i
DATA MANAGEMENT

AND GDPR

Document

Minutes

Agendas

Accident/
incident reports

Scales of fees
and charges

Receipt and
payment accounts

Receipt books
of all kinds

Bank statements including
deposit/savings accounts

Bank paying-in books

Cheque book stubs

Quotations and tenders

Paid invoices

Paid cheques

VAT records

Petty cash, postage
and telephone books

Timesheets

Wages books/payroll

Insurance policies

Insurance company names
and policy numbers
Certificates for insurance
against liability for

Minimum
Retention Period

Indefinite

5 years

20 years

6 years

Indefinite

6 years

Last completed
audit year

Last completed
audit year

Last completed
audit year

6 years

6 years

6 years

6 years generally
but 20 years for
VAT on rents

6 years

Last completed
audit year 3 years

12 years
While valid (but see

next two items below)

Indefinite

40 years from date
on which insurance

SPECIAL FEATURE

HOW LONG MUST | RETAIN
THAT DOCUMENT?

The following is an extract from a comprehensive schedule of all types of documents,
including specific services such as cemeteries and allotments which a typical council is likely
to hold indicating how long each should be retained and how it should be disposed of. The

full schedule is available on the website at www.slcc.co.uk/GDPR

Reason Location Disposal
Retained
Archive Original signed paper copies of council minutes of meetings
must be kept indefinitely in safe storage. At regular intervals of
not more than 5 years they must be archived and deposited
with the Higher Authority
Management Bin (shred confidential waste)

Potential claims Confidential waste. A list will be kept of those documents

disposed of to meet the requirements of the GDPR regulations.

Management Bin

Archive N/A

VAT Bin

Audit Confidential waste
Audit Confidential waste
Audit Confidential waste

Limitation Act
1980 (as amended)
VAT

Limitation Act
1980 (as amended)

VAT

Tax, VAT,
Limitation Act
1980 (as amended)
Audit (requirement)
Personal injury

(best practice)

Superannuation

Confidential waste. A list will be kept of those documents

disposed of to meet the requirements of the GDPR regulations.

Confidential waste

Confidential waste

Confidential waste

Confidential waste

Bin

Confidential waste

Management Bin
Management N/A
The Employers’ Bin

Liabil‘rty (Compulsory Insurance)

employees commenced or was Regulations 1998 (51 2753)
renewed Management
Town Park equipment 21 years
inspection reports
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