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Buildings, plant and engineering (continued)

Document Retention period Reason for retention period

Asbestos Register and Asbestos Disposal 
Certificate

Permanently. Property holders required 
to examine the premises for asbestos or 
possible asbestos materials, record the 
location or those materials and assess 
the risk. These assessments are to be 
recorded and provided to anyone who 
may disturb the asbestos.

Control of Asbestos at work Regulations

Hazardous substances: disposal of heavy 
metals and radioactive sources

Permanently Data Protection Act

Plant and Machinery
Until one year after the plant and 
machinery is removed from the building

Data Protection Act

Records of major refurbishments, 
warranties, planning consents, design 
documents, final health and safety files

Thirteen years for actions against 
contractors etc

Data Protection Act

Pension records

Document Retention period Reason for retention period

Details re current pensioners Ten years after benefit ceases Commercial

Pensions scheme - next of kin/expression 
of wish forms

Six years after date of death Data Protection Act

All trust deeds and rules Permanently
Companies Act, Commercial, Pensions 
Act 1995

Trustees’ minute book Permanently
Companies Act, Commercial, Pensions 
Act 1995

Annual accounts Permanently
Companies Act, Commercial, Pensions 
Act 1995

Investment and insurance policy records Permanently
Companies Act, Commercial, Pensions 
Act 1995

Actuarial reports Permanently
Companies Act, Commercial, Pensions 
Act 1995

Contribution Permanently
Companies Act, Commercial, Pensions 
Act 1995



INSIGHTS: July 2009

Page 6

Buzzacott LLP  
130 Wood Street,  
London EC2V 6DL
Main line +44 (0)20 7556 1200   
Fax +44 (0)20 7556 1212
www.buzzacott.co.uk

This document is prepared to keep readers abreast of current developments, but is not intended to be a comprehensive statement of law or current practice. 
Professional advice should be taken in light of your personal circumstances before any action is taken or refrained from. No liability is accepted for the opinions it 
contains, or for any errors or omissions. Buzzacott LLP is a limited liability partnership and is registered in England and Wales with registered number 0C329687.
Registered of�ce is 130 Wood Street, London EC2V 6DL.  © Buzzacott LLP February 2011. All rights reserved.

Insurance documents

Document Retention period Reason for retention period

Policies Three years after lapse Data Protection Act

Claims correspondence Three years after settlement Data Protection Act

Employer’s Liability insurance certi�cate Forty years Employers’ Liability ( Compulsory 
Insurance) Regulations 1998

Accident reports and relevant 
correspondence Three years after settlement Data Protection Act

Other documents

Document Retention period Reason for retention period

Trustee/director/governor minutes or 
meetings and decisions Permanently Data Protection Act

Annual accounts and annual review Permanently Data Protection Act

Major agreements of historical 
signi�cance Permanently Data Protection Act

Investment certi�cates Permanently Companies Act, Charities Act, 
commercial

Health and safety records
Three years for general records. 
Permanently for records relating to 
hazardous substances.

Personal injury actions must generally 
be commenced within three years of 
injury. However industrial injuries not 
capable of detection within that period 
(e.g. Asbestos) the time period may be 
substantially extended.

Investment ledger Permanently Companies Act, Charities Act, 
commercial

Fixed assets register Permanently Companies Act, Charities Act, 
commercial

Contract with customers, suppliers or 
agents, licensing agreements, rental/
hire purchase agreements, indemnities 
and guarantees and other agreements or 
contracts

Six years after expiry or termination of 
the contract. If the contract is executed 
as a deed, the limitation period is twelve 
years

Limitations Act 1980 5

5 Six years is generally the time limit within which proceedings founded on contract may be brought. Actions for latent damages 
may be brought up to �fteen years after the damage occurs.
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