Appendix I
Schedule of Recommended Retention Periods for Records

Record Type
Retention Period
Reason
Offer for Archive

Meetings


Synod records
3 years
Good Practice
Yes

District Committees
3 years
Good Practice
Yes

Circuit Meetings
3 years
Good Practice
Yes

Church Council meetings
3 years
Good Practice
Yes

Reporting organisations
1 year
Good Practice
No
Employment


Employee tax & insurance records
6 years
Statutory
No

Pension contribution records
6 years
Limitation
No

Contracts of employment
6 years after end
Limitation
No
Annual Tax Return
6 years
Statutory
No

Finance


Cash books
6 years
Good Practice
No

Account books
6 years after end
Good Practice
Yes

Cheque book/ Paying in stubs
6 years
Limitation
No

Financial statements
6 years
Limitation
No

Investment & dividend returns
6 years
Limitation
No

Schedule B returns
6 years after audit
Good Practice
No

Covenanted giving & tax relief claims
6 years
Statutory
No

Bequests & endowments
2 years
Good Practice
No

Contributions to District Funds
2 years
Good Practice
No

Membership


Church membership lists
5 years
Good Practice
Yes
List of Adherents
5 years
Good Practice
Yes

Baptism and burial registers
Permanently
Good Practice
Yes
Marriage registers
Permanently
Statutory
held by General Registry

Property


Insurance Policies
40 years
Commercial
No

Claims correspondence
3 years after end
Commercial
No

Property agreements and leases
1 year after end
Commercial
Yes

Licenses for use
1 year after end
Commercial
Yes

Lettings & use by external bodies
1 year
Commercial
No

Methodist property log books
Until disposed of
CPD
Yes

Quinquennial inspection reports
Hold in property log
CPD
No
Schedule J Manse visit reports
Hold in property log
CPD
No
Health & Safety


Reportable accidents/ accident book
3 years on from date of entry
Limitation
No

Connexional, District & Circuit


Circulars and Bulletins
2 years
Good Practice
No

Synod Directory
2 years
Good Practice
Yes

Circuit Plans
2 years
Good Practice
No

Ecumenical & associated bodies
2 years
Good Practice
No

General


General Correspondence
1 year after conclusion
Good Practice
No

Anniversary & commemorative 
publications, articles, photographs, etc.
10 years
Good Practice
Yes

Church newsletters & bulletins
2 years
Good Practice
Yes

Press reports on Methodist events
1 year
Good Practice
Yes

Further points for noting
1. Start of Retention period
For correspondence files and where records are maintained in some form of ledger, the retention period should start from the date of the last entry.
2. Confidential or sensitive material
Where copies of minutes, etc. are to be circulated to members of a council of committee, any confidential or sensitive minute of discussions should be omitted from the circulated version.
3. Data protection
All record holders should be aware of the legal obligation to comply with current data protection legislation in regard to the use of personal data where such data forms part of any Methodist record.
