APPENDIX 2

RETENTION OF DOCUMENTS – Reviewed 1/7/2017
	Item
	Minimum Period of Retention

	Expenditure records:
	

	Register of Tenders & Quotations
	Currency of records, or 6 years for dead cases

	Contract Documents (where contract is under seal or by hand)
	12 Years

	Unsuccessful quotations & tenders
	After External Audit

	Contract register
	Indefinitely

	Contractors Final Account Documents
	12 Years

	Requisition for supplies/works
	After External Audit

	Official purchase orders
	After External Audit

	Delivery notes
	After External Audit

	Paid Accounts (Suppliers invoices)
	6 Years

	Paid Cheques including Giro cheques(presented)
	After External Audit

	
	

	Costing Documents
	

	Postage Returns
	After External Audit

	Inter-departmental account transfer
	After External Audit

	Petty Cash Records
	After External Audit

	Credit card purchases register
	After External Audit

	Year end costing and financial tabulations
	3 Years

	
	

	Payroll
	

	Timesheets
	After Audit, but minimum of 2 Years

	Car Allowance Claims
	After Audit, but minimum of 2 Years

	Other staff returns (e.g. overtime claims)
	After Audit, but minimum of 2 Years

	Payrolls (in whatever final form)
	3 Years

	P11 & P35 returns
	3 Years

	Individual pensioners files
	Currency of record, 12 months after case has been closed after death

	Superannuation
	

	Register of Contributors and Contributions
	Indefinitely

	Transfer Value Documents
	Indefinitely

	Register of Pensioners
	Indefinitely

	Triennial Valuations – all papers and records
	Indefinitely

	Half-Year tabulations of employees pensionable pay and contributions
	6 Years

	
	

	General Accounting Records:
	

	Bank Pass Book Sheets
	6 Years

	Receivership Records
	6 Years

	Cashiers Collection & Deposit Book
	6 Years

	Cashiers Petty Cash
	6 Years

	Imprest Account
	6 Years

	Post-dated cheques register
	6 Years

	RD Cheques Register
	6 Years

	Deposit books
	6 Years

	Insurance
	

	Register of Insurances
	Indefinitely

	Insurance Policies(discontinued)
	Indefinitely

	
	

	Other
	

	Financial statements
	6 Years

	Final accounts working files
	6 Years

	Register of accounts written off
	6 Years

	Controlled Stationery Register
	Indefinitely

	All Records relating to V.A.T.
	6 Years

	
	

	General Income
	

	Primary Periodical Income
	3 Years

	Primary debtors record
	Currency of record or 6 years, whichever is the longer

	Supporting documents to the above
	3 Years

	
	

	
	


