GPC FOLDER SETUP
(Cardholder)



TAB 1


	Appointment Letter	

Delegation Letter
	
	Initial Training Record

DAU Training Certificate


TAB 2

	Billing Statements – printed from CARE* 

	Coordination Sheets

	Receipts**

	Market Research (For purchases > $2,500)

*Combine all documentation from the month with each month’s billing statement
**Use a file system if receipts do not fit into binder

TAB 3

	Surveillance Reports

TAB 4

	Newsletters
