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RECORDS MANAGEMENT POLICY
Retention of Documents required by Parish Council's in line with NALC Legal Topic Note 40

	DOCUMENT
	MINIMUM RETENTION PERIOD
	REASON

	Minute Books
	Indefinite
	Archive

	Scale of Fees and Charges
	6 years
	Management

	Receipt and Payment Accounts
	Indefinite
	Archive

	Receipt Books of all kinds
	6 years
	VAT

	Bank Statements including deposits /savings
	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
	Limitations Act 1980(as amended)

	Paid Invoices
	6 years
	VAT

	Paid Cheques
	6 years
	Limitations Act 1980 (as amended)

	VAT Records
	6 years
	Tax, VAT, Limitations Act 1980 (as amended)



	Petty Cash, Postage and Telephone Books
	6 years
	Tax, VAT, Limitations Act 1980 (as amended)

	Time Sheets
	Last completed audit year
	Audit

	Wages Books
	12 years
	Superannuation

	Insurance Policies
	While Valid
	Management

	Certificates of Insurance against liability for employees
	40 years from date on which insurance commenced or was renewed
	The Employers' liability (Compulsory Insurance) Regulations 1998 (SL.2753) Management

	Investments
	Indefinite
	Audit, Management

	Title Deeds, Leases, Agreements, Contracts
	Indefinite
	Audit, Management

	Members Allowance Register
	6 years
	Tax, Limitation Act 1980 (as amended)

	For Halls, Centre, Recreation Grounds

	Application to Hire
	6 years
	VAT

	Lettings Diary
	
	

	Copies of bills to hires
	
	

	For Allotments

	Register and Plans
	Indefinite
	Audit, Management

	
	
	



