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Document Retention Policy
	Programme Name:
	Sunderland Economic Corridor - CLLD Implementation Stage

	Project Name:
	

	Organisation Name:
	

	Contact person:
	

	Position:
	

	Contact telephone:
	

	Contact email:
	

	Address of organisation:
	


Guidance
· Procedures must in place to ensure retention until at least 31 December 2033. This date is subject to change and may be extended.

· Please contact the Financial Resources Team (Commercial Advice and External Funding) on 0191 561 1611 or email clld@sunderland.gov.uk for advice before destroying any documents relating to this project. Please note that ESIF document retention dates override any other funding programme conditions.

· This document retention policy should be circulated to all appropriate project personnel to ensure compliance. Names and contact details should be detailed below. Any updates to document retention procedures will be forwarded to the named contact above.
· All relevant project files, folders and records should be clearly labelled with ‘documents to be retained until at least 31 December 2033’. All project personnel must be made aware of retention periods.
· When the project has been closed and audited all project records should be securely stored until the above date or until advised otherwise by Sunderland City Council. 
	Type of record
	Main type of Evidence
	Format
	Record held by
	Contact
	Record held at

	Tendering & Procurement
	Evidence of quotes
	Paper/Electronic
	
	
	

	Application form, Funding Agreement 

	Outline Application, Application Form, Funding Agreement, any revisions and agreed changes.
	Paper/Electronic
	
	
	

	Project specific management & Monitoring Information
	Agendas / minutes of project meetings, notes/actions of project support meetings, correspondence with AB or LAG
	Paper/Electronic 
	
	
	

	Claims
	Copies of claims and working papers
	Paper and electronic


	
	
	

	Output Information
	Evidence of beneficiaries supported
	Paper and Electronic
	
	
	

	State Aid Information
	SME declaration of previous aid provided

SME registration form confirming SME status

Methodology for quantifying aid plus screen prints from relevant websites used for hourly rates

Screen print of exchange rate used

Letter sent to SME stating amount of aid they have received from project
	Paper and Electronic
	
	
	

	Financial Records


	Financial records, certified invoices, payment receipts, working papers, timesheets, progress reports, transaction lists, bank statements, apportionment methodologies
	Paper/Electronic 
	
	
	

	Match funding & income
	Details of match funding, bank statements, working papers
	Paper/Electronic
	
	
	

	Publicity Records


	Copies of press releases, photographs, signage, etc
	Paper/Electronic
	
	
	

	Project / Organisational Policies & Procedures
	Insurance, Health and Safety, Equal Opportunities, extracts from the Council Constitution
	Paper/Electronic
	
	
	


Project Personnel and Contact Details:
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