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MarMar
 Protecting the Possibilities Since 1975

Closed files can be sent to offsite storage.  All  closed files and records must be boxed, numbered, inventoried, labeled and sent to offsite storage  with a destroy date.  
The box numbers must be entered into the Storage Inventory Log which is located on the network drive.   
Retention Guide:   
· Litigation files adults - 7 years;
· Litigation files minors – 7 years after their 18th birthday
· Law Student/Extern  files -  4 years;  
· Intake Files - 4 years; 
· Financial files - 7 years; 
· Employee files – permanent
· Corporate files -  permanent
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