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Travel forms (e.g., reimbursement
o requests, ticket stubs, receipts,
©  and check stubs)

3 years from end of
year

license information, warranties, and
version information)
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D Hardware and software

S documentation (e.g., manuals,
o

0

When obsolete; transfer
to new owner if sold
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Key: Continuing One Time @ Permanent

Disclaimer: Pre-Existing Legal, Financial, and Contractual Requirements Take Precedence

Over PaperJamming Guidelines!
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