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the goal
When auditors ask for supporting documents, they want a clear paper trail. These rules help your team file documents in a consistent, organised way so everything is easy to find quickly. 
the six filing rules
Rule 1: Always save documents in the right place
As soon as a document is received or approved, save it into your organisation’s filing system. Avoid leaving audit-supporting documents in email, WhatsApp, desktops, or personal devices where they’re hard to track and easy to lose.

Rule 2: File by category, not by person
Create folders by category (Governance, Bank and Cash, Revenue and Funders, Expenses and Suppliers, Payroll, SARS, DSD). Avoid creating donor or supplier folders as your default, because it makes filing inconsistent and harder to manage over time.

Rule 3: Names live in the filename
It’s quicker to search for a document than to click through lots of folders. Add key details to the filename so anyone can find it fast by searching, like the date, the name (donor/funder/supplier/staff), and what the document is. This makes it easier to locate records later, especially during audit queries.

Rule 4: Keep all supporting documents for each transaction together
For every spend or receipt, keep the key documents together: invoice/receipt + approval + proof of payment (or remittance).

Rule 5: Standard naming, every time
Use the same filename format every time, so anyone can file documents consistently and anyone can find them quickly. A standard format also makes it easier to sort files by date, track versions, and answer audit questions without digging through messy folders.

Rule 6: Keep a clear record of changes
Never delete or overwrite original working documents such as reconciliations, payroll reports, or schedules. If something changes, save the updated file as a new version in the same location and clearly mark the version so the history of changes remains visible.




file naming standard
A consistent naming standard helps auditors (and your team) find documents quickly, trace transactions, and reduce follow-up queries.

Use this format: YYYY-MM-DD_Entity_Doctype_Reference_Amount

· YYYY-MM-DD: document date (invoice date, payment date, submission date).
· Entity: supplier/funder/donor/staff name (short).
· Doctype: a short code indicating the type of document (see list below).
· Reference: invoice number, payment reference, return reference, or board minute reference.
· Amount: include the amount when useful (e.g., R3500).
File Naming Examples
· 2026-03-14_ABC-Supplies_INV_1254_R3450
· 2026-03-18_ABC-Supplies_POP_EFT-439812_R3450
· 2026-05-02_FunderXYZ_GRANTREMIT_Tranche2_R250000
· 2026-06-30_Bank1_BANKREC_Jun_R0
· 2026-08-15_SARS_VAT201_Ref12345_R0
· 2026-11-20_Board_MINUTES_Mtg04_R0

 doctype codes

	INV
	Invoice

	REC
	Receipt

	POP
	Proof of payment / EFT confirmation

	PO
	Purchase order / internal request

	QUO
	Quote (supplier selection support)

	CONTR
	Contract / service level agreement

	BANKSTAT
	Bank statement

	BANKREC
	Bank reconciliation

	PAYRUN
	Payroll run report

	PAYSLIP
	Payslip

	EMP201
	PAYE/UIF/SDL monthly submission

	EMP501
	Bi-annual payroll reconciliation submission

	VAT201
	VAT return submission

	ITR14
	Income tax return submission

	NOTICE
	SARS notice / assessment / letter

	MINUTES
	Board/committee minutes

	RES
	Board resolution

	POLICY
	Approved policy

	RETURN
	DSD annual return / proof of submission

	ASSETREG
	Fixed asset register / schedule

	INS
	Insurance schedule / policy



keep all supporting documents for each transaction together
For every spend or receipt, your file set should answer:
· What was bought / received? (invoice or receipt)
· Who approved it? (email approval, signed form, PO, or minutes/resolution)
· Was it paid / received? (proof of payment or remittance)

Best practice:
Combine all supporting documents related to one transaction into one PDF when possible (scan or export). If you keep separate files, keep the same filename prefix so they sort together (same date, entity, reference).
where to file common audit requests

	Document
	File here

	Board minutes and resolutions
	Governance > Minutes_and_Resolutions

	Bank statements
	Bank_and_Cash > Bank_Statements

	Bank reconciliations
	Bank_and_Cash > Bank_Reconciliations

	Supplier invoices
	Expenses_and_Suppliers > Supplier_Invoices

	Proof of payment
	Bank_and_Cash > Proof_of_Payment 

	Funder agreements and contracts
	Revenue_and_Funders > Funder_Agreements

	Funder reports submitted
	Revenue_and_Funders > Funder_Reports_Submitted

	Payroll run reports
	Payroll > Payroll_Reports

	EMP201 / EMP501
	SARS > EMP201_EMP501

	VAT submissions
	SARS > VAT

	DSD annual return + proof
	DSD > Annual_Returns_and_Submissions

	Trial balance / GL exports for audit
	Trial_Balance_and_GL_Exports






practical rules for real life
Email, WhatsApp, and photos
· If evidence arrives in email or WhatsApp, save it to the folder the same day.
· Convert screenshots/photos to PDF (most phones can "Print" to PDF).
· If the proof is a bank notification or SMS, save a screenshot as PDF and name it using the standard.

Confidentiality and access
· Restrict access to 04_Payroll and any sensitive governance folders (IDs, salaries, disciplinary records).
· Use read-only access for board packs and signed annual financial statements where possible.

Monthly housekeeping (10 minutes)
· Check that the month’s bank statements and bank reconciliations are filed.
· Check that every large payment has a pack (invoice + approval + proof).
· Move stray items out of Downloads into the correct folders.

Tip: If you are unsure where something belongs, file it where an auditor would ask for it first. Then add the entity name in the filename so it is searchable.
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