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What is retention scheduling? 
 
Overview 
 

Retention scheduling is at the heart of effective records management.  It is a set of processes by 
which you determine how long you need to keep a given record – the ‘retention period’ - and 

what happens to it at the end of that period. The decisions you make and actions you identify are 
drawn together into a key document - the retention schedule - which you can then use to manage 

your records going forward. 

 
1 What are the benefits of retention scheduling? 
 

Retention scheduling will help you to:  
 ensure legislative compliance (with legislation and regulations relating to your own 

business area, the Public Records Act and the Data Protection Act) 

 enhance business effectiveness, by increasing your control over your records, saving 
valuable staff time and records storage costs.  

 
2  How do I create a retention schedule? 
 

Before starting any retention schedule, please contact the IOMPRO to discuss what you are 

planning to do. You may wish to produce a more detailed information asset register as part of this 
process (see Factsheet 12 (‘Creating an information asset register’).  

 
A brief overview of the basic retention schedule process is given below followed by an example 

schedule (Appendix A). A template for you to use when creating your own retention schedule is 

available from the Public Record Office (Excel format). 

 
2.1 Identify the records you create, receive and manage (Column A)  
 

This is done by starting with a function (that is, something that you do), for example, finance, 
personnel, procurement or marketing. All the types of records that go towards achieving this 

function are then listed in your retention schedule.  Examples are correspondence, plans, 

committee minute books, order books or a customer database.  Each record type is called a 
record series. Records may be in different formats, including paper, audio and electronic records. 

 
2.2 Decide how long you need to keep each record series (Column B, C and D) 

  

For each type of record (record series), consider:  
 how long any legislation, regulation or policy requires you to keep a record (Column B) 

 how long the record is useful to you in terms of your day to day business (Column C). 

 

Your final retention period (how long you need to keep the records – column D) will be the longer 
of these two requirements, subject to additional requirements under Public Records Act selection 

(see below: 2.3). When stating the retention period try to be as specific as possible and include  
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any triggers that begin the retention period, for example, ‘current financial year + 7 years’ or 

‘date of closure of file + 3 years’. 
 

2.3 Select records for permanent preservation (Column E) 

 
When the retention period comes to an end, records are either retained for permanent archive 

preservation at the Public Record Office or destroyed.  The process that decides what happens to 
records at this time is called ‘selection’.   

 
You have a legal obligation under the Public Records Act to work with the Isle of Man Public 

Record Office to ensure appropriate records are selected to form part of the historic archive.  

Please contact the IOMPRO team to discuss selection. More information about the process is 
covered in Factsheet 8 (‘What is selection for permanent preservation?’).  

 
Once selection has been agreed with the IOMPRO, records that are not selected for preservation 

can be securely destroyed at the end of their retention period.   

 
2.4 Identify any actions to be taken during the life of the records or at the end of their 

retention period (Column F):  
 

Typical actions might include: 
 transferring selected records to the Isle of Man Public Record Office (at a date agreed 

with the IOMPRO) 

 destroying records securely at the end of their retention period (only if not selected for 

permanent preservation – see section 2.3).  

 
2.5 Sign the schedule off 

 
Until it is signed off by both you (or a more senior manager as appropriate) and the IOMPRO, the 

retention schedule is not valid.  You  sign the schedule to confirm that you have taken the steps 

necessary to determine how long the records need to be kept and that you have carried out the 
necessary work on selection and transfer dates to fulfil your obligations under the Public Records 

Act. In turn, the IOMPRO signs to confirm that selection has been agreed and that transfer dates 
are in place for those records selected for permanent preservation. 

 

2.6 Apply the schedule to your records 
 

Once in place, your retention schedule can be applied to the records series it covers on an 
ongoing basis until there is a change in the circumstances of the series.  Moreover, with IOMPRO 

agreement, it can also sometimes be applied back across older records in the same series (for 
further details on this see Factsheet 8 (‘What is selection for permanent preservation?’). 

 

2.7 Review the retention schedule regularly 
 

Your retention schedule is a living document. Periodic reviews will be necessary to take into 
account any changes in legislation, your business practices and any new record series that you 

may have created since the last review.  Please consult with the IOMPRO when reviewing your 

retention schedule. 

 
3 How can I get further IOMPRO guidance? 

 
If you wish to talk to someone about any information given in this document, or any issues raised 

by it, please contact the IOMPRO on 693569 or email us at public.records@gov.im. These 
factsheets, together with other IOMPRO information, are available at 

http://www.gov.im/pro; if you have access to the IOM Government intranet you can also find 

them under Public Records on the Government page.  
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Column F: Record any actions you need 
to take at the end of the retention period 

– this might include transferring selected 
records to the Public Record Office, 

transferring records to temporary 

storage until age 25 years or destroying 
records that are not selected for the 

Public Record Office. 

Appendix A: An example retention schedule 

 

 

 

 

 

Title:  e.g. Isle of Man Government, General Registry, Legal Aid and Legal Costs section: finance records 

Column A Column B Column C Column D Column E Column F Column G 

 
 

 

Record Series  

Retention 

requirements – 

legal/regulatory 

Retention 

requirements – 

business needs 

Retention 

period  

Public Records Act 

selection (to be 

completed by the PRO) Actions  Notes 

Requisition slips (pink 
forms) 

None 
2 years (best 
practice) 

Date of 
creation + 2 
years None 

Destroy records at the end of 
the retention period. 

 

Accounts 

7 years (Isle of Man 
Government finance 
regulations) 

7 years (office 
practice) 

Current 
financial 
year + 7 
years 

All to be retained for 
permanent preservation. 

Retain all records to age 25 
years. Transfer to the 
IOMPRO at age 25 years. 

 

 

 

 

 

 

Title: A flexible title that 

sets out the scope of your 

retention schedule – this 
may include all the 

records of your 
organisation or just 

records of a particular 

function, such as finance 
or planning 

Column A: Include 
a row in your 

retention schedule 
for each type of 

records you create 

or receive (each 
‘record series’).   

Column A: If the 

records are known by a 
name other than the 

official title (as with the 
‘pink forms’ example 

above) it’s best to 
include this in the 
retention schedule. 

Column B: Is there any 
legislation, policy or 

regulation that requires 
you to keep the records 

series for a certain 

length of time? If in 
doubt, ask your usual 

source of legal advice. 

Column C: How long are the 

records useful to you for 
business purposes, aside from 

legal compliance? It can often 
be useful to look at best 

practice across your business 
sector in the UK and elsewhere. 

Column D: The ‘retention period’ is 
the longer of the two periods in 

columns b and c - the length of time 
you need to keep the records for both 

legal and business reasons. Don’t 

forget that your records may also be 
selected for permanent preservation 

by the Public Record Office.  

Column E: Please contact the PRO team and 
we can work with you to decide which records 

series should be kept permanently as part of 
the Public Record Office collections (called 

‘selection’). It is very important that selection 

has been carried out before you dispose of any 
of your records – this is a legal obligation under 

the Public Records Act.  

Column G: This 

space can be used to 

record any access 
considerations (for 

example, records that 
are sensitive or 

confidential) or 

information not 
recorded elsewhere. 
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Appendix B: Isle of Man Public Record Office: retention schedule template 

 

Records Retention Schedule 

Title:   

Record Series 

Retention 

requirements - 
legal/regulatory 

Retention 

requirements - 
business needs Retention period 

Public 
Records Act 

selection (to 
be 

completed 
by the PRO) Actions Notes 

              

              

              

              

              

              

              

              

              

Retention schedule sign off (please note: the retention schedule is only valid when both 1 and 2 are signed): 

  

1. On behalf of [INSERT ORGANISATION NAME/DEPARTMENT/DIVISION AS APPROPRIATE] signing for all 

columns excluding E: 

2. On behalf of the IOMPRO signing for 

column E only: 

    

Name   Name   

Signature   Signature   

Position   Position   

Date   Date   

 


