CWMDU AND DISTRICT COMMUNITY COUNCIL

CYNGOR CYMUNED  CWMDU A'R CYLCH

http://local.crickhowellinfo.org.uk/cwmdu-and-district
Council Document Retention / Disposal Policy Agreed at Community Council Meeting
Annex A to Minutes of the Community Council Meeting 7th June 2012
Suggested Policy in accordance with NALC Legal Topic Note 40 dated November 2007 and with BBNPA Guidelines from Head of Development Control
1.Minute Books
Indefinite Period – ( up to 10 years ) -  then sent to County Archives

2.Accounts

VAT – receipts books – 6 years

Receipt books of all kinds, paid cheques, paid invoices – 6 years

Certificates for Insurance against liability for employees – 40 years

Bank statements, bank paying books, cheque book stubs – last completed audit year
Regulations – Local Council Finance ( June 2002 ) – keep in Reference Library
Governance & Accountability for Local Councils–A Practioners Guide (2008) (Wales) – keep in Reference Library.
3.Title deeds, leases, agreements, contracts, wills, land registry deeds, wills – indefinite

4.Planning Applications

Permitted – application, plans and decision letter should be retained until the development has been completed.

Refused – papers to be retained until the period within an appeal can be made has expired. Six Months. 
5.Documents

Files over a certain age ( say 5 years ) to be weeded – documents no longer relevant to be disposed of- documents of historical interest to be retained

Correspondence – no firm guidelines.
6.Pamphletts
Code of Conduct Training notes & Guidelines 

Local Development Plans as long as they are in force by date
Parish Councils Guide ( January 2007 ) – keep in Reference Library
Local Council Clerks Guide ( August 2004 ) – keep in Reference Library
Freedom of Information – on Council website

It is proposed that the Community Council adopt the above Document Retention / Disposal Policy.

Proposed by Cllr RDH Jackson and Seconded by Cllr Mrs HG Sweeting.                              Carried.

