Retention Periods

	Forms / Papers


	Retention Period


	Location



	Appeals and correspondence about the segmentation banding of an employer


	3 Years


	ER Pad - Note EBS of actions



	Bankruptcy / Insolvency / Liquidation correspondence


	3 Years


	ER Pad - Note EBS of actions



	Bulk Transfer and Part Scheme Transfer lists


	3 years


	ER Pad - Note EBS of actions



	Cessation correspondence


	Scrap


	N/A - Note EBS and ECS notes of actions



	Change of address


	Scrap


	N/A - Note EBS of actions



	CIS 36


	9 years


	Filed in P35 annual run in Area office



	Complaint papers


	3 years


	ER Pad - Note EBS and ECS notes of actions



	Correspondence relating to penalties


	3 years


	ER Pad - Note EBS and ECS notes of actions



	Details of an average car benefit / car scheme


	3 Years


	Kept in establishment file in Area



	Dispensation papers


	6 Years


	Employer Compliance - Note EBS and ECS of actions



	Dormancy


	N/A


	Scrap - Note EBS and ECS notes of actions



	Early Morning Output


	N/A


	Scrap



	Employer compliance review papers


	6 Years


	Employer compliance



	Exemption from assessment of living accommodation


	3 Years


	ER Pad - Note EBS of actions



	Expatriate correspondence


	N/A


	These papers will be kept with the six National Expatriate Teams - Note to be made on ECS and EBS of actions



	Information  regarding protective clothing / laundry and so on supplied


	9 years


	Filed in P35 annual run in office - Note EBS of actions



	New Employer Business Support Initiative (NESI) notification of case set up


	N/A


	Scrap after working



	Over / underpayment correspondence


	3 Years


	ER Pad - Note EBS of actions



	Overpayment Work List


	N/A


	Scrap



	P11d


	9 years


	Kept with individuals self assessment tax returns within the Area office



	P11db


	3 years


	Kept in separate annual run within the Area office



	P12


	9 years


	Stored centrally until linked with P37 then linked and stored with P35



	P14


	3 years


	Filed in separate annual run in employer reference or P228 batch number order



	P35 return (original)


	9 years


	Filed in a separate annual run in Area office employer reference OR P228 batch number order



	P35 (additional / amendments / corrections)


	9 years


	Filed in P35 annual run in Area office.  If P35 e-filed, file in run where paper version would sit



	P35 Penalty determination notices or amended determination notices 

	9 years


	Filed in P35 annual run in Area office.  If P35 e-filed, file in run where paper version would sit



	P35 request


	N/A


	Scrap



	P37


	9 years


	Filed with P12 in P35 annual run in Area office



	P38A


	9 years


	Filed in a separate annual run with forms P35 in Area office.  If P35 e-filed, file in run where paper version would sit



	P212


	3 years


	ER Pad - Note EBS of actions



	P228


	N/A


	Scrap after working



	P248A


	N/A


	Scrap after working



	P510


	N/A


	Scrap after working



	Papers relating to Marine employers


	3 Years


	ER Pad - Note EBS of actions



	PAYE settlement agreement papers


	6 Years


	Employer compliance - Note ECS and EBS of actions



	Payment book requests


	N/A


	Scrap



	Salary sacrifice arrangements


	3 Years


	ER Pad - Note EBS of actions



	Share scheme details


	N/A


	Papers held with case worker



	Status papers


	6 Years


	Employer compliance - Note ECS of actions



	Successions


	3 years


	ER Pad - Note EBS of actions



	Tax free payment correspondence


	3 years (from the year in which the tax free payment correspondence is settled)


	ER Pad - Note EBS of actions



	Tax and National Insurance Contributions avoidance scheme correspondence


	9 years


	Employer compliance - Note ECS of actions



	Unused CIS Vouchers


	N/A


	Scrap



	46F


	N/A


	Scrap




