SEStran Business Classification Scheme and Retention Schedule
[bookmark: _GoBack](D= Destroy securely)
May 2017 v2.0

Strategy


Projects


Governance


Administration


Finance


Procurement (Contracts)
(Award + 6 years, D)


Purchasing 
(Current Financial Year + 6 years, D)


Budget 
(Current Financial Year + 2 years, D)


Final Strategy/Delivery Plan
(Record copy - Permanent - Transfer master copy to Edinburgh City Archives)


Strategy working papers
(Retain until next Refresh, D)


Project Mgmt templates and procedures (Superceded + 6 yrs, D)


Project Files (non -European funded)
(Termination + 6 years, D)


Project Files (European funded)
(Termination + 10 years, D)


Board Meetings
(Permanent - Transfer master set of Board Papers to Edinburgh City Archives)


Governance schemes: standing orders, scheme of delegation, Code of Conduct, financial regs
(Superceded + 5 yrs, D)


Committee and liaison group meetings 
(5 years, D)


Consultation responses 
(5 years, D)
INCLUDES PERSONAL DATA


Publications
(Record sample of each publication -Permanent, Transfer master copy to Edinburgh City archives. Working files 2yrs, D)


Policies and procedures
(Superceded + 5 years, D)


Facilities Management
(5 years, D)


Travel claims         (Current Financial Year + 6 years, D)


Compliance (SLAs, FOI, PSRA, Equalities, Enviro Impact)
(2 years, D)


Delivery Plan working papers 
(5 years, D)


Grant in Aid 
(Current Financial Year + 6 years, D)


HR


HR Recruitment (Successful applications to Personnel File, Unsuccessful, 6 months D)


HR Personnel File
(termination + 6 years, D)


Payroll (Managed by CEC)
(Current + 6 years, D)
INCLUDES PERSONAL DATA


Staff (Timesheets, Holiday Requests, Expenses)
(Termination + 6 years, D)


Marketing Materials
(Newsletter, advertising)
(5 years, D)


