
	UNIT
	FIN
	FINANCE

	FM-01
	Finance: Financial Management

	Records
	Trigger
	Retention Period
	Action
	Rationale
	Data Classification
	Owner

	HEA Interim Management Accounts and backup\workings.
	End of current Financial Year
	6 Years
	Destroy
	Industry Standard

	Confidential
	Business Partners Senior Manager

	Final Budget Reports
	End of current financial year
	6 Years
	Destroy
	Industry Standard
	Confidential
	Business Partners Senior Manager

	Fixed Assets - Registers 
	End of current financial year 
	Permanent
	Archive
	Industry Standard
	Confidential
	Financial Accounting Senior Manager

	Disposal of Assets > €50K
	After all obligations/entitlements concluded
	20 years
	Destroy
	Industry Standard
	Confidential
	Financial Accounting Senior Manager

	Disposal of Assets < €50K
	After all obligations/entitlements concluded
	6 years
	Destroy
	Industry Standard
	Confidential
	Financial Accounting Senior Manager

	FM-02
	Finance: Financial Accounting

	Records
	Trigger
	Retention Period
	Action
	Rationale
	Data Classification
	Owner

	Bank Account Mandates
	End of current financial year  
	6 years
	Destroy
	Taxes Consolidation Act 1997
	Confidential
	Finance Operations Senior Manager

	Bank Statements
	End of current financial year  
	6 years
	Destroy
	Taxes Consolidation Act 1997
	[bookmark: _GoBack]Confidential
	Finance Operations Senior Manager

	Cash Flows
	End of current financial year  
	6 years
	Destroy
	Taxes Consolidation Act 1997
	Confidential
	Finance Operations Senior Manager 

	Credit Card Records
	End of current financial year  
	6 years
	Destroy
	Taxes Consolidation Act 1997
	Confidential
	Finance Operations Senior Manager

	Credit Card Records – merchant copies
	After transaction
	3 months
	Destroy
	Industry Standard
	Confidential
	Finance Operations Senior Manager

	Electronic Fund Transfers
	End of current financial year  
	6 years
	Destroy
	Taxes Consolidation Act 1997
	Confidential
	Finance Operations Senior Manager

	Income Collection
	End of current financial year  
	6 years
	Destroy
	Taxes Consolidation Act 1997
	Confidential
	Finance Operations Senior Manager

	Sales Invoices
	End of current financial year  
	6 years
	Destroy
	Taxes Consolidation Act 1997
	Confidential
	Finance Operations Senior Manager

	Lodgements
	End of current financial year  
	6 years
	Destroy
	Taxes Consolidation Act 1997
	Confidential
	Finance Operations Senior Manager

	Travel and Subsistence expense claim processing
	End of current financial year  
	6 years
	Destroy
	Taxes Consolidation Act 1997
	Confidential
	Finance Operations Senior Manager

	Payments
	End of current financial year  
	6 years
	Destroy
	Taxes Consolidation Act 1997
	Confidential
	Finance Operations Senior Manager

	Petty Cash
	End of current financial year  
	6 years
	Destroy
	Taxes Consolidation Act 1997
	Confidential
	Finance Operations Senior Manager

	Purchase Orders
	End of current financial year  
	6 years
	Destroy
	Taxes Consolidation Act 1997
	Confidential
	Procurement Senior Manager

	Balance Sheet Reconciliations
	End of current financial year 
	6 years
	Destroy
	Taxes Consolidation Act 1997
	Confidential
	Financial Accounting Senior Manager

	Standing Orders (AR)
	End of current financial year
	6 years
	Destroy
	Section 22 , Technological Universities Act 2018 as informed by Section 286 Companies Act 2014
	Confidential
	Finance Operations Senior Manager

	Board Expenses
	Date Received
	6 years
	Destroy
	Taxes Consolidation Act 1997
	Confidential
	Finance Operations Senior Manager

	Donors/Benefactors (Receipts)
	Date Received
	6 years
	Destroy
	Data Protection
	Confidential
	Finance Operations Senior Manager

	Sponsorship (Receipts)
	Date Received
	6 years
	Destroy
	Data Protection
	Confidential
	Finance Operations Senior Manager

	Tax Clearance Certificates
	End of current financial year 
	6 years
	Destroy
	Taxes Consolidation Act, 1997:
	Confidential
	Finance Operations Senior Manager

	Tax Liabilities - assessment
	End of Tax year
	7 years
	Destroy
	Best practice is to retain such documents for the period under the Statute of Limitations (6 years) plus 1 Year to allow for receipt of notice of a claim
	Confidential
	Head of External Reporting

	Tax Returns – preparation and filing
	End of Tax year
	6 years
	Destroy
	Taxes Consolidation Act 1997
	Confidential
	Head of External Reporting

	VAT Records
	End of current financial year 
	6 years
	Destroy
	Taxes Consolidation Act, 1997
	Confidential
	Head of External Reporting

	FM-03
	Finance: Financial Reporting

	Records
	Trigger
	Retention Period
	Action
	Rationale
	Data Classification
	Owner

	Audit Files for C&AG
	End of financial year
	6 years
	Destroy
	Section 22 Technological Universities Act 2018 
	Confidential
	Financial Accounting Senior Manager

	Standard financial audits
	End of financial year
	6 years
	Destroy
	Section 22 Technological Universities Act 2018 
	Confidential
	Financial Accounting Senior Manager

	Annual Accounts – published copy of consolidated annual accounts
	End of financial year
	Permanent
	Archive
	Industry Standard
	Public
	Financial Accounting Senior Manager

	FM-04
	Finance: Procurement 

	Records
	Trigger
	Retention Period
	Action
	Rationale
	Data Classification
	Owner

	Procurement Files
Tender Documents
Responses & Clarifications
Evaluation Report and signatures
Award Letters
Contract and extension letters
	Current year
	10 years
	Destroy
	Data Protection 
	Confidential
	Procurement Senior Manager

	Contract Management
	After the term of the contract has expired
	10 years
	Destroy
	Industry Standard
	Confidential
	Procurement Senior Manager

	Contracted Supplier Lists or Databases
	When Superseded
	3 Years
	Destroy
	Industry Standard
	Internal
	Procurement Senior Manager

	Requisitioning
	After the conclusion of the transaction
	7 years
	Destroy
	Industry Standard
	Internal
	Procurement Senior Manager

	Purchase Orders/Requisitions - (receipt and payment of purchase invoices)
	After the conclusion of the transaction
	7 years
	Destroy
	Industry Standard
	Internal
	Procurement Senior Manager

	Purchasing Authorisation Limits
	Superseded
	 7 years
	Destroy
	Industry Standard
	Internal
	Procurement Senior Manager

	Register of Contracts
	Expiry/conclusion of contract
	3 years
	Destroy
	Industry Standard
	Confidential
	Procurement Senior Manager 




	FM-05
	Finance: Salaries 

	Records
	Trigger
	Retention Period
	Action
	Rationale
	Data Classification
	Owner

	Payroll Records (including for pension arrangements)
	End of current year  
	Permanent
	Archive
	Industry Standard
	Confidential
	Finance Operations Senior Manager

	Pay scales
	N/A
	Permanent
	Archive
	Industry Standard
	Public
	Finance Operations Senior Manager

	Pay Slip Copies
	End of current year  
	Permanent
	Archive
	Industry Standard
	Confidential
	Finance Operations Senior Manager 

	Employee Bank Details
	Until employment finishes
	Duration of Employment
	Archive
	Industry Standard
	Confidential
	Finance Operations Senior Manager

	Income Tax Form – P30
	Lifetime

	100 years  

	Destroy
	Industry Standard
	Confidential
	Finance Operations Senior Manager

	Income Tax Form- P35 - Legacy
	Lifetime

	100 years  

	Destroy
	Industry Standard
	Confidential
	Finance Operations Senior Manager

	Income Tax Form – P45 - Legacy
	Lifetime
	100 years 
	Destroy
	Industry Standard - 100 years generally accepted as a lifespan
	Confidential
	Finance Operations Senior Manager

	Income Tax Form – P60 - Legacy
	Lifetime

	100 years  

	Archive
	Industry Standard
	Confidential
	Finance Operations Senior Manager

	Student fees, appeals, non EU student fee assessments, grants, scholarships, financial aid, distance learning
	End of current financial year/ Duration of Studies
	10 years
	Destroy
	Required for financial audits in compliance with Section 886 of the Taxes Consolidation Act 1997

	 Confidential
	Finance Operations Senior Manager

	Waive of fee application - application details, fee approval
	Duration of programme
	10 years
	Destroy
	Required for financial audits in compliance with Section 886 of the Taxes Consolidation Act 1997
	 Confidential 
	Finance Operations Senior Manager

	FM-06
	Finance: Research 

	Records
	Trigger
	Retention Period
	Action
	Rationale
	Data Classification
	Owner

	All supporting financial documents related to Research Projects supported by public funding bodies, both national and EU. Including documents relating to payroll, stipends, procurement, accounts payable, accounts receivable, banking, fixed assets, journal entries, financial reports, claims and workings.
	End of year in which final payment is received.
	5 years following the end of the year in which the final payment is received.
	Destroy
	In compliance with Article 82 of EU Regulation - 2021/1060
	Confidential
	Head of Internal Reporting




	Record
	[bookmark: _Int_uQqSy3oJ]The record type
	*Data Classification
	Description

	Trigger
	Event that prompts the start of retention period
	Public Data
	May be viewed by all members of TU Dublin and the public.  Data should be classified as Public when the disclosure, alteration or destruction of that data would result in little or no risk to the University and its affiliates.  Such data is often made available to the public via the TU Dublin website.  This data will not cause harm to any individual, group, or to the University if made public.

	Retention Period
	Period for which the records should be retained 
	Internal Data
	Information that can be used and shared within TU Dublin but would not be appropriate to be known to people outside the University. This data could be released to the public under Freedom of Information legislation

	Action
	The action to be taken when the non-current period has expired
	Confidential Data
	Accessible only to relevant members of staff of TU Dublin or designated third parties who require it to perform their duties. 

	Rationale
	The basis on which the Action is recommended
	
	

	Data Classification
	The security classification category assigned to the records (see across) *
	
	

	Owner
	[bookmark: _Int_6oxutPRJ]The title of the officeholder primarily responsible for the records and for ensuring implementation of the RRS in respect of those records. 
[bookmark: _Int_NMoXKqM2][bookmark: _Int_YROGc7kf]The job title should be entered rather than individual name, preferable as personnel may change over time.
	
	



	Date Approved by Chief Financial Officer 
	11 May 2026

	Date Reviewed by Information Governance Office
	13 May 2026

	Date of Last Review 
	N/A



