PRINCE GEORGE'S COUNTY
P OFFICE OF CENTRAL SERVICES

RECORDS CENTER

ADMINISTRATIVE SERVICES DIVISION

SCHEDULE PAGE N

NO. (558 . RECORDS RETENTION AND DISPOSAL SCHEDULE NO. 1 &l

PRINCE GEORGE'S COUNTY POLIC. CBHERAL RECORDS
DEPARTMENT/AGENCY DIVISION

ITEM

NO. DESCRIPTION RETENTION

200 ACCOUNTING RECORDS

101 Bad Checks' Records Cutoff at end of calendar

: ( Includes correspondence/transmittals for {g:i‘dzzt?;n for 2 years,
uncollectible checks) - ¥

102 Bank Deposits Cutoff at end of calendar
(Includes correspondence/deposit slips for {ﬁg;'dzztién for 2 years,
banfl deposit operations). ' Y-

103 Bills/Invoices Cutoff at end of calendar

. {Includes coarespondence/1nv01ces/bllls for year. Retain for 2 years,
- fiscal operations). then destroy.- \

‘4 ~—Budget Records Cutoff at end of calendar
(Includes correspondence/estimates for budget| year. Retain for 2 years,
preparation and submission), then destroy.

105 Capital Budget Records , Cutoff at end of calendar
(Includes correspondence/estimates for capitall yeasr. Retain for 2 years,
expenditures). then destroy.

106 Mail Request Records Cutoff at end of calendar
(Includes correspondence/1nternal/externa1 year. Retain for 2 years ,
requests for accident, photos, and 1ncident then destroy.
reports). oy
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