Document Retention Guide

Disposal scheduling is an important aspect of establishing and maintaining
control of corporate information and record resources to:

minimise any potential business risk

. save costs by preventing storage of unnecessary records
. be in command of your information

. comply with the Data Protection Act 1998 and the
Freedom of Information Act 2000.
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Records Retention Schedule

All businesses are required to retain assorted documentation for a specified period of
time by law however, the retention period varies dependent on the type of document.

Enclosed is a list of the recommended retention times for various business documents
that may be used in a variety of organisations.

Warning!

Whilst every effort has been made to provide accurate information we cannot be held
responsible for any errors or any misrepresentation that may occur. We would recom-
mend consulting the Institute of Chartered Secretaries and Administrators, 16 Park
Crescent, London W1N 4AH.who have published a short book on the subject.

Mitech Systems, Imaging House, Brington Road, Flore, Northants NN7 4NQ

Email: sales@mitechsystems.co.uk Tel: 01327 341822 Web: www.mitechsystems.co.uk



mitechsystems

— Information...Simply Sorted!

Company Documents (Including Share Registration)

Board minutes - permanently

Board Committee minutes - permanently

Minutes of general and class meetings - permanently

Report and accounts signed copy - permanently

Notices of general and class meetings - permanently

Proxy forms/polling cards if no poll demanded I month, if poll demanded - 1 year after meeting

Proxy Forms used at meetings convened by court - 1 year

Register of members - permanently

Holders - 7 years after redemption of stock

Forms of application for shares, debentures etc - permanently

Forms of acceptance and transfer - permanently

Renounced letters of acceptance and renounced letters of allotment - permanently

Renouncable share certificates (renounced) - permanently

Fully paid acceptance letters and fully paid allotment letters where lodged in exchange
for a certificate: - 1 year after date of ceasing to be valid

Holders - 7 years after redemption of stock

Forms of application for shares, debentures etc. - permanently

Forms of acceptance and transfer - permanently

Renounced letters of acceptance and renounced letters of allotment - permanently

Renounceable share certificates (renounced) - permanently

Fully paid acceptance letters and fully paid allotment letters where lodged in exchange for a
certificate: 1 year after dale of ceasing to be valid

Share and stock transfer forms - permanently.

Requests for designating or re- designating accounts - permanently

Allotment sheets (if used) - permanently

Redemption discharge forms or endorsed certificates - 7 years after date of redemption

Forms of conversion - 7 years after date of conversion

Signed Forms of nomination - permanently

Letters of indemnity for lost certificates - permanently

Stop notices and other court orders: permanently

Powers of Attorney copy to be retained - permanently

Paid dividend and interest warrants - 12 years after date of payment

Cancelled share/stock certificates - 1 year

Notification of change of address - 2 years
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Agreements and related correspondence

Major agreements of historical significance - permanently
Contracts with customers - 6 years after expiry

Contracts with suppliers - 6 years after expiry

Contracts with agents - 6 years after expiry

Licensing agreements - 6 years after expiry

Rental and hire purchase agreements - 6 years after expiry
Indemnities and guarantees - 6 years after expiry

Other agreements/contracts - 6 years after expiry
Property Documents

Deeds of title - permanently or until delivered to a purchaser on disposal

Leases - 12 years alter lease has terminated and all terminal queries settled
Agreements with architects, builders, etc. - 6 years after completion of the contract
Patent and trade mark records - permanently

Reports and opinions - 10 years
Employee Records

Patent agreements with staff - 20 years after employment ceases
Staff personal records - 7 years after employment ceases
Personal records of company’s senior executives - permanently for historical purposes
Applications for jobs — unsuccessful up to I year

Payrolls - 12 years

Salary registers - up to 5 years

Salary revision schedules - up to 5 years

Tax returns - permanently

Expenses accounts - 7 years

Labour agreements - permanently

Works council minutes - permanently

Time cards and piecework records - 2 years

Wage records (including overtime details) - 5 years

Medical records - 12 years

Industrial training records - 6 years

Accident books - 12 years
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Bank Records, Including GIRO
Cheques, bills of exchange and other negotiable instruments - 6 years
Bank statements - 6 years

Instructions to Banks - 6 years

Technical and Research

Records and reports - 12 to 15 years after requirements have ended

Drawings and other data - 12 to 15 years after requirements have ended

Shipping documents

Outwards and inwards - 6 years alter shipment completed

Customs and Excise returns - 5 years

Pension Records

All trust deeds and rules - permanently

Trustees’ minute book - permanently

Fund annual accounts and Inland Revenue approvals - permanently

Investment records - permanently

Actuarial valuation reports - permanently

Contribution records - permanently

Records of ex-pensioners - 6 years after cessation of benefit

Pension scheme investment policies - 12 years after final cessation of any benefit payable under the policy
Group health policies - 12 years after final cessation of benefit

Group personal accident policies - 12 years after final cessation of benefit

Insurance

Public liability policies - permanently

Product liability policies - permanently

Employers liability policies - permanently

Other policies - 3 years after lapse

Claims correspondence - 3 years after settlement

Accident reports and relevant correspondence - 3 years after settlement

Insurance schedules - 10 years

Mitech Systems, Imaging House, Brington Road, Flore, Northants NN7 4NQ

Email: sales@mitechsystems.co.uk Tel: 01327 341822 Web: www.mitechsystems.co.uk




mitechsystems

— Information...Simply Sorted!

Donations

Donation and subscription records, index of donations granted - 6 years
Deeds of covenant - 12 years after final payment

Correspondence re donations granted (not covenanted) - 1 year
Correspondence re donations refused - 3 months

Subscription records - 3 years after cessation of membership

Transport Records

Drivers’ log books - 5 years after completion

Vehicle mileage records - 2 years after disposal of vehicle
Vehicle maintenance records - 2 years after disposal of vehicle
M.O.T. test records - 2 years after disposal of vehicle

Registration records - 2 years after disposal of vehicle

Mitech Systems, Imaging House, Brington Road, Flore, Northants NN7 4NQ

Email: sales@mitechsystems.co.uk Tel: 01327 341822 Web: www.mitechsystems.co.uk




	Document Retention Guide



<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



