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RECORDS
MANAGEMENT
AND RETENTION
The structure of company information hasn’t changed much, but the way we
use, store and access that information has – and for good reason. Company
records are operational and, at times, strategic assets that include legal,
fiscal, risk management and competitive values. Many organisations neglect
the importance of records management until it’s too late.
Without effective record keeping policies, companies put themselves at risk
of not complying with legislation, as well as of wasting time searching for
misplaced documents or keeping documents for longer than necessary.
Don’t allow your company to become a potential public relations statistic,
or financial catastrophe, rather secure your documents. Standardising
your documents through records management will not only improve
overall company workflow, but will also eliminate large overhead expenses
associated with paper storage and the eternal creep of excessive
paperwork.
While there may be a vast amount of paperwork in storage that is no
longer relevant to your business, simply shredding a few papers every year
isn’t going to solve your problem. For one, you may discover you need that
information down the line and, more importantly, it’s illegal to destroy certain
documentation.
We believe that proper record keeping is evidence of a well-organised and
governed business. By investing in records management to keep a handle
on all documentation, we can help to maintain your business’ integrity and,
ultimately, to become better at what you do.
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THE ADVANTAGES
AND DISADVANTAGES
OF ORIGINAL AND
ELECTRONIC DOCUMENTS
Each of the various means of storing documents has its advantages and
disadvantages. An organisation must decide which solution is the most
cost effective for their particular business.
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ORIGINAL DOCUMENTS

Advantages:

The intrinsic value of the original is
retained.
Legally, it will always be accepted as the
best evidence available.

Disadvantages:

The cost of storage and the equipment
required to keep the original documents
may be higher than storing documents by
another means.
If off-site premises are used to store
documents, access may be difficult.
Documents that are removed may not be
replaced or may be replaced incorrectly.
The condition of the original documents
may deteriorate if kept for a long period or
if referred to frequently.
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ELECTRONIC STORAGE MEDIA
Advantages:

Records that are processed by a computer are normally
written to storage media, such as network drives, USBs, CDs
and other platforms with sharing capabilities like the cloud.
They can be stored in this format and no further processing is
needed.
Paper-based documents can be converted into electronic
records by imaging technologies such as scanners.
Electronic retention of records is given legal recognition by
the Electronic Communications and Transactions Act, 25 of
2002 (“the ECT Act”), provided certain requirements are met.
Legal requirements to retain an “original” and the evidential
weight of electronically imaged records are facilitated by the
ECT Act.
Records can be accessed more easily than storing in the
paper format.
Storing a record in a “tamper proof”, read-only electronic
format will have more legal value than merely storing it in an
alterable word processed format.

Disadvantages:

With advances in computer technology, electronically
stored records may be rendered unreadable by upgrades
in hardware and software in the future. To overcome this,
records would have to be reformatted to new computer
files, which could be costly.
Electronic records are inherently more susceptible to
alteration than paper documents. For this reason, proper
technical and operational procedures must be employed
to ensure an audit trail that can provide evidence to the
fact that the records remained complete and unaltered.
Hardware and software originally used in imaging paper
documents, necessary for future access, may also have to
be stored to avoid the cost of converting records.
Additional copies should be kept in an offsite storage area
as a backup.
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LEGISLATION
AROUND RECORDS
MANAGEMENT
LIST OF ACTS DISCUSSING RECORDS MANAGEMENT:

1. Standard practice.
2. Companies Act No.61 of 1973 – Regulations for the Retention and Preservation of
Records (R2592 of 25 November 1983).
3. Stamp Duties Act No. 77 of 1968, Section 23(6).
4. Income Tax Act No. 58 of 1962, Sections 75(1) and (2).
5. Customs and Excise Act No. 91 of 1964, Section 101 and Regulation 1.04 Government Gazette No 4040 R17770 dated 5 October 1973.
6. Basic Conditions of Employment Act No. 75 of the 1997, Section 29 (4), 31(2).
7. Compensation for Occupational Injuries and Diseases Act, No. 130 of 1993 Section
81(2).
8. Occupational Health and Safety Act No. 85 of 1993, Regulations.
9. Co-Operatives Act No. 91 of 1981 Section 237.
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10. Prescription Act No. 68 of 1969, Section 11c. The effect of prescription is, that the
rights resulting from a contract are no longer enforceable by direct legal action:

a.

But the rights themselves are not destroyed, because the corresponding
obligation or debt remains as a natural obligation;

b.

Therefore, for safety reasons, documents should be kept longer than the
periods laid down in the Prescription Act;

c.

Moreover, these periods can be extended because of interruption or
suspension of the prescription.

11. Close Corporations Act No. 69 of 1984, Regulations.
12. Insolvency Act No. 24 of 1936, Section 155 and Section 134 (1).
13. Value Added Tax Act No. 89 of 1991, Section 55 (1).
14. Labour Relations Act No. 66 of 1995, Section 53 (4), 54(1), 98(4),99;205 (2)(a).
15. Transfer Duty Act No. 40 of 1949 Section 15(1).
16. Mutual Banks Act No. 124 of 1993, Section 42.
17. Stock Exchange Control Act No. 1 of 1985, Section 43.
18. Second Hand Goods Act No. 23 of 1955 Section 6(8).
19. Sale and Service Matters Act No. 25 of 1964, Section 11 and Government Notice
R452 and R453, 4 March 1983.
20. Electronic Communications and Transactions Bill, Section 52.
21. Collective Investment Schemes Control Bill, Section 54.
22. Co-operative Act No. 91 of 1981, Section 237.
23. Pension fund Act No. 24 of 1956, Section 30L.
24. Financial Advisory and Intermediary Service Bill, Section 18.
25. Agricultural Produce Agents Act No. 12 of 1992, Section 18.
26. Bank’s Act 94 of 1990, Section 86.
27. Financial Intelligence Centre Act No. 38 of 2001, Section 22.
28. National Nuclear Regulator Act No. 47 of 1999, Section 40.
29. Protection of Personal Information Act No. 4 of 2013, Section 14 (1).
30. Promotion of Access to Information Act No. 2 of 2000.
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RETENTIONS TABLES FOR
BUSINESS RECORDS
Record keeping has become a major problem for modern businesses
because of the large volume of information that has to be stored. As
a result, every organisation should specify a policy with respect to the
period and the manner in which its records will be retained.
Generally, the minimum number of documents should be retained, while
those that are not subject to regulatory retention requirements could be
destroyed in accordance with a formal record destruction policy, which
takes all legal consequences of destruction into account. If records are
kept beyond a point where they are no longer useful, or their retention
can cause unnecessary financial burden on a company. In terms of
paper documentation this means using up space by filling up filing
cabinets. In the case of records in the electronic corporate memory,
this means an accumulation of data, which restricts space and may
compromise the efficiency of the system.
The tables of periods of retention, specified below, are intended primarily
for companies and close corporations and cover only certain documents
used in specialised businesses. These publications should, therefore, not
be interpreted as recording the legal requirements for retention of all
documents. Unless otherwise stated, the retention period is the minimum
number of years from the date of creation, or date of the last entry in
the record. Where there is no statutory requirement, the retention period
indicated is based on the conservative period used in general practice.
Should clients have questions regarding the retention of documents of
any nature, we would be pleased to assist.
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Accounting Records

Document

Period of
Retention

Reference

(List of Acts discussing
records management)

Accounting records by an Agricultural
Produce Agent

3

25

Accounting records of Mutual Banks

15

16

Ancillary books of account and
supporting schedules

15

2&4

Annual financial statements

15

2&4

Annual financial statements working
papers

4

4

Bank instructions

4

4

Bank statements and vouchers

4

4

Bills of Exchange

6

10

Books of account

15

2&4

Cash books

15

2&4

Cheques

4

13

Consolidation schedules

15

2&4

Costing records

15

2

Collective investment scheme’s
accounting records

5

21

Creditors’ invoices and statements

15

2

Creditors’ ledgers

15

2&4

Debtors’ ledgers

15

2&4

Debtors’ statements

4

4

Deposit slips

4

4

Dividend and interest payment lists
(listed company)

15

2

Fixed asset register

15

2&4

General ledgers

15

2&4

Goods received notes

4

4

Insolvent businesses

3

12

Insolvent estates (books and
documents in possession of
trustee)

6 months after
confirmation
by Master of
final trustee’s
account

12&22

Journals

15

2&4

Vouchers

15

2&4

Payrolls

7

4&7

Petty cash books

15

2&4

Purchases invoices (with supporting
documentation)

4

4

Purchases journals (with supporting
documentation)

15

2&4

Purchase orders

4

4

Railage and shipping documents

4

4

Receipts

4

4

Records of certain sales of property

5

15

Returns, notices, reports, statements or
minutes lodged with the Registrar

10

26

Sales invoices (with supporting
documentation)

4

4

Sales journals

15

2&4

Second hand goods. Details of
acquisition and disposal

3

19

Shipping documents – inwards
and outwards (after completion of
shipment date)

2

5

Stock records (supporting schedules)

15

2&4

Stock sheets

4

4

Year-end working papers for companies

4

4
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Contracts and Agreements
Document

Period of
Retention

Reference

(List of Acts discussing
records management)

Agreements of historical significance

Permanently

N/A

Records for establishment of a
business relationship

5

27

Records of transactions concluded

5

27

Debts (The Prescription Act should be
referred to as the period depends on
the type of debts)

4-30

4 & 10

Indemnities and guarantees ( after
date of expiry)

5

1

Licensing agreements (after date of
expiry)

5

1

Rental and hire purchase agreements,
suspensive sale agreements (after
date of expiry)

Optional for
5 years

1

Correspondence
General

3

1

Accounting related

5

1

Agreements (after termination)

5

1
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Electronic Data

Document

Period of
Retention

Reference

(List of Acts discussing
records management)

Electronic personal information

As long as
needed

20

Record of third party to whom
personal information was disclosed

1

20

Employee Records
Accident books and records

7

6&7

Application for jobs - unsuccessful

1

1

Apprentice records of remuneration

3

6

Arbitration award records

3

14

Collective agreement records

3

6

Copy of Occupational Health and
Safety act where employer has more
than 20 employees

Indefinitely

8

Determination records made in
respect of Wage Act 3

3

6 & 14

Dispute records prescribed details
of any: strike, lockout, protest action
involving employees

3

14

Expense accounts

4

4

Factory register

Permanently

8

Health and safety committee
recommendations to employers

3

8

Medical surveillance records

40

8

Payrolls

7

4, 6 & 7

Personal records of organisation’s
executives (for historical purposes)

Permanently

N/A

Record of Incidents reported at work

3

8

Record of assessments and monitoring
of asbestos

40

8

Salary revision schedules

7

6&7

Salary wage register

7

4&7

Staff records (after date employment
ceases)

7

6&7

Tax returns - employees

4

4

Time and piecework records

7

6&7

Unemployment insurance contributor’s
card

Until service
terminate

6

Wage and salary records (including
overtime details)

7

4, 6 & 7

Workmen’s Compensation documents

3

04 / RETENTIONS TABLES FOR BUSINESS RECORDS

CHAPTER 4

Financial Service Providers
Document

Period of
Retention

Reference

(List of Acts discussing
records management)

Premature cancellation of transactions
or products by clients

5

24

Complaints received

5

24

Records of non-compliance with the
act and reasons

5

24

Insurance Records
Claim reports and accident reports
(after date of settlement)

3

1

Policies (after date of lapse)

4

4

Investment Records
Certificates and other documents of
title

Permanently
or until sold

N/A

Schedules and documents (after date
investment sold)

15

2&4

Share investment certificates

Permanency
or until sold

N/A
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Nuclear Regulations
Document

Period of
Retention

Record of nuclear accidents and
incidents

Reference

(List of Acts discussing
records management)

40

28

Patent agreement with staff

Duration of
service or
employment

1

Report and opinion on patents and
trademarks (after date of expiry)

5

1

Patents

Pension Records
Actuarial valuation reports

10

1

Contribution records

4

4

Fund’s annual accounts

Permanently

N/A

Group health, life and personal
accident policies (after date of final
cessation of any benefit payable
under the policy)

5

1

Individual life policies under “”Top
Hat”” schemes (after date of final
cessation of benefit)

5

1

Investment records

15

2

Minutes of meetings of members and
trustees

Permanently

N/A

Pension fund account records

15

2

Pension fund rules (including
superseded rules)

Permanently

N/A

Records of proceedings relating to the
justification of a complaint

Indefinitely

23
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Property Records
Document

Period of
Retention

Reference

(List of Acts discussing
records management)

Agreements with architects and
builders (after date of completion)

5

1

Deeds of title

Permanently or
until disposed of

N/A

Leases (after date of expiry of lease
and all queries have been settled)

5

2&4

Sectional title records

Permanently

N/A

Transfer duty records

Permanently or
until disposed of

N/A

Share Registration Records
Acceptance forms

12

1

Accounting records of stock of brokers
and carrier against shares

5

17

Allotment letters

12

1

Allotment letters

15

2

Annual return and supporting
documents

15

2

Application forms

12

1&3

Cancelled share or debenture
certificates and balance receipts
(many large transfer offices keep-for
one year only)

3

1

Cancelled share transfer forms

12

1&3

Cancelled share transfer forms

1

1

3
12
15
Until cleared
or forfeited,
whichever is
earlier

1
1
1
1

Letters of indemnity for lost share
certificates

Permanently

1

Power of attorney, stop notices and
similar court orders ( from date person
ceased to be a member)

15

1

Redemption / conversion discharge
forms of endorsed certificates

12

1

Dividends and interest
* mandates (from date of receipt)
* paid warrants
* payment lists
* unclaimed
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Statutory Records
Document

Period of
Retention

Reference

(List of Acts discussing
records management)

Combined company register
including:
* Branch register
* Index of members
* Register of debenture holders
* Register of directors’ attendance
* Register of directors and officers
* Register of director’s’ interest in 		
contracts
* Register of members
* Register of pledges and mortgages
* Certificate of change of name
* Certificate of incorporation
* Certificate to commence business
* Founding statement and 			
amendments (Close Corporations)
Memorandum and Articles of
Association

15
15
15
15
15

2
2
2
2
2

15
15
15
Permanently
Permanently
Permanently

2
2
2
2
2
2

Permanently

2&11

Permanently

2

Permanently
Permanently
Permanently
Permanently
1

2
2
2
2&11
1

Minutes of meetings (originals) for:
* Board meetings
* Committee meetings
* General meetings
* Minute books
* Notification of change of address
Notices of general and class meetings
Proxy forms:
* Used
* Used at Court convened meetings

3
3

2
2

Special resolutions / resolutions
passed at general / class meetings

Permanently

2

CM 25

Permanently

2

CM 26

Permanently

2
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Tax Records
Document

Period of
Retention

Income tax required records

Reference

(List of Acts discussing
records management)

4

4

4

4

Taxation returns and assessments
* Records of subscriptions or levies 		
paid by its members

VAT Documentation
Bank statements, deposit slips, stock
lists and paid cheques

4 years from
date of last entry

13

Books of accounts

4 years from
date of last entry

13

Detailed records of the registered
vendors’ transactions

4

13

Invoices, tax invoices, credit and debit
notes
If electronically scanned

4 years from
date of last entry
1

13

4

13

4

13

4
4

13
13

13

Systems documentation
* Charts and codes of accounts
* Accounting system instruction 		
manuals
* Systems and programme 			
documentation
* Other

“In the case of all other records that are not required for the submission of the
income tax return, for a period of 5 years from the date of the last entry in any
book, or, if not in book form, from the date of completion of the transactions, acts
or operations to which they relate.”
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WHAT MENIKO
CAN DO FOR YOU
Knowledge is a powerful tool that can
be used to make better decisions.
Knowledge is accumulated through
insight and a vast understanding of
information. Data capturing presents
the challenge of retaining that
information accurately.
Here at Meniko it’s our job to make
this process as painless as possible,
ensuring your documents are captured,
transferred into reliable storage and
presented in a hassle free management
system thereafter.
With over 64 years of combined
experience in the document
management industry – spread across
our experienced directors and senior
management – we have the initiative
as well as the right tools to ensure you
receive a tailored service to meet the
needs of your unique business.
At Meniko we strive to help you better
manage your business so that it can
perform to its maximum capacity.
Reclaim any money lost unnecessarily,
through disorganised filing systems,
and gain more office space to do with
what you will by using alternatives in
document storage. We’ll show you how.

