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Briefing Note 

Document Retention 
 

For Council on 25 February 2021 – Item 14 
 
Introduction 
 
This briefing note seeks approval to dispose of old magazine, consultation materials, company 
brochures and planning applications that are no longer required to be held as records. The Clerk will 
also be exploring the safe storage of Council Minutes at the County Records Office. 
 
The Parish Council has a Document Retention Scheme which sets out how long documents should be 
retained for audit, staffing, tax and insurance reasons.  As part of the office furniture project, the 
contents of the filing cabinets and storage shelves have been reviewed and various documents can 
now be disposed of.  All heritage related materials are being kept.  Members are asked to approve 
the disposal of the items below that are proposed for recycling or confidential disposal: 
 

Materials Description Method of Disposal 

Old magazines, journal and bus 
timetables that can now all be 
found on-line if required. 

Out of date bus timetables, journals 
from the Society of Local Council 
Clerks, NALC and the Institute of 
Cemetery and Crematorium 
Management 

Recycle 

Large Planning Applications 
which are available on the 
MSDC Planning Portal 

Boxes of plans from large planning 
applications such as Little Park, 
College Lane, Highfield Drive, 
Kingsland Laines and Chalkers Lane 
the contents of which can all be 
sourced from the Planning Portal. 

Recycle 

Community Life Plan 
questionnaires 

A large number of blank brochures 
and questionnaire response forms.  

Recycle 

Contents of Personnel Files Although key data will be stored 
regarding previous employees, the 
general content of their files do not 
need to be kept. 

Confidential Shredding 

Accounts Pre 2015 We are required to keep accounts 
for six years, plus the current year.  
All old sales and purchase invoices 
and account details can be destroyed 
from prior to 1 April 2015 

Confidential Shredding 

 
Conclusion 
Members are asked to approve the list of items above that are proposed for confidential disposal or 
recycling.   
 
RECOMMENDATION: That Council AGREES to the confidential disposal or recycling of the above. 


