7. COMPANY FILE
In order to manage the company a filing system has been established. This consist of a A4 Book for the management of the day to day items and a number of storage folders to house longer term items.
The files are held as directed by the committee but usually will be held by either the Chairman or Secretary. 
The contents/index of the A4 Lever Arch File ( A4 Book) are given in attached 7.0.
All longer term and other matters relating to the company/organisation are held in the storage File
Attached 7.1 are a list of the contents and 7.2 is an index.
In addition and to assist in the management a large number of computer files are held on a USB stick. These are written in either WORD or EXCEL or helded in LIBRE files
The contents for the current year are given in 7.3
At the beginning of each year an A4 Lever Arch File ( A4 Book) with an  
A-Z contents list is established. Where & when appropriate file templates from the Master USB file are copied and inserted into the A4 book under the correct headings.
These include:-
(1).
The Income & Expenditure
(2).
Profit & Loss
(3).
Monthly Operations Schedule
(4).
Transactions
