
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

We want to help you know which documents to shred and 

which to keep. 

These days, most companies are required by law to hold confidential 

client information, along with employee or company data, for a minimal 

amount of time. Documents will eventually outlive their purpose, and 

keeping them too long places you at risk of a security breach and non-

compliance with today’s privacy legislation.   

How long you hold business records should be decided by a retention 

schedule that balances each record’s usefulness with the legal 

requirements. To some degree, this will depend on your type of company, 

and the lifecycle of specific documents. You’ll want to configure a retention 

schedule for each sort of document, and create a secure destruction 

schedule for those documents to lower the risks affiliated with data 

breaches.   

From a risk-management perspective, once you have decided on a time 

period to retain each type of document, the only acceptable way to 

discard your documents is to be sure they are irreversibly destroyed. 

Shredding is a legal requirement for several types of documents, and on 

site shredding is the safest approach.  You’ll want a Certificate of 

Destruction that specifies the exact date and method used to destroy 

your documents. 

To assist you in creating the right retention schedule for your company, 

here is a list of documents that contain confidential information, along 

with the suggested retention period for each type in accordance with 

certain legal requirements. These recommendations on document 

retention are general guidelines only. They are not designed to 

exemplify legal advice. Contact your legal expert(s) or federal, 

state or provincial government to guarantee you are following 

current legal requirements for your area. ** 

 

Alphabetized by document category 

BUSINESS DOCUMENTS     Years of retention 

Contracts        6* 
Correspondence, general    6*  
Deeds         Permanent 
License, traffic and purchase     6  
(Correspondence)  
Mortgages and note agreements   6*  
Patents        Permanent  
Production (correspondence)    8 
          (Continued on back) 
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