years. 

 
PL-15 Social Security Reports 
 

Shows social security withholdings from county employees' pay. Indicates employer's name, 
reporting period, number of employees, names and social security numbers of employees, 
wages paid and contributions to the fund. 

                                                                
Retain 4 years. 

 
PL-16 Time Cards/Attendance Records 
 

Usually indicates employee's name, date, and hours worked each day.   
 

Retain 3 years. 
 
PL-17 Unemployment Compensation Records (Contributory Form UC-2/2A/2B And Supporting  

Records) 
 

Includes quarterly reports showing unemployment compensation contributions paid by county 
and wage reports indicating social security numbers, employees' names and total wages. 

 
Retain 4 years after contributions have been paid. 

 
PL-18 Wage And Tax Statements (W-2 Forms) 
 

Shows employer's name and address; employee's identification and social security numbers, 
name and address; gross earnings; and amounts withheld for Federal, State and local taxes. 

 
Retain 4 years. 

                                                                
PL-19 Withholding Allowance Certificates (W-4 Forms) 
 

Indicates employee's name and address, social security number, exemptions and signature. 
 

Retain 4 years after new certificate is filed or employment is terminated. 
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PL-20 1099 Forms (Employer’s Copy of U.S. Information Return for Calendar Year) 
 
            Retain 4 years. 
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