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MOJ AND HMCTS FINANCE 

(ELECTRONIC RECORDS INPUT ON EDRM SYSTEM)

RECORD RETENTION AND DISPOSITION SCHEDULE

Government Departments, Agencies, and all other public sector bodies, are instructed to retain any and all documents; correspondence; notes; e-mails and all other information – however held – which contain or may contain content pertaining directly or indirectly to the sexual abuse of children or to child protection and care. For the purposes of this instruction, the word “children” relates to any person under the age of 18.
	NO
	DESCRIPTION- FILE PLAN LEVEL


	ACTION

	1. 
	Finance – Banking

Mandate- Service Level agreements

Banks Automated Clearing System (BACS)

Debit and Credit Cards

Direct Debits

Discrepancies

Service Monitoring

Office of the Paymaster General (OPG)

Cash Collections
	Destroy 3 years after folder closed 

	2. 
	Finance – Payments
	Destroy 7 years after folder closed

	3. 
	Finance – Corporate Governance

Appointment Letters

Audit

Frameworks

Money laundering

Regularity and Propriety

Risk Management 

Statement on internal control


	Review no later than 7 years after folder closed

Retain or destroy

	4. 
	Finance – Corporate governance

Fraud and Irregularity

· Reports

· Investigations
	Destroy 7 years after folder closed.

This is in accordance with the Internal Assurance Division schedule



	5. 
	Finance – Corporate governance

Fraud and Irregularity

· Working group 
	Destroy 3 years after folder closed

This is in accordance with the Internal Assurance Division schedule

	6. 
	Finance – Management Accounting 
	Destroy 7 years after folder closed

	7. 
	Finance – Financial Accounting 
	Destroy 7 years after folder closed

	8. 
	Finance – Strategy Planning and development
	Review 5 years after folder closed

Retain or destroy

	9. 
	Finance – Guidance
	Destroy 7 years after folder closed



	10. 
	Finance – Oracle 11 Project:


	Review no later than 5 years after folder closed

Retain or destroy

	11. 
	Finance - Training
	Destroy 3 years after folder closed

	12. 
	Finance - Communications
	Destroy 7 years after folder closed

	13. 
	Local Management – Finance Division – except budget
	Destroy 3 years after folder closed

	14. 
	Local Management – Finance Division – budget
	Destroy 7  years after folder closed


This Schedule takes account of any electronic document whose creation was discussed in its preparation.  These documents are either printed out and copies placed on registered paper files or held as electronic records and noted in the schedule. 
The MoJ Departmental Records Officer has drawn up this RRDS in consultation with the Finance Division

Please retain for future reference.
Departmental Records Officer 

Ministry of Justice 
Departmental Library and Records Management Services
1 Floor, 102 Petty France

London

SW1H 9AJ
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