
  

 

Gettry Marcus Stern & Lehrer, CPA, P.C. 
  

20 Crossways Park North 
Woodbury, NY 11797 

(516) 364.3390  
*  

220 Fifth Avenue 
New York, NY 10001 

(212) 684.3399  
*   

222 Bloomingdale Road, Ste. 104 
White Plains, NY 10605 

(914) 909-1170  
  

Website: www.gmslny.com 
Email: info@gmslny.com 

 

  

 

IRS Circular 230 Disclosure: To ensure compliance 
with requirements imposed by the IRS, we inform you 
that any U.S. federal tax advice contained in this 
communication (including any attachments) is not 
intended or written to be used, and cannot be used, for 
the purpose of (i) avoiding penalties under the Internal 
Revenue Code or (ii) promoting, marketing or 
recommending to another party any transaction or 
matter addressed herein. 

Department of Labor 
Sightings: 

Protect Yourself 
There are a number of critical business 
factors that a medical practice must 
manage, and employee records retention 
ranks high among them.  However, in the 
process of trying to run the day-to-day 
aspects of a practice, some of the finer 
details in records management might go 
unnoticed. 
 
For example, did you know that personnel 
files must be kept in good order for at least 
six (6) years?  Or that they should be kept 
in a locked cabinet or closet to limit access 
to specific individuals?  Beyond that, do you 
know what these files should contain?   
 
The personnel file for active employees 
should include: 

payroll records such as time cards if 
you do not use an automated system  
application for employment  
resume  
I-9 (proper documentation)  
W2 (beginning to end)  
wage and hour explanation  
social security number  
disciplinary documents  



  

employee handbook 
acknowledgement  
background checks, if applicable  
garnishment paperwork  
recommendations given or received 
for an employee  
credentials such as current licenses  

Personnel files for terminated employees 
or employees who leave must also be kept 
on file, and must include: 

time records, including final copy from 
automated system 
exit interview, if applicable 
reason for termination 
any Department of Labor 
(unemployment) paperwork received 
disciplinary documents 

We can work with you through this 
business process, all of which would be 
designed to fit the needs of your practice.  
Ask us how. 

For a referral, for more information or to 
find out how we can help, contact the GMSL 
Health Care Consulting Group 
at hc@gmslny.com. 

About Us 
Founded in the 1950's, Gettry Marcus Stern & Lehrer, CPA, P.C. has 
grown from providing traditional accounting and tax services into a 
full service firm offering consulting, litigation, business valuation, 
forensic accounting and financial advisory services.   
  
GMSL is a member of the National CPA Health Care Advisors 
Association (HCAA), a nation-wide association of CPA firms that 
provide specialized accounting, tax, and consulting services to the 
heath care industry.  
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