Chapter 28 Administration / Annex 28.27

Annex 28.27
File retention requirements
Different files need to be retained for different periods of time. 
All CARE offices and operations are expected to retain key documents for the following minimum periods:

Finance records (*)



1 year after an independent audit

Procurement records



3 years after project completion

USG Funded projects



3 years after project completion

Communications to/from HQ


1 year after an independent audit

Communications with donors


1 year after project completion

Project files




7 years after project completion

(*) Indicates that such files should be transferred to the Permanent File Series
CARE Emergency Toolkit, July 2008
     
Annex 28.27  Page 1 of 1

