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Retention of Documents Policy 

Adopted: 2nd September 2025 
Review: Sept 2028  
 
Introduction  

Culmington Parish Council creates a wide range of records to fulfil its duties. Some 
of these are of long-term historical interest and should be preserved permanently 
after their administrative usefulness has been served. Many, however, should be 
disposed of after an appropriate time. The guidelines included in this policy will help 
the Council to manage their records.  

Management of Records: 

In line with the General Data Protection Regulations (GDPR), records which contain 
personal data will be retained and disposed of in accordance with the Council’s 
Privacy Policy.  

Records to be preserved permanently, when no longer regularly consulted in the 
parish, should be deposited in the Shropshire Records Office.  

Many Parish Council records, mainly financial, may be safely disposed of by the 
Parish Clerk, usually after the minimum retention period prescribed for audit or other 
statutory purposes. Where no minimum period is given records in this category may 
be destroyed when they are no longer required in the parish council administrative 
purposes. These files will be reviewed at least every five years or when an office 
holder retires. All documents will be treated as confidential waste and shredded. 

Document 
Minimum 
retention 
period 

Reason 

Minute books Indefinite Archive 

Scales of fees and charges Six years Management 

Receipt and payment account(s) Indefinite Archive 

Receipt books of all kinds Six years VAT 

Bank statements, including deposit/savings 
accounts 

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 Six years 
Limitation Act 1980 
(as amended) 

Paid invoices Six years VAT 

Paid cheques Six years 
Limitation Act 1980 
(as amended) 
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VAT records 

Six years 
generally but 
20 years for 
VAT on rents 

VAT 

Petty cash, postage, and telephone books Six years 
Tax, VAT, and 
Limitation Act 1980 
(as amended) 

Timesheets 
Three years (or 
last completed 
audit year) 

Audit (requirement) 
and personal injury 
(best practice) 

Wages books 12 years Superannuation 

Insurance policies 
As long as a 
claim can be 
made under it 

Management and 
legal proceedings 

Certificates for Insurance against liability for 
employees 

Indefinitely Future claims 

Investments Indefinite  
Audit and 
management 

Title deeds, leases, agreements, contracts Indefinite 
Audit and 
management 

Members allowances register Six years 
Tax and Limitation Act 
1980 (as amended) 

For halls, centre, and recreation grounds: 

Application to hire lettings diaries copies of bills to 
hires record of tickets issue 

Six years VAT 

For allotments: 

Register and plans Indefinite 
Audit and 
management 

For burial grounds: 

Register of fees collected, register of burials, 
register of purchased graves, register/plan of 
grave spaces, register of memorials, applications 
for interment, applications for right to erect 
memorials, disposal certificates, and copy 
certificates of grant of exclusive right of burial. 

Indefinite 

Archives and Local 
Authorities 
Cemeteries Order 
1977 (SI. 204) 

 


