Retain Until Separation
Flex Elect
Dental Insurance
Direct Deposit Information
Application

Retain in OPF never purge from file
Casual employee fringe benefits
Cobra Election/Non Election
Leave buy back (vacation/annual leave)

Retain for 2 years from pay period involved, then retain 2 more years until audited, whichever comes first
Std 407 Change in Payroll Header
Std 603 Reports of Absences w/o pay
Std 607 Change in Established Position
Std 673 Report of Extra Hours to be paid
Std 674 Payroll Adjustment Notice
Std 673 Report of Extra Hours to be paid

Purge after 5 years, purge all at retirement
IDP yearly annual appraisal
Std 636 Report of performance for probationary employee
Std 671 Miscellaneous Payroll
[bookmark: _GoBack]Shift differential
Retain until superseded by most current, otherwise document is not purged from 
OPF
Driving records
Emergency Information
Designee
Additional History

Retain as current until end of tax year of transaction, then retain for 4 years
Std 676A Non-USPS Adjustment Request (Fringe Benefit/Employment Bus Expense)
Std 680 Personnel Action Request
Std 683 Authorization for Compensation

Retain in OPF unless amended by stipulation
Adverse Action

Retain as active until garnishment is satisfied. Then retain for 4 years from end of pay period involved or until audited, whichever comes first
Std 639 Salary Garnishment Files

Retain in separate folder. Never purge unless transferring to another department.
I-9 (Citizenship)

Purge when employee separate/retires
Application
