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Pass Books, Paying-in sfips, cheque counterfolis,

cancelled and disbursed chegues, accounts of pelty
cash expenditure, receipt books, income records

From completion of the Audlt

1 copy of each vear only

These are reports that are routinely produced for the
Finance Department

From completion of the Audit

Bank statements

Cash Books, Cash Sheets, Bils, Receipts and Cleared
Uhegues

From complation of the Audi

From completion of the Audi

Afdter the end of the vear to which
they relate

Cosling records,

From completion of the Audit

Revenue

After the end of the vear to which
they relate

Uncleared Records

Cleared Reoords

Capttal Paid veoices

After the end of the vear to which

they relate but &t least & years for

any unpaid account which has not
been written off

Although technically exempt from the Public Records
Actz, | would be appropriate for authorities to freat
these records as if they were not g0 sxempt.

Fingncias Data, Records and 2

Comply with Revenue area guidelines

for document types

Companies Acl, including lsdgers and journals, General |

& subsidiary ledgers, Journalz Trial balsnces &
reconoliations

After the end of the year to which
they relate

n some nstances g shorler pering
may be sllowed with agresment from
Customs
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