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COMMERCIAL AND CONTRACT MANAGEMENT DIRECTORATE 

RECORD RETENTION AND DISPOSITION SCHEDULE

Schedule for Retention and Disposal of Contractual Records for Goods and/or Services Contracts worth more than £5,000
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
	TNA

CLASS


	ACTION

	1.
	Policy

Procurement Strategy

Business case

OJEU advertisement
	
	Destroy/delete 6 years from end of contract

	2.
	Expression of interest
	
	Destroy/delete 1 year from date of submission of expression of interest 

	3.
	List of potential tenderers
	
	To be updated with new supplier information received during the contract period in readiness for re-tendering. Original list to be retained for 1 year from contract end date, and then destroyed/deleted.

	4.
	Evaluation criteria/matrix (includes financial & technical capacity/stability)
	
	Destroy/delete 6 years from end of contract

	5.
	Invitations to tender
	
	Destroy/delete 6 years from end of contract

	6.
	Evaluation of tenders (including scores, reports and notes)
	
	Destroy/delete 6 years from end of contract

	7.
	Unsuccessful tender documentation (including clarifications)
	
	Destroy/delete 1 year from notification of unsuccessful tender being sent out.

	8.
	Successful tenderer documentation (including clarification)
	
	Destroy/delete 6 years from end of contract

	9.
	Signed contract
	
	Destroy/delete 6 years from end of contract [Limitation Act 1980 Section 5 sets the time limit for actions founded on simple contracts (signed under hand) at 6 years]

	10.
	Records of performance, meetings, complaints, changes to requirements, variations and extensions
	
	Destroy/delete 6 years from end of contract

	11.
	Final accounts and disputes over payment
	
	Destroy/delete 6 years from end of contract

	12.
	Any record listed above where the related contract has been used as part of a European Social Fund match funding claim
	
	Destroy/delete 10 years from the end of the relevant European Social Fund Programme [Defined in EU Structural Funds/State aid rules. Please see the HMG guidance (paragraph 8 in particular)
https://www.gov.uk/government/publications/european-structural-and-investment-funds-document-retention]



	13.
	Any contract executed as a deed and any variation of or extension to a contract that has been executed as a deed
	
	Destroy/delete 12 years from end of contract [Limitation Act 1980 Section 8 sets the time limit for ‘specialties’ (of which a deed is a type) to 12 years]


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 Record Officer has drawn up this schedule in consultation with the COMMERCIAL AND CONTRACT MANAGEMENT DIRECTORATE 
Please retain for future reference. 
Departmental Records Officer 
Departmental Library and Records Management Service
1st Floor, 

102 Petty France

London SWIH 9AJ

DATE OF ORIGINAL ISSUE: 
Oct 2013
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