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Agency
City of Gaithersburg

Division/Unit
Human Resources

Item No.

Description

Retention

Position Description Questionnaire

Employment Agreement Personnel Files

Personnel Files — Full Time Employees

Employment Applications

Personnel Files — Part Time Employees

Performance Evaluations

Personnel Files - Retirees

Retain 3 years from action
on Questionnaire, then
destroy

Retain 3 years from
separation of employment,
then destroy

Retain 3 years from
separation of employment,
then destroy

Retain 1 year from filling the
position, then destroy

Retain 3 years from
separation of employment,
| then destroy

Retain 3 years from
separation of employment,
then destroy

Retain 3 years from
termination of benefits, then
destroy
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Agency Division/Unit
City of Gaithersburg Human Resources
Item No. Description Retention
8 Workers Compensation Retain 3 years from closing

of claim, then destroy

9 Employee Medical Records Retain 3 years from
separation of employment,
then destroy

DGS 550-1A




