RECORDS MANAGEMENT

It is necessary for the Council to retain a number of data sets as part of managing council
business. The Council shall apply the following framework:

DOCUMENT MINIMUM RETENTION REASON
PERIOD

Minute books Indefinite Archive
Receipt and payment accounts |Indefinite Archive
Receipt books of all kinds 6 years VAT
Bank statements Last completed audit year Audit
Bank paying-in books Last completed audit year Audit
Cheque book stubs Last completed audit year Audit

Quotations and tenders 6 years Limitation Act 1980 (as amended)
Paid invoices 6 years VAT

Paid cheques 6 years Limitation Act 1980 (as amended)
VAT records 6 years VAT

Insurance policies while valid Management

Certificates for Insurance
against liability for employees

40 years from date on which
insurance commenced or was
renewed

The Employers’ Liability
(Compulsory Insurance)

Regulations 1998 (SI. 2753),
Management.

Title deeds, leases,
agreements, contracts

Indefinite

Audit, Management




