Data Retention Schedule
1. Purpose
The purpose of this Data Retention Schedule is to define how long different categories of data are retained by [Company], in order to comply with legal, regulatory, and operational requirements. This ensures that data is kept only as long as necessary and securely disposed of when no longer required.
2. Scope
This schedule applies to all business units, systems, and employees of [Company]. It covers both digital and physical records, including data stored in AI and Generative AI systems.
3. Retention Rules
The following table defines retention periods for common data types:
	Data Type
	System
	Retention Period
	Disposal Method
	Owner
	Notes

	Customer Account Data
	CRM (Salesforce)
	7 years
	Secure deletion
	Data Governance Lead
	Required by FCA

	Employee HR Records
	HR System
	6 years post-employment
	Shredding / digital wipe
	HR
	Required by UK law

	Chatbot Interaction Logs
	Azure AI Service
	12 months
	Auto-purge
	IT Ops
	For AI performance monitoring

	Financial Transactions
	Finance System (SAP)
	10 years
	Secure deletion
	Finance
	Required by HMRC

	Marketing Campaign Data
	Marketing Automation Tool
	3 years
	Secure deletion
	Marketing
	Reviewed annually


4. Review & Approval
This retention schedule will be reviewed annually by the Data Governance team to ensure continued compliance with applicable laws, regulations, and business requirements.
Approval
Approved by: ____________________________
Position: ____________________________
Date: ____________________________
