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	Control of Records
Owner/ Department: IBU-EGY, Finance



	Brief 
	To provide evidence of conformity to requirements and for the effective operation of the quality management system, records shall be controlled.

A documented procedure shall be established to define the controls needed for the identification, storage, protection, retrieval, retention and disposition of records.

	Purpose 
	This guideline was created to ensure consistency and control on all financial records relating to filing, storage, protection, identification, labeling, access, retrieval, retention, archiving, and disposal in accordance to approved standards and governmental regulations.

	Scope
	This guideline shall be applicable to all financial records such as, but not limited to invoices, petty cash receipts, receiving receipts, bank slips, etc. of SMSA Express Finance Department in Egypt.

	Responsibilities


	The Finance Manager shall impose and monitor the activities relevant to this guideline. 
All employees in Finance Department shall adhere and comply with the guidelines stated herein.
· Arrange and keep all the financial records as per the approved File Register.

· Follow retention period as mentioned on each box file.

· Adopt the procedures below for file registers using the correct color coding for each file.

	Guidelines

	Storage & Protection – To protect all records from deterioration, damage, and loss, the following storage guidelines are to be followed:
· Primary location:  All file boxes are stored in file cabinets in Finance Department. Records shall be filed by the end of each work week as completed.

· Secondary location: All archived files are placed in carton boxes arranged on shelves in Salah Salem warehouse.
Identification & Labelling – A standard label template is to be used on all file and carton boxes for easy identification. A file register is to be maintained and updated regularly in GUIDE. 
Access & Retrieval – To ensure access control on all financial records, the following guidelines are to be followed:
· Primary location:  All file boxes stored in file cabinets can be accessed by designated Finance employees.  Confidential records shall be kept in locked file cabinets and can be accessed only by duly authorized employees.

· Secondary location: All archived files can be accessed and retrieved only by designated employee duly authorized by the Finance Manager. Record retrieval will be supervised by the Accountant.
Retention & Archiving – 
· Primary location:  As there are different retention period for each file type, records are to be retained as per File Register. After such period, all records will be archived to the warehouse.
· Secondary location: Except for Air Waybills and Proof of Delivery (POD) documents, which will be retained for 2 years, all archived files are to be retained for a maximum period of seven years as there is no clear law in the country that defines the required retention period of financial records of the business.
Disposal – All archived records will be disposed after retention period has expired.  Disposal of records will be managed by a committee headed by the Finance Manager. All records for disposal shall be shredded at the warehouse prior to discarding for paper recycling.

	Related Documents
	File Register (GUIDE Doc. No. 3959)

Standard Box Label (GUIDE Doc. No. 1800)

Box File Template (GUIDE Doc. No. 1920)
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