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UFCH Policy on Document Retention

UFCH policy on document retention is in line with the
Ministry of Finance Regulation published December 11,
2015 and in line with the policy on the retention of
NGO’s program documents published by the Charitable
Organizations Alliance. Specific retention periods for
specific accounting and program documents are as

follows:
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One Accounting Document
JFIRAEIE 30 4F
1 Original Documents
) . 30 Years
including Program Related
e R SEUE 30 4F
2 Voucher 30 Years
= Sk
Two Book of Accounts
=l 30 4
3 Ledger 30 Years
B4R 30 4
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Subsidiary Ledger 30 Years
5 Higik 30 4
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Journal 30 Years
i3 Disposal +
6 "
Fixed Asset Card 5 Years
FAtE B Ik 30 ¢
7 Other Auxiliary Ledgers 30 Years
= WETHRE
Three Financial Accounting Report
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Monthly, Quarterly and Semi-
) ) ) 10 Years
Annual Financial and Accounting
Reports
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9 Annual Financial and
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Four Other Accounting Information
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10
Bank Reconciliation Statement 10 Years
HATRIK R 104
11
Bank Statement 10 Years
B ERER 10 £
12
Tax Form 10 Years
S REB BN 30 48
13
Accounting File Transfer Ledger 30 Years
SRR EB M iz
14
Accounting File Retention Ledger Eternal
SRS RSB M iz
15
Accounting File Incineration Ledger Eternal

All UFCH team members are required to ensure
documents are retained in line with these guidelines and
are required to follow the below procedures.

UFCH Document Retention Procedure

1. UFCH Document Retention Slip Procedure

Every UFCH document / binder must have a UFCH
Document Retention Slip placed in the front of the
document / binder. All sections will need to be fully
completed.

® Documentation Time Period — Start: enter the date
of the earliest document in the set
® Documentation Time Period — End: wait until it is

confirmed that no more documents will be added
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to the set, then put in the date of the most recent

document

® Document Name & Content: Write the name of the
document(s) and give a brief description
® Retention Type & Period: of the 15 categories, mark
all categories that apply to the documents
® Documents not to be destroyed before Date: based
on the marked categories, add the longest period to
the End Date to determine the date the documents
cannot be destroyed before.
m  For example, if there is a 10 year period and a
30 year category, all document must be kept
for 30 years.

m  Foritems that are to be kept indefinitely, mark

that these
destroyed.

documents may never be

2. UFCH Destroyed Documents Ledger
Accounting Manager is required create and keep a log of
all documents that get destroyed. Every document that
is destroyed must be logged in the UFCH Destroyed
Documents Ledger and the

shall be kept and filed in the ledger. Ledger should

maintain the following information for all destroyed

documents:

® Document time period

® Document types

®  Brief description of content

® Date destroyed

® (Clear reference to the relevant

3. Destroying UFCH Documents
After the required retention period is over, documents
may be destroyed in line with these procedures:

® Get approval from the Accounting Manager prior to
any records being destroyed.

® Once approved, the Accounting Manager will

update the log and will retain the
and file it with the log.

® The documents may then be completely destroyed.
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