& BELMAS

Appendix 2: Retention of Accounting and Personnel Records — Updated January 2026

Purpose
This schedule ensures BELMAS retains documents for the minimum necessary period to comply with legal, operational, and accountability
obligations.

BELMAS follows the UK GDPR storage limitation principle: data is kept no longer than necessary.

Document Retention Period Reason

Payments cash book / purchase ledger 6 years from financial year end Companies Act, Charities Act
Revenue Invoices 6 years from financial year end HMRC

Capital Items Invoices 10 years from financial year end Asset Management Requirements
Successful Capital Expenditure Quotations 7 years from financial year end Audit & Procurement Trail

Document Retention Period Reason for Retention Period
Bank paying-in slips 6 years from financial year end HMRC

Bank statements 6 years from financial year end HMRC

Remittance advices 6 years from financial year end HMRC

Donation Correspondence 6 years from financial year end Charities Act

Bank reconciliations 6 years from financial year end HMRC

Sales ledger 6 years from financial year end HMRC

Document Retention Period Reason for Retention Period
P45, P60, P11D, etc. 6 years + current year HMRC

Payroll reports & control accounts 6 years + current year HMRC

Pension contribution records 6 years + current year Pensions Act
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Document Retention Period Reason for Retention Period
Personnelfiles 6 years after employment ends Limitation Act

Training records 6 years Operational / audit

Accident reports 3 years after last entry RIDDOR

Sick pay & maternity records 3 years after tax year end Statutory SSP/SMP
Application forms & interview notes 12 months Discrimination claims period
Redundancy records 6 years Limitation Act

Document Retention Period Reason for Retention Period
Board minutes Permanently Charity Governance
Trustee Information Term + 3years Governance continuity

Secure Disposal
All records must be destroyed securely:
e Paper: confidential shredding
e Electronic: secure erasure, including backups
e Third-party processors: verified deletion certificates where appropriate
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