
Accobi – Document Retention Policy 

1. Introduction 

This policy sets out how Accobi manages the retention and disposal of documents and 

records in compliance with the UK General Data Protection Regulation (UK GDPR), 

Data Protection Act 2018, and relevant accounting regulations. 

2. Purpose 

To ensure that: 

 Personal data is not kept for longer than necessary. 

 Records are retained for appropriate periods to meet legal, regulatory, and 

business needs. 

 Data subjects' rights under GDPR are upheld. 

3. Scope 

This policy applies to: 

 All physical and digital documents containing personal data. 

 All sta#, contractors, and associates who process personal data on behalf of 

Accobi. 

4. Key Principles 

 Data must be retained only for as long as necessary. 

 Retention periods must be based on legal requirements and business necessity. 

 Once no longer required, data must be securely disposed of. 

5. Retention Periods 

Document Type Retention Period Legal Basis / Reason 

Client accounting records 6 years HMRC requirements 

Payroll and PAYE records 3 years HMRC requirement 

Company tax returns 6 years HMRC/Companies Act 

Anti-Money Laundering (AML) 

due diligence 

5 years after end of 

relationship 

Money Laundering Regulations 

2017 

Client correspondence 

(emails, notes) 
6 years Limitation Act 1980 



Document Type Retention Period Legal Basis / Reason 

Sta# employment records 6 years after leaving 
Employment law/statutory 

defence 

Marketing consent records As long as valid 
GDPR compliance – consent 

must be provable 

6. Secure Disposal 

When records exceed their retention period, they will be: 

 Shredded (for paper records), or 

 Permanently deleted from systems (for digital records). 

Backups will also be reviewed to ensure expired data is not retained unnecessarily. 

7. Responsibilities 

 Data Protection Lead (DPL): Responsible for overseeing retention practices. 

 All Sta.: Must follow this policy and flag any uncertainty to the DPL. 

8. Data Subject Rights 

Individuals have the right to: 

 Access their personal data. 

 Request erasure when data is no longer needed. 

Such requests will be assessed in line with retention requirements and legal 

obligations. 

9. Review 

This policy is reviewed annually or when there is a change in regulation or business 

process. 

 


