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Dffice of Central Services
Administration Prince George's County

Item
No.

Description Retention

General Correspondence Files consisting of records of
official correspondence of the Department, statistical
reports, purchase requisitions & orders; budget records,
and other official transactions.
; ; 1970 .- Present

Employee Personnel Records consisting of information
cop±es of Department EANS, applications, commendation
letters, disciplinary actions, and other related
correspondence & records. ,

1970 - Present

Jut off at end of fiscal
year; retain for three (3)
additional years; then destro

Cut off when employee leaves
department; hold two (2)
additional years; then destro
by shredding. ,

Schedule approved by Deportment, Agency or Division Representative

Act.inP Director
t g r e f

1 , 1 Q 7 Q
Title Date

Schedule Authorized by Hall of Records Commission

/ /Dot» Archlvi// / 'Date

Distribution; White - Ha.ll Of Records( Green - Hall Of Records, Canary -
Pink - Records Manager, Gold - Records Center, Blue - Department/Agency.


