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REQUIREMENTS FOR THE
MAGNUSON-MOSS WARRANTY ACT

§19:1
§ 19:2

§19:3

§19:4
§19:5

Introduction

The warrantor should retain records that
evidence the reasonableness of imposing
obligations and duties on the consumer

Enforcement of the Magnuson-Moss Act by means
of informal dispute settlement procedures—
Overview

—The record-keeping requirements

Records that the warrantor is not legally
obligated to retain but that should be kept

CHAPTER 20. MAINTAINING EVIDENCE
IN PRODUCTS LIABILITY CASES

§ 20:1
§ 20:2

§ 20:3
§ 20:4
§ 20:5
§ 20:6
§ 20:7
§ 20:8

Introduction

Requirements for preservation of evidence—
Duty

— —Litigation

— — —Attorneys

— — —Experts

— — —Incidental parties

— — —Insurers

— —Protective orders
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§ 20:11
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§ 20:14
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§ 20:16
§ 20:17
§ 20:18
§ 20:19
§ 20:20
§ 20:21
§ 20:22
§ 20:23
§ 20:24
§ 20:25
§ 20:26
§ 20:27
§ 20:28

§ 20:29
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— —Discovery process

— —ASTM international guidelines

—Timing

—Intent

—Prejudice

— —Sanctions

— —Design defect

Sanctions for destruction of evidence

—Standard for evaluation

—Type of sanctions

— —Preclusion orders

— —Dismissal

— —Default judgment

— —DMonetary sanctions

— —Tort claim

— —Adverse inference

Defenses

—Privilege

—Work product

Document retention programs—Failing to
properly implement document retention policy

—Destruction of documents in accordance with
records retention program

D. CONTRACTING

CHAPTER 21. RECORDS RETENTION
REQUIREMENTS OF PUB. L. NO. 95-
507: SUBCONTRACTING TO SMALL

BUSINESSES
§ 21:1 Overview of the law
§ 21:2 Who is covered by the law?
§ 21:3 Contents of the subcontracting plan
§ 21:4 “Subcontracting plan” clause
§ 21:5 Required records
§ 21:6 Procurement reform
§ 21:7 Source information
§ 21:8 FAR subcontracting forms

Appendix 21-A.  Part 52: Solicitation Provisions and
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CHAPTER 22. RECORDS RETENTION

REQUIREMENTS UNDER
GOVERNMENT CONTRACTS AND
SUBCONTRACTS
§ 22:1 Overview of government contracting
§ 22:2 Acquisition reform
§ 22:3 General rules—Statutory requirements
§22:4 —Contracting by negotiation
§ 22:5 —Records pertaining to cost or cost-plus-a-fixed-
fee contract
§ 22:6 —Acquisition of commercial items
§ 22:7 —Simplified acquisition procedures
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§ 22:9 —Electronic submissions
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§ 22:11 Improper Business Practices and Personal
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§ 22:14 —Contract Work Hours and Safety Standards
Act
§ 22:15 —Minimum wages for construction workers
§ 22:16 —Affirmative action requirements
§ 22:17 —Employment verification (Form I-9)
§ 22:18 —American Recovery and Reinvestment Act of
2009
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§ 22:20 —Accident prevention
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CHAPTER 23. RECORDS RETENTION
REQUIREMENTS FOR COMPANIES
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§ 23:1

Introduction
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§ 23:2 Government record-keeping requirements

§ 23:3 Retaining documents that are not subject to
government record-keeping requirements

§ 23:4  Records retention when involved in a government
contract

§ 23:5 Checklist of suggested documents to retain

§ 23:6 Conclusion

CHAPTER 24. OUTSOURCING RECORD-

KEEPING OPERATIONS

§ 24:1 Generally

§ 24:2 Terms

§ 24:3 Plan Record-Keeping Agreement

§24:4

Record-Keeping Agreement

E. CORPORATE

CHAPTER 25. RETENTION
REQUIREMENTS FOR TAX RECORDS

§ 25:1
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§ 25:3
§ 25:4
§ 25:5
§ 25:6
§ 25:7
§ 25:8
§ 25:9
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§ 25:11
§ 25:12
§ 25:13
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Form and storage of tax records
—Copies

—Electronic records

Time period for tax record retention
—Statute of limitations
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Appendix 25-A. Treasury Regulations § 1.6001-1
Appendix 25-B. Treasury Regulations § 31.6001-1
Appendix 25-C. Revenue Ruling 71-20, 1971 C.B. 392
Appendix 25-D. Revenue Ruling 81-205, 1981-2 C.B. 225
Appendix 25-E. Revenue Procedure 81-46, 1981-2 C.B.

621
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Appendix 25-G. Revenue Procedure 98-25, 1998-1 C.B.

689

Appendix 25-H. IRS Publication 583, Starting a

Business and Keeping Records (Rev.
December 2024) [Excerpt]

CHAPTER 26. RECORDS RETENTION
REQUIREMENTS FOR FINANCIAL

INSTITUTIONS

§ 26:1 Introduction
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§ 26:3 — —Compliance obligations
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§ 26:66 — —Record-keeping and retention periods

§ 26:67 Suspicious activity reports

XxXX11



TaBLE oF CONTENTS

§ 26:68 Disposal of consumer report information and
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§ 26:72 — —Enforcement

§ 26:73 Identity theft requirements—The Red Flags
Rule
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Appendix 27-A. SEC’s Audit and Review Records
Regulation (17 C.F.R. § 210.2-06)

F. ELECTION/LOBBYING

CHAPTER 28. REPORTING AND
RECORDS RETENTION
REQUIREMENTS OF THE FEDERAL

ELECTION CAMPAIGN ACT OF 1971

§ 28:1 Introduction
§ 28:2 The reporting schedule

§ 28:3 —Notification of multicandidate status (Form
1M)

§ 28:4  —Reporting during election years

§ 28:5 —Reporting during nonelection years
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§ 28:8 — —Contributions
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§ 28:11 — —Offsets
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§ 28:23 The record-keeping requirements
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§ 28:25 — —Contributions
§ 28:26 — —Other receipts
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§ 28:28 —“Best efforts” required

§ 28:29 —Electronic records and filings

§ 28:30 Bipartisan Campaign Reform Act

§ 28:31 —Soft money

§ 28:32 —Hard money

§ 28:33 —Issue advocacy

§ 28:34 —Federal election commission regulations based
on the Bipartisan Campaign Reform Act

§ 28:35 The Honest Leadership and Open Government
Act of 2007

§ 28:36 The Administrative Fine Program
§ 28:37 Checklist

Appendix 28-A. PAC Report Filing Schedule

Appendix 28-B. Relevant Parts of the FECA’s Reporting
and Record-Keeping Regulations for
Political Committees, 11 C.F.R.
§§ 102.9-102.11 and Part 104

Appendix 28-C. Summary of FEC Forms Available on
the Internet

Appendix 28-D. Campaign Guide — Corporations and
Labor Organizations (Federal Election
Commission — October 2021) Chapter
11 Keeping Records

CHAPTER 29. REPORTING AND
RECORDS RETENTION
REQUIREMENTS OF THE LOBBYING
DISCLOSURE ACT OF 1995

§ 29:1 Introduction

§ 29:2 The Lobbying Disclosure Act’s definition of
lobbyist—Generally

§ 29:3 —Who is a lobbyist under the LDA?

§29:4  —What is a “lobbying contact” and “lobbying
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§ 29:8 —Reporting requirements, electronic filing
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§ 29:10 —Penalties

Appendix 29-A. Disclosure of Lobbying Activities—2
U.S.C.A. §§ 1601 to 1614

G. EMPLOYMENT

CHAPTER 30. RECORDS RETENTION
REQUIREMENTS OF THE
IMMIGRATION REFORM AND

CONTROL ACT OF 1986
§ 30:1 Discussion—The law

§ 30:2 —Employment eligibility verification

§ 30:3 —E-Verify program

§ 30:4 —Who must be verified?

§ 30:5 —When must the verification take place?

§ 30:6 —Reverification of workers

§ 30:7 —What form must be used?
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§ 30:9 —Inspection of records

§ 30:10 — —Government records

§ 30:11 —Employment verification and those who are
rehired

§ 30:12 —Penalties

§ 30:13  CIS regulations on employment eligibility
verification

§ 30:14 Employment eligibility verification Form I-9
with instructions

Appendix 30-A. Questions and Answers: E-Verify

CHAPTER 31. RECORDS RETENTION
REQUIREMENTS OF THE FAIR

EMPLOYMENT PRACTICE LAWS

§ 31:1 Introduction

§31:2 Record-keeping requirements under Title VII
and the ADA—General requirements

§ 31:3 —Personnel records

§31:4  —Title VII reporting requirements
§ 31:5 —Apprenticeship record keeping

§ 31:6 —Apprenticeship information report
§ 31:7 —Posting requirement
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§ 31:8
§ 31:9

§ 31:10
§ 31:11
§ 31:12

§31:13

§31:14
§ 31:15

§ 31:16
§ 31:17

§ 31:18
§ 31:19
§ 31:20

§ 31:21
§ 31:22
§ 31:23
§ 31:24
§ 31:25

§ 31:26

—Title VII and ADA regulations

Record-keeping requirements on employee
selection procedures—Background

—Records concerning impact

—Records concerning adverse impact

— —When adverse impact has been eliminated
in the total selection process

— —When data are insufficient to determine
impact

—Regulations on employee selection procedures

Record-keeping requirements under the ADEA—
Background

—Records retention requirements for employers

—Records retention requirements for
employment agencies

—ADEA posting requirement

—ADEA regulations

Record-keeping requirements under the Equal
Pay Act—Background

—Record-keeping requirements

—Equal Pay Act regulations

Duty to preserve

Record-keeping requirements under the Lilly
Ledbetter Fair Pay Act

The Genetic Information Nondiscrimination Act
of 2008

State statutes

Appendix 31-A. Summary of Selected Recordkeeping

Obligations in 29 CFR Part 1602
(Equal Employment Opportunity
Commission)

CHAPTER 32. RECORD-KEEPING
REQUIREMENTS UNDER THE WAGE
AND HOUR LAWS

§ 32:1
§ 32:2
§32:3
§ 32:4

§ 32:5

Introduction

General requirements—Record-keeping rules

— —What basic information must an employer
retain?

— —How should an employer handle records
pertaining to exempt employees?

— —How long should an employer retain its
records?
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— —Where must the records be kept?

— —What form must the records take?

— —What are some of the special record-
keeping requirements for specific types of jobs?

— —May an employer petition the government
for relief from the record-keeping
requirements?

—Amendments to the record-keeping
requirements

—Posting requirements—Fair Labor Standards
Act

— —Federal contractors

— —Employment of disabled workers under
special certificates

— —Migrant and Seasonal Agricultural Workers
Case law pertaining to the Fair Labor Standards
Act’s record-keeping requirements—Acceptable

record-keeping procedures

—PFailure to keep records

—Falsification

—Subpoenas

—No private right of action for record-keeping
violations

—Notice and posting requirements

—Preserving records in litigation

Appendix 32-A. FLSA Regulations: 29 C.F.R. §§ 516.1

through 516.34

Appendix 32-B. Fact Sheet #21: Recordkeeping

Requirements under the Fair Labor
Standards Act (FLSA)—U.S.
Department of Labor-Wage and Hour
Division (July 2008)

CHAPTER 33. POSTING
REQUIREMENTS UNDER THE

EMPLOYMENT LAWS
§ 33:1 Introduction
§ 33:2 National Labor Relations Board posting
authority
§ 33:3 Equal employment opportunity laws—Title VII

§ 33:4
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§ 33:5 —Equal Pay Act

§ 33:6 Wage and hour laws—Fair Labor Standards Act

§ 33:7 —Federal contractors

§ 33:8 —Employment of disabled workers under special
certificates

§ 33:9 —DMigrant and seasonal agricultural workers

§ 33:10 Family and Medical Leave Act
§ 33:11  Occupational Safety and Health Administration
§ 33:12 Employee Polygraph Protection Act

Appendix 33-A. Know Your Rights: Workplace
Discrimination is Illegal (U.S. Equal

Employment Opportunity
Commission—June 27, 2023)

Appendix 33-B. Employee Right under the Fair Labor
Standards Act (Wage and Hour
Division, U.S. Department of
Labor—April 2023)

Appendix 33-C. Your Employee Rights under the Family
and Medical Leave Act (Wage and
Hour Division, U.S. Department of
Labor—April 2023)

Appendix 33-D. Fact Sheet #28D: Employer Notification
Requirements under the Family and
Medical Leave Act (Wage and Hour
Division, U.S. Department of Labor—
January 2024)

CHAPTER 34. RECORDS RETENTION
AND POSTING REQUIREMENTS
UNDER TITLE I OF THE AMERICANS

WITH DISABILITIES ACT
§ 34:1 Overview of Title I of the Americans with
Disabilities Act
§ 34:2 Record-keeping requirements
§ 34:3 —Personnel records

§ 34:4 —Medical records

§ 34:5 No routine Americans with Disabilities Act
reporting requirement

§ 34:6 Posting requirement

§ 34:7 Federal contractors

Appendix 34-A. Text of Selected Regulations
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CHAPTER 35. RETENTION
REQUIREMENTS FOR HIRING AND

RECRUITING RECORDS

§ 35:1 Introduction

§ 35:2 The recruiting process

§ 35:3 —Determining who is a job applicant

§ 354 —dJob orders, job advertisements, job
announcements, and internal job postings
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§ 35:17 —EEO-1 and Vets-100 reports

§ 35:18 —Affirmative action plans

§ 35:19 —Fair Pay Act
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§ 35:21 Conclusion

Appendix 35-A. EEOC Job Applicant Record-Keeping
Guidance (Proposed March 4, 2004)

Volume 3

CHAPTER 36. RECORD-KEEPING
GUIDANCE REGARDING INTERNET

JOB APPLICATIONS
§ 36:1 Introduction
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§ 36:2 Determining who is a job applicant
§ 36:3 Records retention requirements
§ 36:4 Conclusion

Appendix 36-A. Internet Applicant Record-Keeping Rule:
FAQS (September 2023)

Appendix 36-B. Understanding OFCCP’s Internet
Applicant and Traditional Applicant
Recordkeeping Requirements
(Department of Labor—August 2019)

CHAPTER 37. FTC DISPOSAL RULE:
EMPLOYER DESTRUCTION OF

“CONSUMER INFORMATION”

§37:1 Introduction
§ 37:2 FCRA as applied to employers
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§ 37:5 —Requirements when adverse action taken
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§ 379 —Using third parties

§ 37:10 —Establishing a policy
§ 37:11 —Retention period
§ 37:12 —Penalties

Appendix 37-A. Text of the “Disposal Rule”

H. ENVIRONMENTAL

CHAPTER 38. RECORDS RETENTION

REQUIREMENTS OF THE

EMERGENCY PLANNING AND

COMMUNITY RIGHT-TO-KNOW ACT
§ 38:1 Introduction—Background

§ 38:2 —PFacilities subject to the law

§ 38:3 Reporting and notification requirements—
Reporting: The Form R

§ 38:4  —Supplier notification requirements

§ 38:5 — —Persons subject to the notification
requirement
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§ 38:6 — —Notification requirements
§ 38:7 — —Exemptions from the notification
requirement specified in 40 C.F.R. § 372.38
§ 38:8 —Trade secret protection, 40 C.F.R. Part 350
§ 38:9 — —State laws
§ 38:10 Record-keeping requirements of 40 C.F.R.
§ 372.10
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Community Right-to-Know, 40 C.F.R. Part 372
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guidance documents

§ 38:13 TRI-MEweb

§ 38:14 Enforcement

§ 38:15 Annual developments
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Inventory Reporting Form

Appendix 38-B. EPA Form A: Toxics Release Inventory

Appendix 38-C. EPA Form: Substantiation to Accompany
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Right-to-Know Act of 1986

Appendix 38-D. Reporting for TRI Facilities (U.S.
Environmental Protection Agency—
July 3, 2025)

CHAPTER 39. RECORDS RETENTION
REQUIREMENTS OF THE TOXIC

SUBSTANCES CONTROL ACT

§39:1 Background
§ 39:2 The Frank R. Lautenberg Chemical Safety for
the 21st Century Act
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§ 394 —Record-keeping requirements (§ 704.11)
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§ 39:7 Partial updating of the inventory database
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§ 39:10 Significant new use rules
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§ 39:13 Importer/exporter requirements—Exporters
§ 39:14 —Importers

Appendix 39-A. Selected Regulations from Title 40 of the
Code of Federal Regulations

CHAPTER 40. RECORDS RETENTION
REQUIREMENTS OF THE RESOURCE

CONSERVATION AND RECOVERY ACT

§ 40:1 Introduction

§ 40:2 Facilities covered by RCRA

§ 40:3 Record-keeping requirements applicable to
hazardous waste generators, transporters, and
treatment, storage, and disposal facilities—The
manifest system

§40:4  — —Changes to the manifest system in 2005
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§ 40:6 — — —Removal of data elements from the form
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§ 40:20 — —Training records
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§ 40:27 Enforcement
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§ 40:28 EPA retention practices

§ 40:29 Internet resources

§ 40:30 Sample Uniform Hazardous Waste Manifest
Form

§ 40:31 RCRA Subtitle C Site Identification Form

CHAPTER 41. RECORDS RETENTION
REQUIREMENTS OF THE CLEAN AIR

ACT
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State Implementation Plans and Other Title I
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§ 41:2 —National Ambient Air Quality Standards
(NAAQS)—Introduction
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Introduction
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replacement exclusion
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rules

— — —Equipment replacement rule

— — —State NSR programs
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Title III: Hazardous Air Pollutants—Prevention
of accidental releases—Purpose and general
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