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One of the most frequent
questions we get asked by clients
is "How long should we retain
our accounting records?” This

is clearly an important issue
because the longer they have

to be kept, the more expensive

it is for the organisation.

1 of accounting records and
borate records.

The actual period records are kept
will depend on a number of factors,
including:

Legal and related requirements;
Costs;

The organisation’s own need to
access the document; and

Historical value.

Each type of document needs to be
assessed separately. Inthe case of
many types of documents, it will be
sufficient to keep them only for the
period required by statute; others
will be essential reference material
infuture years and the organisation
might, therefore, decide to keep
them longer than the period
required by law.

If the company was dissolved

via voluntary striking off

procedure (under section 1003

of the Companies Act 2006), the
company’s directors have the
responsibility to keep its business
documents for seven years after the
company is struck off the register.
This is necessary because struck

off companies may be restored

to the register within six years

from the date of dissolution. It

is recommended that the share
register be kept for 20 years from
the date of dissolution. If the
company employed people, copies
of the company’s employers' liability
insurance policy and schedule must
be kept for 40 years from the date
the company was dissolved.

If a company is dissolved via
formal liquidation, the liquidator
will confirm how long the records
should be kept. If the company

is liquidated due to insolvency,
the liquidator has the power to

destroy, sell or otherwise dispose
of the insolvent company’s books,
papers and records whilst acting

as liquidator or trustee, but this
power is subject to the limitations
imposed by the Value Added Tax
Act 1994. A trader registered for
VAT is obliged to retain certain
records, as described in the HM
Revenue and Customs public
notice number 700, for a period

of six years from their creation.
Destruction of these documents
without express approval from

the HMRC constitutes a breach

of regulatory requirements and
would result in a civil penalty. These
provisions continue to apply even if
the trader concerned has been de-
registered for VAT purposes. Special
arrangements may be reached with
HMRC concerning the early disposal
of these records. It should be noted
that, where an obligation exists to
keep the company's records for a
period of time, the obligation also
exists to keep those records at the
registered office or a SAIL address
for the same period of time.
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Purchase invoices and supplier documentation

i Document : Retention period : Reason for retention period
Payments cash book or record of payments made Companies Act/Charities Act”

i i

i Companies Act/Charities Act
i Six years from the end of the financial year in which :

.ot

i the transaction was made

Companies Act/Charities Act

Petty cash records Companies Act/Charities Act and HMRC
Invoice - capital item 10 years Companies Act/Charities Act and HMRC
Successful quotations for capital expenditure Permanently Commercial considerations

*  Although the Companies Act states three years for private companies and six years for public limited companies, the Charities
Act states six years from the end of the financial year in which the transaction was made.
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Income/Monies received

g

Document Retention period Reason for retention period
Bank paying in counterfoils Companies Act/Charities Act

Six years from the end of the financial year in which
i the transaction was made

Companies Act/Charities Act

 Six years after the last payment made. 12 years if

Deeds of covenant/Gift Aid declarations payments outstanding or dispute regarding the Data Protection Act’

deed ;
Legacies Six years after the estate has been wound up Data Protection Act”

*

Where Data Protection Act is cited in this document it should be noted that neither the Data Protection Act 2018 nor the General Data Protection Regulation specify any retention timeframes. We
have included suggestions that we feel are reasonable “best practice” but Organisations should adopt their own retention periods in these cases, documenting also the reason for the retention.
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Tax records

i Document i Retention period i Reason for retention period

: ¢ Six years after the end of the accounting period

¢ Transfer pricing documents and other records i the tax return relates to / the date Fi Act

: ) : , ) , : Finance Ac

i supporting the company’s tax return i onwhich the enquiry period for the tax H

i return closes i :

Records of all delivery of goods or services and of
imports and exports for VAT purposes

Six years from the date the records were created VAT Act 1994

ix years from the effective date of the transaction :

i / the date on which tax enquiry into a return is
Stamp duty land tax documents completed or end of the period during which Finance Act
': i HMRC should have power to make an enquiryinto

the return
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Payroll documentation

i Document Retention period Reason for retention period
Income tax records re employees leaving i.e P45 Six years plus current year Taxes Management Act

Notice to employer of tax code (P6) Six years plus current year Taxes Management Act

Annual return of employees and directors expenses Six vears plus current vear Taxes Management Act

: [ us cu X

i and benefits (PT1D) yearsp Y 9

Certificate of pay and tax deducted (P60) Six years plus current year Taxes Management Act

Notice of tax code change Six years plus current year Taxes Management Act

Annual return of taxable pay and tax deducted Six years plus current year Taxes Management Act

Records of pension deductions (including ) )

: ) Six years plus current year Pensions Act

i superannuation)

Clock cards Two years after audit Audit

) Companies Act/Charities Act and Taxes
: Payroll and payroll control account Six years plus current year

: Management Act
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Document Retention period Reason for retention period

Medical records and details of biological tests

© under the control of Lead at Work Regulations ; 40 years from the date of the last entry : The Control of Lead at Work Regulations

:  Three years after last entry or end of investigation The Reporting of Injuries, Diseases and Dangerous

A ident books, accident d t -
; ccldent hooks, accident fecor slreports if later Occurrences Regulations 1995

Redundancy details, calculations of payments,
¢ refunds, notifications to the Secretary of State

 Six years after employment has ceased  Best practice

i Life Assurance expression of wish forms  Six years after employment ceases or death  Best practice

Records relating to working time Two years from date on which they were made The Working Time Regulations

Applications forms and interview notes (for i Equality Act 2010; One year limitation for
‘ i unsuccessful candidates) defamatlon actions under Limitations Act

Six months to a year

: Statutory Maternity Pay records, calculations, Three years after the end of the tax yearinwhich ) )

i ) ) ) i The Statutory Maternity Pay Regulations

i certificates or other medical evidence ¢ maternity period ends H

: Statutory Sick Pay records, calculations, : Three years after the end of each tax year for : ) )

H ) ) : Statutory Sick Pay (General) Regulations

i certificates, self-certificates Statutory Sick Pay purposes : H

H Three years after the end of the pay reference
i period following the one that the records cover

' National minimum wage records | National Minimum Wage Act

*  Records for key senior executives should be kept permanently for historical purposes
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Buildings, plant and engineering

Document Retention period Reason for retention period
Deeds of title Permanently or until property is disposed of* Limitations Act 1980

: 12 years after the lease and liabilities under the
i lease have terminated

 Final plans, designs and drawings of the building,

planning consents, building certifications, collateral Permanently or until six years after property is
i warranties, records of historical interest and final ~  disposed of

health and safety file. 5

’ Permanently. Property holders required to examine
the premises for asbestos or possible asbestos :

Asbestos Register and Asbestos Disposal Certificate materials. recorfj the location or those materials

: i and assess the risk. These assessments are to be

recorded and provided to anyone who may disturb

 the asbestos.

i Hazardous substances: disposal of heavy metals
i and radioactive sources

Limitations Act 1980

Limitations Act 1980

Control of Asbestos at work Regulations

Permanently Limitations Act 1980

: Until one year after the plant and machinery is
removed from the building

Records of major refurbishments, warranties, H H
i planning consents, design documents, final health  : 13 years for actions against contractors etc i Limitations Act 1980
i and safety files H H

Limitations Act 1980

*  Copy of title deeds should be kept for six years after disposal.
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Resident/Care Records

Document Retention period Reason for retention period

Short break residents Three years after last visit Best practice
LongtermresmemcomractsandcorrespondenceSlxyearsaﬁerdeathOrdISCharge ................................ DataPrmectlonAct ......................................................... ;
O O O e A A ;
Resident care documents Three years after date of last entry” Data Protection Act .

Six years after death or discharge or resident, or

i Records of complaint and investigations : ) . o
: : completion of investigation if later

{ Best practice

i Resident meeting minutes i One year i Best practice
Clinical staff unit meetings One year Data Protection Act
Clinical audit forms One year Best practice

¢ Unit communication books and diaries i One year { Best practice

GP visit records sheets and INR fax sheets One month Best practice
Bath and shower temperature logs One year Best practice
Controlled drug register Best practice

*The Director of Care is responsible for identifying exceptional/complex cases where documents should
be restrained from longer periods. These documents should be retained separately
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Pensionrecords

Document Retention period Reason for retention period

: Details recurrent pensioners : 10 years after benefit ceases : Commercial

::j:r::ms(:heme_ neXtof km /expressmn OfWISh ...... Slxy earsaﬁerdateofdeath ........................................... DataPrOtectlonAct* .......................................................
All trust deeds and rules Permanently Companies Act, Commercial, Pensions Act

Trustee SmmUtebOOk ...................................................... Permanemly ...................................................................... Compa nIESACt Co mmeraal PenSIon S Act ..............

: Annual accounts : Permanently : Companies Act, Commercial, Pensions Act

: Pension scheme investment policies 12 years from the ending of any benefit payable Companies Act, Commercial, Pensions Act
Actua”alrepom ............................................................... Permanemly ...................................................................... Compa nleSAct Co mmeraal Pensmn S Act ..............

Contribution records Permanently Companies Act, Commercial, Pensions Act
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Other documents

i Document i Retention period i Reason for retention period
Trustee/director/governor minutes of meetings and Minimum 10 years from the date of the meeting or Data Protection Act*, Companies Act, Charities
i decisions made as resolutions in writing i from the date of passing a resolution in writing fAct

Minutes of general meetings and members’ Minimum 10 years after the date of the meeting/ : .

: ) o ) o : Companies Act, Charities Act

i resolutions passed other than at a general meeting : resolution/decision :

) ¢ Minimum 10 years either from the date of :

i Contracts relating to a purchase by the company of : ) ) : )

! its own shares i completion or the date on which the contract i Companies Act
i : :

therwise determines
i Minimum one year from the date of termination of : )
i : Companies Act
: the contract i

i Directors service contracts

¢ Annual accounts and annual review i Permanently i Data Protection Act*
i Major agreements of historical significance ¢ Permanently i Data Protection Act*
¢ Investment certificates i Permanently i Companies Act, Charities Act, commercial

i Personal injury actions must generally be
commenced within three years of injury. However
industrial injuries not capable of detection within
i that period (e.g. Asbestos) the time period may be
! substantially extended.

i Three years for general records. Permanently for

¢ Health and safety records : )
: i records relating to hazardous substances.

¢ Investment ledger i Permanently i Companies Act, Charities Act, commercial
{ Fixed assets register ¢ Permanently i Companies Act, Charities Act, commercial

Contract with customers, suppliers or agents,
licensing agreements, rental/hire purchase

i agreements, indemnities and guarantees and other
i agreements or contracts

Six years after expiry or termination of the H
i contract. If the contract is executed as a deed, the { Limitations Act 1980
 limitation period is twelve years ‘

*  Sixyears is generally the time limit within which proceedings founded on contract may be brought. Actions for latent damages may be brought up to 15 years after the damage occurs.
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Insurance documents

h

 Retention period  Reason for retention period

Document

{ Policies i Three years after lapse  Data Protection Act*

Data Protection Act*

Three years after settlement

¢ Claims correspondence

i Employers’ Liability ( Compulsory Insurance)

i 40 years i Regulations 1998

Employer’s Liability insurance certificate

Accident reports and relevant correspondence { Three years after settlement { Data Protection Act*

This document is prepared to keep readers abreast of current developments but is not intended to be a comprehensive statement of law or current
practice. Professional advice should be taken in light of your personal circumstances before any action is taken or refrained from. No liability is
accepted for the opinions it contains or for any errors or omissions. Buzzacott LLP is a limited liability partnership and is registered in England and
Wales with registered number 0C329687. Registered office is 130 Wood Street, London EC2V 6DL. © Buzzacott LLP 2020. All rights reserved.
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