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HR Record Retention Requirements — The
Republic of the Philippines

THE PHILIPPINES
RETENTION PERIOD BEGINNING OF
DOCUMENTS (minimum and/or RETENTION LEGAL REFERENCE
maximum) PERIOD

EMPLOYMENT RECORDS

Minimum: 3 years (Best

practice: minimum 4 years for Labor Code, Art. 305-306;
documents relating to dismissal); Omnibus Rules Implementing the
Time records (work Labor Code, Book II, Rule X, Sec.
hours, rest periods, Maximum: Only as long as - 12; DOLE Department Order No.
. - - - From termination .
vacation/sick/holiday, necessary to (a) fulfill original 183-17; Callanta v. Carnation
etc.) purpose, (b) to establish/ Philippines, Inc., et al., G.R. No.
exercise/ defend legal claims, (c) 70615, October 28, 1986); Data
for legitimate business purposes, Privacy Act of 2012, Sec. 11

or (d) as permitted by law
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DOCUMENTS

RETENTION PERIOD
RETENTION

(minimum and/or

BEGINNING OF

LEGAL REFERENCE

PERIOD

maximum)

EMPLOYMENT RECORDS (continued)

Data and personnel files

Government verification
records (work papers,
immigration, eligibility to
work, etc.)

Collective
bargaining/union

Background checks and
drug tests

Minimum: 3 years (Best
practice: minimum 4 years for
documents relating to dismissal);

Maximum: Only as long as
necessary to (a) fulfill original
purpose, (b) to establish/
exercise/ defend legal claims, (c)
for legitimate business purposes,
or (d) as permitted by law

From termination

Minimum: 3 years (Best
practice: minimum 4 years for
documents relating to dismissal);

Maximum: Only as long as
necessary to (a) fulfill original
purpose, (b) to establish/
exercise/ defend legal claims, (c)
for legitimate business purposes,
or (d) as permitted by law

From termination

Minimum: 3 years (Best
practice: minimum 4 years for
documents relating to dismissal);

From termination
of agreement

Maximum: Only as long as
necessary to (a) fulfill original
purpose, (b) to establish/
exercise/ defend legal claims, (c)
for legitimate business purposes,
or (d) as permitted by law

Minimum: 3 years (Best
practice: minimum 4 years for
documents relating to dismissal);

Maximum: Only as long as
necessary to (a) fulfill original
purpose, (b) to establish/
exercise/ defend legal claims, (c)
for legitimate business purposes,
or (d) as permitted by law

From termination

Labor Code, Art. 305-306; DOLE
Department Order No. 183-17;
Callanta v. Carnation Philippines,
Inc., et al., G.R. No. 70615,
October 28, 1986); Data Privacy
Act of 2012, Sec. 11

Labor Code, Art. 305-306; DOLE
Department Order No. 183-17;
Callanta v. Carnation Philippines,
Inc., et al., G.R. No. 70615,
October 28, 1986); Data Privacy
Act of 2012, Sec. 11

Labor Code, Art. 305-306; DOLE
Department Order No. 183-17;
Data Privacy Act of 2012, Sec. 11

Labor Code, Art. 305-306; DOLE
Department Order No. 183-17;
Callanta v. Carnation Philippines,
Inc., et al., G.R. No. 70615,
October 28, 1986); Data Privacy
Act of 2012, Sec. 11
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RETENTION PERIOD BEGINNING OF
DOCUMENTS (minimum and/or RETENTION LEGAL REFERENCE

maximum) PERIOD

EMPLOYMENT RECORDS (continued)

Minimum: 3 years (Best

practice: minimum 4 years for

documents relating to dismissal); Labor Code, Art. 305-306; DOLE
Department Order No. 183-17;

Acknowledgements, Callanta v. Carnation Philippines,

policy agreements and Maximum: Only as long as

From termination

required notices necessary to (a) fulfill original Inc., et al., G.R. No. 70615,
q purpose, (b) to establish/ October 28, 1986); Data Privacy
exercise/ defend legal claims, (c) Act of 2012, Sec. 11

for legitimate business purposes,
or (d) as permitted by law

Hired employees: Minimum 3

years (Best practice: minimum 4 Labor Code, Art. 305-306;
years for documents relating to DOLE Department Order No.
dismissal); 183-17; Callanta v. Carnation
Philippines, Inc., et al., G.R. No.
Applicants who aren't hired: No 70615, October 28, 1986);
minimum (Best practice: Data Privacy Act of 2012, Sec.
minimum 3 years); 11;
Maximum: Only as long as From end of Note: Republic Act No. 11210
Recruitment (interview necessary to (a) fulfill original recruitment (if not  (105-Day Expanded Maternity
notes, resumes/CVs, purpose, (b) to establish/ hired) or from Leave Law); Republic Act No.
reference checks, etc.) exercise/ defend legal claims, (c) termination (if 8371 (The Indigenous Peoples'
for legitimate business purposes, hired) Rights Act of 1997); Republic
or (d) as permitted by law; Act No. 7277 (Magna Carta for
Persons w. Disability); Republic
Note: Other limitation periods Act No. 11166 (Philippine HIV &
may be considered (ex.: 8 or 12 AIDS Policy Act); Republic Act
years for individuals with No. 11036 (Mental Health Act);
disabilities, 8 years for age Republic Act No. 10911 (Anti-
discrimination, 12 years under Age Discrimination in
the Indigenous Peoples Rights Employment Act)
Act, etc.)

Health Declaration Forms (in
light of COVID-19): 30 days;

Documents relating to dismissal
or records relating to occurance
Tracking/recordings which may give rise to quasi-
(biometric, geo-location, delict claims: Minimum 4 years;
online tracking, camera
recordings, etc.) Maximum: Only as long as
necessary to (a) fulfill original
purpose, (b) to establish/
exercise/ defend legal claims, (c)
for legitimate business purposes,
or (d) as permitted by law

DOLE and DTI Joint Memorandum
Circular No. 20-04-A, S. 2020;
Callanta v. Carnation Philippines,

From termination Inc., et al., G.R. No. 70615,
October 28, 1986); Civil Code,
Art. 1146; Data Privacy Act of
2012, Sec. 11
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DOCUMENTS

RETENTION PERIOD

(minimum and/or RETENTION

BEGINNING OF

LEGAL REFERENCE

maximum) PERIOD

BENEFIT/PENSION/EQUITY RECORDS

Benefits (plan
documents, enrollment
records)

Pension and retirement
records

Equity records

Minimum: 3 years (Best
practice: minimum 4 years for
documents relating to dismissal);

Maximum: 20 years or long as
necessary to (a) fulfill original
purpose, (b) to establish/
exercise/ defend legal claims, (c)
for legitimate business purposes,
or (d) as permitted by law

From termination

Minimum: 3 years (Best
practice: minimum 4 years for
documents relating to dismissal);

Maximum: Only as long as
necessary to (a) fulfill original
purpose, (b) to establish/
exercise/ defend legal claims, (c)
for legitimate business purposes,
or (d) as permitted by law

Minimum: 3 years (Best
practice: minimum 4 years for
documents relating to dismissal);

Maximum: Only as long as
necessary to (a) fulfill original
purpose, (b) to establish/
exercise/ defend legal claims, (c)
for legitimate business purposes,
or (d) as permitted by law

From termination

From termination

Labor Code, Art. 305-306; DOLE
Department Order No. 183-17;
Callanta v. Carnation Philippines,
Inc., et al., G.R. No. 70615,
October 28, 1986); Data Privacy
Act of 2012, Sec. 11; Rules
Implementing the Social Security
Act of 2018, Sec. 6, Rule 36;
Implementing Guidelines on
Contribution under the Home
Development Mutual Fund,
Subheading G(7); Rules
Implementing the National
Health Insurance Act, Sec. 18(g),
Rule III

Labor Code, Art. 305-306; DOLE
Department Order No. 183-17;
Callanta v. Carnation Philippines,
Inc., et al., G.R. No. 70615,
October 28, 1986); Data Privacy
Act of 2012, Sec. 11

Labor Code, Art. 305-306; DOLE
Department Order No. 183-17;
Callanta v. Carnation Philippines,
Inc., et al., G.R. No. 70615,
October 28, 1986); Data Privacy
Act of 2012, Sec. 11

PAYROLL/WAGE/TAX

RECORDS

Payroll and wage data
(payslips, etc.)

Books of accounts, including
subsidiary books and other
accounting records: Minimum 3
years. General best practice 10
years; From last date of
entry in books to
which records

relate

Maximum: Only as long as
necessary to (a) fulfill original
purpose, (b) to establish/
exercise/ defend legal claims, (c)
for legitimate business purposes,
or (d) as permitted by law

National Internal Revenue Code
of 1997, as amended, Sec. 236;
BIR Revenue Memorandum
Circular No. 29-2019
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RETENTION PERIOD BEGINNING OF
DOCUMENTS (minimum and/or RETENTION LEGAL REFERENCE

maximum) PERIOD

PAYROLL/WAGE/TAX RECORDS (continued)

Tax returns: From
day following
return filing
deadline; if filed
after deadline,

Books of accounts, including
subsidiary books and other
accounting records: Minimum 3
years. General best practice 10

years; from date of National Internal Revenue Code

Tax records _ filing; of 1997, as amended, Sec. 236;
Maximum: Only as long as ! BIR Revenue Memorandum
necessary to (a) fulfill original Circular No. 29-2019

Accounting
records: From
date of last entry
in books to which
records relate

purpose, (b) to establish/
exercise/ defend legal claims, (c)
for legitimate business purposes,
or (d) as permitted by law

MEDICAL/SAFETY/LEAVE RECORDS

Minimum: 3 years (Best
practice: minimum 4 years for

documents relating to dismissal); e

DOLE Department Order No.
183-17; Callanta v. Carnation

From termination Philippines, Inc., et al., G.R. No.
70615, October 28, 1986);
Data Privacy Act of 2012, Sec.
11

Leave (family, medical, Maximum: Only as long as

etc.) necessary to (a) fulfill original
purpose, (b) to establish/
exercise/ defend legal claims, (c)
for legitimate business purposes,
or (d) as permitted by law

Minimum: 3 years;

Labor Code, Art. 305-306; 1978
OSH Standards, as amended,
Rule 1054; DOLE Department
Order No. 183-17; Data Privacy
Act of 2012, Sec. 11

Maximum: Only as long as
Injury and iliness necessary to (a) fulfill original From creation of
incident reports purpose, (b) to establish/ record

exercise/ defend legal claims, (c)

for legitimate business purposes,

or (d) as permitted by law
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RETENTION PERIOD BEGINNING OF
DOCUMENTS (minimum and/or RETENTION LEGAL REFERENCE

maximum) PERIOD
MEDICAL /SAFETY/LEAVE RECORDS (continued)

Minimum: 3 years (Best

practice: minimum 4 years for

documents relating to dismissal); Labor Code, Art. 305-306; DOLE
Department Order No. 183-17;

Maximum: Only as long as Callanta v. Carnation Philippines,

Medical records From termination

necessary to (a) fulfill original Inc., et al., G.R. No. 70615,
purpose, (b) to establish/ October 28, 1986); Data Privacy
exercise/ defend legal claims, (c) Act of 2012, Sec. 11

for legitimate business purposes,
or (d) as permitted by law

Minimum: 3 years;
Labor Code, Art. 305-306;

Maximum: Only as long as DOLE Department Order No.
Hazardous material and necessary to (a) fulfill original From creation of 183-17; 1978 OSH Standards,
other exposure records purpose, (b) to establish/ record as amended, Rule 1093.17;
exercise/ defend legal claims, (c) Data Privacy Act of 2012, Sec.
for legitimate business purposes, 11

or (d) as permitted by law

Last updated October 2022.

DISCLAIMER: The information contained in this document is for general information purposes only and is not intended to be a source for legal, tax, or any other
professional advice and should not be relied upon as such. This information is not intended to create, and the receipt of it by the reader does not constitute, an
attorney-client relationship. All legal or tax questions or concerns should be directed to your legal counsel or tax consultant. Laws and regulations may change and
UKG Inc. (“UKG”) cannot guarantee that all the information in this document is accurate, current or complete. UKG MAKES NO REPRESENTATION OR WARRANTIES
WITH RESPECT TO THE ACCURACY OR COMPLETENESS OF THE DOCUMENT OR THE INFORMATION OR CONTENT CONTAINED HEREIN AND SPECIFICALLY DISCLAIMS
ALL REPRESENTATIONS AND WARRANTIES INCLUDING BUT NOT LIMITED TO ANY EXPRESS OR IMPLIED WARRANTIES OF MERCHANTABILITY, SUITABILITY, OR
COMPLETENESS OF THIS INFORMATION. TO THE EXTENT PERMITTED UNDER APPLICABLE LAW, NEITHER UKG, NOR ITS AGENTS, OFFICERS, EMPLOYEES,
SUBSIDIARIES, OR AFFILIATES, ARE LIABLE FOR ANY DIRECT, INDIRECT, INCIDENTAL, SPECIAL, EXEMPLARY, OR CONSEQUENTIAL DAMAGES (INCLUDING
PROCUREMENT OF SUBSTITUTE GOODS OR SERVICES, LOSS OF USE OR PROFITS, OR BUSINESS INTERRUPTION), EVEN IF THE UKG HAS BEEN ADVISED OF THE
POSSIBILITY OF SUCH DAMAGES, ON ANY THEORY OF LIABILITY, WHETHER IN CONTRACT, STRICT LIABILITY, OR TORT, ARISING IN ANY WAY OUT OF THE USE OF OR
INABILITY TO USE THIS INFORMATION. This document and the content are proprietary and confidential information of UKG. No part of this document or its content
may be reproduced in any form, or by any means, or distributed to any third party without the prior written consent of UKG © 2022 UKG Inc. All rights reserved.




