Trust deeds and rules, trustees' minute book, annual accounts, investment and insurance policy records, actuarial reports, contribution records, investment certificates and ledger fixed asset register. 

All documents listed below must be kept for an indefinite period of time: 

· Changes of payment, six years. 

· Details re current pensioners, ten years after benefit ceases. 

· Group health policies, twelve years after final cessation of benefit. 

· Group personal accident, twelve years after final cessation of benefit. 

Pension records 

· Overtime records!authorisation, three years. 

· Salary registers, six years. 

· Expense account records, seven years. 

· Staff personnel records, seven years after employment ceases. 

· Claims for redundancy, seven years after employment ceases. 

· Any medical records or examinations, thirty years after employment ceases. 

Employee/Personnel Records 
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Retention of accounting records 

Many organisations are not sure of the requirements for keeping their old accounting records. NICVA news brings you the definitive guide ... 

Purchase Invoices and Supplier Documentation 

• 

Cash books, cheque books, purchase ledger and revenue invoices must be kept for six years as required by the Companies Act! Charities Act. 

Petty cash records must be kept for seven years. 

Invoices for capital items must be kept for ten years, but the successful quotations for capital expenditure must be kept indefinitely. 

• 

• 

Income/Monies Received 

• 

Bank statements, reconciliations, remittance advices and bank paying in counterfoils must be kept for six years as required by the Statute of Limitations. 

Sales ledgers and receipts cash books need to be kept for ten years. 

Deeds of covenant must be kept for twelve years. 

However any correspondence relating to donations need only be kept for three years. 

• 

• 

• 

Payroll Documentation 

• 

All payroll documentation, including pension deductions and superannuation, need to be kept for six years, apart from clock cards and payslips which need only be kept for two years. 

Payroll and payroll control accounts must be kept for seven years, according to Statute of Limitations and Taxes Management Act. 

• 
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