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Registered Apprenticeship Sponsor Record Keeping Procedure 

General Administration 

1. Retain a copy of registered and most current approved program standards, including Work Process 
Schedules and curriculums. 
 

2. Document EEO outreach activities, including communication with outreach groups, dates and places 
attended for compliance with all items indicated within the affirmative action plan, and all media 
documents for your selection.  This includes copies of any newspaper and/or radio advertisement, 
mailing lists, etc. 

 
Application 

1. Applicant logs, and all corresponding applications will be scanned and digitally filed (or hard copy kept 
in admin files) for a minimum period of five years from the date of record. 

2. Applications and supporting documentation of both selected and non-selected applicants will be 
retained for a minimum period of 5 years from date on the application.  These applications may be 
scanned and digitally filed; or retained in hard copy form in admin file). 
 

Selection of Applicants 
1. All qualification documents used to determine the selection of applicants will be retained for at least 5 

years.  
2. These documents could include (depending on the required documentation outlined in the 

Application section of Standards): 
a. High school diplomas or GEDs, certificates, transcripts or other verification of previous 

employment or training, and mechanical aptitude tests. 
b. Internal interview documents 
c. Other documents used to rank applicants 
d. Ranking lists of applicants* 
e. Lists of selected and non-selected applicants 

*Rank lists are an example; there are other approved Selection Processes which may be utilized; all of 
which are subject to record-keeping 

Apprentice Records 

1. For each apprentice, records can be retained by hard copy; or scanned and digitally filed for a 
minimum period of five years from completion or cancelation date. 

2. These records include: 
a. Original Signed Apprenticeship Agreements 
b. Signed Vouchers of Credit and Related Instruction documentation if credit given 
c. Work history during apprenticeship (OJT training hours, work assignments, performance 

evaluations, wage increases, etc.) 
d. Apprentice evaluations 
e. School history, (classes attended, syllabus, sign-in sheets, test scores, etc.),  
f. Training records and certifications 
g. Any apprentice correspondence (attendance, promotion/demotion, layoffs/terminations, 

etc.). 
h. Copy of the completion certificate  


