


Consultations and 
preparatory paperwork for 
Development Control re 
planning applications 

10 years after 
project 
completion 

Transfer to 
Jersey Archive 
as part of 
complete project 
file 

 

Project proposals – approved 10 years after 
completion of 
project 

Transfer 
to Jersey 
Archive 

 

Project proposals – rejected 
or deferred 

5 years after 
rejection or 
deferral 

Destroy *See variations below 

Project initiation documents –
brief or statement of 
requirements, business case, 
scope, plan, presentations, 
Project Quality Plan, 
timetable, available resources 
and budget, risk assessment, 
compliance assessments, 
project approval 

10 years after 
completion of 
project 

Transfer to 
Jersey Archive 
as part of 
complete project 
file 

 

Feasibility studies – working 
papers, draft reports and 
correspondence 

2 years after 
completion of 
project 

Destroy  

Final feasibility report – 
approved 

10 years after 
completion of 
project 

Transfer to 
Jersey Archive 
as part of 
complete project 
file 

 

Small scheme final feasibility 
report – rejected or deferred 

 20 years after 
rejection or 
deferral 

Destroy IHE schemes can often take 
considerably more than 5yrs 
before coming to fruition 

Large scheme documentation 
- rejected or deferred 

20 years after 
rejection or 
deferral 

Transfer to 
Jersey Archive 

*This could be a longer time 
period for schemes within the 
Transport Planning team 

Specifications and 
statements of requirements 
– provisional/ proposed/ 
draft 

5 years after 
completion of 
project 

Destroy  

Specifications and 
statements of requirements 
– final 

20 years after 
completion of 
project 

Transfer to 
Jersey Archive 

 

Project plans – 
preliminary/proposed, final 
contract plans or drawings 

20 years after 
completion  
 

Transfer to 
Jersey Archive 

 

Contractor/supplier/product 
selection – standing 
approved list 

Current Destroy when 
new list issued 

 

Contractor/supplier/product 
selection - requests for 
information or proposals or 
invitation to tender 

10 years after 
completion of 
project 

Destroy  

Contractor/supplier/product 
selection – responses/ 
tender & evaluation reports 
– approved 

20 years after 
completion of 
project 

Transfer to 
Jersey Archive 

 

Contractor/supplier/product 5 years after 
rejection 

Destroy  



selection – responses/tender 
and evaluation reports – 
rejected 

Contractor/supplier/product 
selection – minutes and 
record set of papers of tender 
board or selection process 

10 years after 
completion of 
project 

Transfer to 
Jersey Archive 

 

Contractor/supplier/product 
selection – tender board 
working papers and 
duplicates/drafts of above 

2 years after 
completion of 

selection 
process 

Destroy  

Contracts and agreements for 
supply or work 

10 years after 
completion of 

contract 

Transfer to 
Jersey Archive 

 

Bills of quantities 20 years after 
completion of 
project 

Transfer to 
Jersey Archive 

 

Maps, plans and drawings – 
working and other copies, 
shop drawings etc 

5 years after 
completion of 
project 

Destroy  

Maps, plans and drawings 
– master set or as-built 
drawings, including M & E 
and structural drawings, 
where these differ 
from contract drawings 

20 years after 
completion of 
project 

Transfer to 
Jersey Archive 

 

Artistic impressions / 
Photographic records 

20 years after 
completion of 
project 

Transfer to 
Jersey Archive 

 

Correspondence and 
papers relating to 
variations in 
specifications 

10 years from 
completion of 
project 

Destroy  

Financial documents – total 
budget and budget control, 
cost plans 

10 years from 
completion of 
project 

Transfer to 
Jersey Archive 

 

Project development – 
records of testing of 
equipment, supplied goods 
or materials and site 
records 

10 years from 
completion of 
project 

Destroy  

Project development – project 
schedules incl. contingency 
and backup plans 

10 years from 
completion of 
project 

Destroy  

Project development – interim 
certificates/sign-off of work 
completed 

20 years from 
completion of 
project 

Transfer to 
Jersey Archive 

 

Health and safety records -
other than those finalising 
project files  

See generic 
schedule for 
Health and 
Safety 
Records 

Various  

Project Management and 
Project Boards – minutes and 
reports 

20 years from 
completion of 
project 

Transfer to 
Jersey Archive 

 

Project Management and 
Project Boards – general 

5 years after 
completion of 

Destroy  














