Document Retention Schedule
	Document
	Form
	Retention Period
	Why Retained
	Retained Where

	Agendas
	IT
Website
	Indefinite
Indefinite
	Possible reference
	PC computer
Website

	Minutes
	Paper 
IT
Website
	Indefinite
As long as useful
Indefinite
	Archive
Reference & copy/paste
Information
	Volumes 1 - 5 in Clerk’s home office
PC computer file
Website

	AGAR Forms

	Paper + scan
Website
	Current + 1 year
Added each year
	Statutory
	Clerk home office
Website

	Bank Statements
	IT & Paper
	7 years?
	Audit and live reference
	Clerk and Deputy RFO’s online banking 

	VAT refunds
	IT
	7 years?
	Audit
	Deputy RFO’s home office 

	Insurance Policy
	IT
	Whilst current + 1 year
	Required + Reference
	PC computer

	Asset Register
	IT
Website
	Revised as necessary
	Statutory
	PC computer
Website – ‘Transparency’

	Cllrs’ Acceptance of Office
	Paper
	Whilst in Office + 1 year
	Statutory
	Clerk’s home office 

	Cllrs’ Registers of Interests
	IT
Website
NYC
	Whilst in office + 1 year
	Statutory
	PC computer
Website
NYC

	Policies, etc.
	IT
Website
	Whilst current
Whilst current
	Record + Reference
Reference
	PC computer
Website

	Contracts, etc.
	IT
	Whist current + 1 year
	Record + Reference
	PC computer



