
 

Retention of Documents Policy 
 

SR – Statutory Requirement, AR – Audit Requirement, BP – Best Practice 
Document  Minimum retention 

period 
Explanation 

Minute Books (SR) Indefinite Archive (NRO), Electronic copy 
(Clerk), Website (at least 2 years) 

Accounts, Annual Governance 
and Accountability Return, 
(SR/AR) 

Indefinite Hard Copy Archive (NRO), Electronic 
copy (Clerk), Website (build up to at 
least 5 years) 

Receipt records (SR) 7 years VAT 

Bank statements (AR) 7 years Audit and management 

Bank paying-in books (AR/SR) 7 years Audit and management 

Cheque book stubs (AR/SR) 7 years Audit and management 

Quotations and tenders (AR/SR) 12 years Statute of Limitations 

Invoices / Records (AR/SR) 7 years VAT 

Timesheets (AR), Payroll / (SR) 
Sickness / Holiday record (BP) 
 
Tax Codes (AR) 
 
Written Statement of Particulars 
(SR) 
 
Job Description (SR) 
 
 
Completed Job Application 
forms 
(BP)  

Last completed audit 
year 
 
7 years 
 
During Employment 
Further 12 months 
 
During Employment 
Further 12 months 
 
6 months advisory 

Audit, personnel 
 
 
Audit, HMRC 
 
Model document available 
 
 
Model document available 
 
 
Post interview queries 

Wages books (SR/AR) 12 years Superannuation 

Insurance policies (AR) 
Employers Liability Certificates 
(SR/AR) 

While valid 
40 years 

Audit and management 

Property title deeds, leases, 
agreements, contracts (SR/AR) 

Indefinite Audit and management 
 

 

General correspondence: this will be retained for as long as is relevant.   
 

Newsletters/Press releases: Retained for as long as useful.   
 

Planning applications: these are available at North Norfolk District Council. There is no 
requirement to retain duplicates at parish level. All Parish Council recommendations in 
connection with these applications are recorded in the Parish Council minutes which are retained 
indefinitely. Correspondence received in connection with applications will be retained until the 
Parish Council’s has made a recommendation to North Norfolk District Council. 
 

Reviewed March 2022 
For review March 2023 


