


FINANCE RECORDS- PURCHASING/PAYROLL RECORDS 

Expired School Districts Superseded 

GRS (2010 ) General 
Pu rchas i ng/Payrol I Records Current WI Public School District GRS (2023) 

2.1.0 Records Retention Period* Schedule Recommended Retention Schedule * 

2.1.1 Purchase Requisition 1 year Purchasing and PUR00010 Contract and Request for Bid / 
Procurement Proposal File, EVT + 6 years and destroy / Event 
Records GRS is date resulting in contract or cancellation of 

contract or bid/proposal 

2.1.2 Purchase Orders 3years Fiscal and FIS00020 Receipts and Disbursement 
Accounting Transactions, FIS+ 6 years and destroy / Event is 
Records GRS end of fiscal year 

2.1.3 Bids & Contracts 3years Purchasing and PUR00010 Contract and Request for Bid / 
Procurement Proposal File, EVT + 6 years and destroy / Event 
Records GRS is date resulting in contract or cancellation of 

contract or bid/proposal 

2.1.4 Performance Until expiration of the Purchasing and PUR00010 Contract and Request for Bid / 
Guarantee/Warrant of warranty Procurement Proposal File, EVT + 6 years and destroy / Event 
Vendor Records GRS is date resulting in contract or cancellation of 

contract or bid/proposal 

2.1.5 Vacation/Personal Leave 3 years from time of Payroll Records PAY00005 Leave Accounting Records, EVT + 15 
Records record creation GRS years and destroy confidential / Event is last date 

of pay period; PAY00012 Payroll and Benefits 
Reports, EVT + 5 years and destroy confidential / 
Event is date report is generated 

2.1.6 W-2 Forms ?years Payroll Records PAY00016 Master Pay Period Record, EVT + 15 
GRS years and destroy confidential / Event is end of 

calendar year 

,. This crosswalk is provided for informational purposes only and reflects information available as of May 2023. The Public Records Board, not the DPI, has authority 

over the interpretation and adoption of the schedules referenced by this crosswalk. Decisions on how to dispose of records should be made in consultation with 

local legal counsel. 
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