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ENERAL ACCOUNTING
ECORDS RETENTION
ND

ISPOSITION SCHEDULE
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EXECUTIVE BOARD RESOLUTION # RE-91-023
March 7, 1891

WHEREAS, this Executive Board approved on April 4, 1986, a comprehensive General
Accounting Records Retention and Disposition Schedule covering standard accounting records in general
use by agencies subject to Sections 524, 525, 527, and 701{l} of The Administrative Code of 1929;
and

WHEREAS, additional standard forms have come into general use; Therefore, be it

RESOLVED, Thatthe General Accounting Records Retention and Disposition Schedule of
April 4, 1986, is amended to include Forms STD-108, STD-929 and STD-C929, BFM-105,
BFM-227F, BFM-227G, and BFM-601, as shown on the attachment hereto.
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EXECUTIVE BOARD RESOLUTION # RE-91-023

March 7, 1991

%@4%&@%

Governor

RE-91-023

?W//%/

3 Secretary of Commlﬂ'uty Affaxrs

(Not Available)
Secretary of General Services

RE-91-023

Insurance Commissioner

Secretary of Labor and Industry

W lbz

(_Sécretary of Public Welfare

ol G gk .7

Secretary of Tra‘z"x/sportahon
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REQUEST FOR RECORDS ACTION

See Managemant Directive 210.5,

Aecuestng agency Sigas ail copes: ramcyes 128 2opy. miRtut JELACMING the sBY, ‘arwards documents fo RECDADS MANAGEMENT, BuREAL OF PLBUL ATONS AND PAPCRWCRK MANAGEMEZNT, BEPARTVIENT OF NENERAL SESWICES, Ior -t
reviews; the 582000 copy will be raturned (0 the requEshing ayency when necessary Epprovals are abtameq,

AEQUESTED BY (DEPARTMENT Oi AGENCY) i PERSON TO CONTACT tHAME & TELEPROME KO ) DATE PAEFARED
I
. . !
Executive Offices i Russell J, Weber
Comptroller Operations i 783-3073 November 7, 1990
AUTHDAIZAT'ON 1S REDLIESTED FOR THE FOLLOWING ACTION. CHECK APRROPALATE SOXES.
1. Agencies and Comptroller Operaticns 2. Comptrollier Operations Only
DISPOSAL GF RECORDS FOR E APPROVAL OF AECORDS AETENTIOR x MICROFILIMING AND DISPOSAL OF X MICROFILMING AND
A DISCONTINUED PROGRAM AND DISPOSIMION SCHEDULE . GRIGINALS O_R,_ QRIGINALS RETAINED

COMPLETE THIS SECTION FOR DISPOSAL OF RECORDS FOR DISCONTINUED PROGRAMS

‘{?Ts\
' 7D S e

] ]
SEAIES . Record sehies btte, descripuon of records and form numbers (List by item number each type of record for which disposal is requested and reason for i INCLUSIVE DATES QUANTITY
oA record distontinuance. Describe 1he work o activity 1o which recards relzle. dentify organizatan unit and records lacation. H more space is needed, UQSEEU&?;S EUBI?FEE?
ML .

WEM RO | ycp g "13™ X 117 sheets and attach.)

COMPLETE THIS SECTION FOR APPROVAL OF RECORDS RETENTION AND DISPOSITION SCHEDULE

REQUEST THIS AGENCY'S RECORDS RETENTION AND DISPOSITION SCHEDULE BE AMENDED TO ADD/AMEND/DELETE THE FOLLOWING ITEM= AS SHOWN ON THE ATTACHED STD-58, RECORDS RETENT
-1 DiSPOSITION SCHEDULE. | IF MORE SPACGE IS NEEDED. USE 8°/3" X 117 SHEETS AND ATTACK)

ADDITIONS (LIST [TEM NOS. AND ATTACH FORM STD-56.) L

- MEEX 312,105, 312.227F, 312.227G,306.23
Comptroller Records Retention and Th.sposa.tmn Schedule - Envirommental Hearing Board
‘Camptroller Records Retention and Disposition Schedule - PA Infrastructiure Imvestment Autho:
AMENDMENTS (LIST ITEM NOS. AND ATTACH FORM STD-56.)
'318.4, 309.940, 316.01
Introduction to General Accounting Record Retention and Disposition Schedule,

TELETIONS (LIST (TEM NOS. AND ATTACH FORM STD-56.)

SEQUESTING AGENCY SIGHATURE | DEPAATMENT OF GENERAL SEAVICES

A\\._.km. =290 %w&%ﬂbf% Hofet

AGENGY HEAD gL I KOS AND P{k@mx MANAGEMERT (/ DATE
DR it 20AAD ALTHGAESS SEQUESTED ACTION, -

RISTORICAL AND MUSEUM COMMISSION

EXECUTIVE DlﬂECTDIy

SECRETARY

15720 | X [hovrvas 7 [rees 2/ ’,;’/ﬂ

i






EXECUTIVE BOARD RESOLUTION # RE-87-181
July 15, 1987

WHEREAS, this Executive Board approved on April 4, 1986, a comprehensive General
Accounting Records Retention and Disposition Schedule, covering standard accounting records
in general use by agencies subject to Sections 324 and 525 of The Administrative Code of 1929;
and

WHEREAS, additional standard forms, relating to time and attendance, have come into
general use; therefore, be it

RESOLVED, that the General Accounting Records Retention and Disposition Schédule of
April 4, 1986, is amended to include Forms STD-924 and STD-929 as shown on the attachment
hereto.

Page 1 of 2 Pages™™ """ -



EXECUTIVE BOARD RESOLUTION # RE~87-181

July 15, 1987

T Governor ' /

JRE-87181

(_/ Secrétary offfe’Commonwealth

4 /ﬂﬁ)ﬂ %/%V

Secretary of Comrnuru(y Affairs

%4 Secretary of General Services S o S

(k. RV

Insurance Commissioner

(s s

Secretary of Public Welfare

Secretary of Revenue
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RESOLUTION # RE-86-050
April 4, 1986

WHEREAS, this Executive Board on December 29, 1977, approved a comprehensive
records retention and disposition schedule covering accounting records; and

WHEREAS, this Executive Board on July 8§, 1985’, approved changes to the records
retention and disposition schedule covering accounting records for functions under the Deputy
Secretary for Comptroller Operations, Office of the Budget, as an interim measure; and

WHEREAS, this Executive Board on October 4, 1985, authorized microfilming of
comptrollers’ records; therefore, be it

RESOLVED, that the attached General Accounting Records Retention and Disposition
Schedule, covering accounting records in standard use, is hereby approved and made applicable to
agencies subject to Sections 524 and 525 of The Administrative Code of 1929; and be it further

RESOLVED, that the schedules of December 29, 1977, and July 8, 1985, any re-
visions thereto, and all previous general accounting schedules are hereby rescinded, except as they
may have continuing applicability for auditing or other statutory or administrative purposes; and
be it further

RESOLVED, that comptrollers under the Deputy Secretary for Comptroller Operations,
Office of the Budget, when authorized by the Director of Financial Management, Office of the
Budget, may microfilm any record series listed on the current General Accounting Records Reten-
tion and Disposition Scheduie.

Page 1 of 2 Pages
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April 4, 1986

7

RE«85-050

el e

Secretary of General Services

A st

Secretary of Banking

L /ﬁ%ﬂ/ﬂ

Secretary of Enmonmental Resources

/ Secretary of Revenue

fo bt

" Insurance Comrmssxoner

Secretary of Agriculture
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GENERAL ACCOUNTING RECORDS RETENTION AND DISPOSITION SCHEDULE

The General Accounting Records Retention and Disposition Schedule governs the retention and disposi-
tion of records associated with the Commonwealth's accounting functions. It is for use by administrative
departments, boards, and commissions, pursuantto Sections 524, 525, 527, and 701 of The Administra-
tive Code of 1928. The schedule was developed in cooperation with the Office of the Budget, Department
of Auditor General, Treasury Department, Department of General Services, and others.

Comptrollers are authorized to microfiim records with the approval of the Office of the Budget, Bureau
of Financial Management. Agencies may be permitted to extend or revise assigned records retention periods
when financial, legal, or administrative circumstances warrant. However, agencies will not be permitted
to reduce established record retention periods without the Department of General Services’ approval. Such
revisions are 1o be initiated by the agency records coordinator, - with specific changes identified as additions
on agency Records Retention and Disposition Schedules.

Comments or inquiries regarding this schedule should be directed to the Department of General Serv-
ices, Bureau of Publications and Paperwork Management, Records Managemment Division, 1825 Stanley
Drive, Harrisburg, PA 17103, or by calling the Records Management Division at (717) 787-8953.

This page replaces the existing page in the Records Retention and Disposition Schedule Manual. Addi-
tional replacement pages are as follows: '

11-12
15~ 16
17 - 18
19 - 20
21 - 22
23 - 24

Revision Ng. 2



Sae Managemont Directive 210.5. REWUEST FUR RECORDS ACTION

Requesting ogency signs oll gopies; removes lost capy; sends balance of set, without detaching, to OFFICE OF ADMINISTRATION, BUREAU OF
MANAGEMENT SERVYICES. One copy will be retumed to requesting ogency with necassary opproveis

. Disapprovel of any port of thiz request will be
shown by *Dixcpproved’* ond by whom entarad opposite the particular item
REQUESTED BY (DEPARTMERT OR AGEHCTF

PERSON TO CONTALT (HAME & PHONE HO.§ OATE PREPARED

Department of General Services J. Boyle 7-8953 February 4, 2

AUTHORIZATION IS REQUIRED FOA THE FOLLOWING ACTION.

1.

CHECK APPROPRIATE BOXES,

Agencies and Comptroller Operations 2.

DISPosSAL of RECOADS FOR

Comptroller Operations Only
X | arprovac of necomns meTswrion | 1Y | micRoFILMING AN DispOSAL oF MICROFILMING ONLY,
A DISCOHTINUED PROGRAM AND DISPOSITION SCHEDULE ORIGINALS OR ORIGINALS RETAINED

ONLY COMPLETE TH1S SECTION FOR DISPOSAL OF RECORDS FOR DISCONTINUED PROGRAMS

SEMIES RECORDS SERIES TITLE, FORM ND., AND DESCRIPTION OF RECORDS
OR

+ LIST BY ITEM NUMBER EACH TYPE
OF RECORD FOR WHICH DISPOSAL IS5 REQUESTED,. DESCRIBE THE WORX OR ACTIVITY 70 WHICH RECORDS RELATE. SHOW
ITEM HO,

INCLUSIVE DATES QUANTITY
- o F RECORDS X
ORGANIZATION UNIT AND LOCATION | WHICH RECORDS ARG HOUSED, AS I1NSTITUTION, BUILDING, ROOM NUMBER Oft AREA- (MG, & YR.) CUBIC FEET

1¥ MORE SPACE 1S NEEDED USE 84'° x 11'" SHEETS.

COMPLETE THiS SECTION FOR APPROYAL OF RECORDS RETENTION AND DISFOSITION SCHEDULE

REQUEST THIS AGENCY'S RECORDS RETEHTIOH AND BISPOS|TION SCHEDULE BE AMENDED TO ADD/AMENR/DELETE .n% FOLLOWING ITEMS AS SHOWH ON THE ATTACH'
0A-50, RECORDS RETENTIOK AND DISPOSITION SCHEBULE.

ADDITIONS (LIST ITEM NOS5. AND ATTACH FORM DA-55.)

AMENDMENTS {LIST lTEl:! HOS. AND ATTACH FORM DA-58.)

DELETIONS [LIST DELETIONS HERE ONLY.)

* The Comptrollers! Interim Records Retention and Disposition Schedule {1985)
» The General Accounting Records Retention and Disposition Schedule (1977)

REQUESTING AGENCY SIEHATURE

 FEPARTHRNT OF GENRRAT, SRRVICES

Bureau of Publications and Paperwork Management
J}& {g e %%E:Q&&Nﬂl olvlze

AHD MUSEUM COMMISSIGN APPROVES REQUESTED ACTION.

THELAIECUTIVE BOARD AUTHORIZES REQUESTED ALTION.
~

§ A Y @f/ 20" sl

BATE /j‘:n\nr DUATE OF ACTION
.

V

/




COMMONWEALTH OF PEKKSTLVANIA

GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

ACCOUNTING

1ITEM™ -
HUMBER

FORM
HUMBER

RECOAD SER|IES TITLE

0 «VON

COPY DISTRIBUTION

RETENTION
PEAIGD
(TEARS]

5Ta
AGENCY | RECO
CENY

301

301.2

301.4

301.5

STD-260

STD-263

STD~292

BUDGET DOCUMENTS

Schedule of Allocation of
Appropriations or Executive

Authorizations

A1loecation or Allotment

Amendment

Allocation Amend Only - -

Report of Lapse

R AR I VLI LI o oW W e

Compt-Acctg Cont
Compt-Pending

(B Budget Office
Agency
Institution

Campt-Acectg Cont
Compt~Pending

OB Budget Office
Agency
Institution
Agency/Instit Pend

Treasury - TABS
Treas Bkkpg TABS
OB Budget Office
Auditor General
OB Bur of Fin Mgmt
Compt—-Acetg Cont
Coampt—Pending

W W v

g prEon fuesfye weige

.¥ One year or audit and acceptance, whichever is longer.
%% Until superseded, cbsolete, or no longer needed for reference.
¥%% May be retained in office of origin for six months then disecarded.




ITEM
MUMALN

FoRu RECOKD SEMIES TITLE
NUMBCR

X <vwon

COPY DIBTRIBUTION

RETENTIOM AW

PER(OD
[5¥ 7. 3]

AGENCY

ATATE
RECORDY
CEnTER

302

302.1

302,2

302.4

REQUISITION DOCUMENTS

STD-173 Purchase Requisition
S5TD-173A Contimuation Sheet

STD-181  Agency Purchase Request

STD=510 Internal Stores Requisition

oW o

W N

General Services

Campt-Acctg Cont

Inst/Main Supt

General Services

Ch'Mzint Eng/Other

Dist Eng/Equip Eng/
Other

Procurement
Inst/Bureaun

Procurement

Agency Storercom
Inst/Bureau

¥ One year or audit and acceptance, whichever is longer.

#%  Until superseded, obsclete, or no longer needed for reference,

¥¥%% Or for period of contract,

| ]

Wil ww

b-l\%m\nﬁi“g
\n
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COPY DISTRIRUTION

RETENTICON
PLAIOD
irCcaxs)

STATE
ACEMEY [ RECONDA
CLNTECR

303 ENCUMBRANCE DOCUMENTS
303.1 STD-174  Supplies and Forms Encumbrance |1
STD-1744 Continuation Sheet 2
3
L
5
6
303.3 STD~180 Purchase Order 1
2
3
L
5
é
7
8
303.4 STD-182 TField Limited Purchase Order 1
STb-1824 Continuation Sheet 2
3
4
5
6
303.5 STD-183 Miscellaneous Order 1
STD-1834 Continuation Sheet 2
) 3
L

DGS/Bur of Corr
Auditor General
Using Comp-Acctg Cnt
Centr Serv Compt
Campt-Acctg Cont
Institution/Other

Vendor

Treasury

DGS Pur/Treasury

DGS Pur File Copy

Campt-Acetg Cont

DGS Telecom & Strds

Institution/Other

Bur Off Serv/Agency
Procurement

Vendor

Compt-Aectg Cont

Treasury

Maint Engr/Equip
Bur/Off Serv

Inst/Dist Engr/Main
Supt

DGS Purchase File

N 1. ' -

Vendor
Compt~Acctg Cont
Auditor General
Institution

# (One year or audit and acceptance, whichever is longer.

## Or for period of contract.

*¥## Until superseded, obsolete, or no longer.needed for reference.

|

3
L |3
1 3 3
¥ 1 3
1# ) 3
3
2 | s
2 |5

2433
¥ 1+ 3
1
3
3*'“‘
-1,
2 |5
3
3

s
J# 3
b3
3

-3



ITEM
RUMBELR

FORM
HUMBLR

RLCOMD SLRITS TITLE

OX «LIDN

COPY DISTRISUTION

RETENTION
2LNIOD
ircama)

D~J3onPEPWh

W

oMPEWNNEHE B~Oo\GIPW

Vendor

Treasury

DGS Pur/Treasury

DGS Pur File Copy

Compt—Acctg Cont

DGS Telecom & Strds

Institution/Other

Bur -Off Serv/Agency
Procurement

Compt-Acctg Cont
Auditor General
Cther

Compt-Acctg Cont
Institution

Auditor General
Compt-Acctg Cont
Agency
Compt-Pending

Compt-Acetg Cont
Bureau/Cther

Agency

Contractor
Campt~Acctg Cont
Treas/Aud General

Treasury
Compt—Pending
Bureau/Institution
Procurement

Enploye/Trng Source
Compt—-Acetg Cont
Compt-Pending
Auditor General
Agency
Apency~Pending

303.7 STD-185 Advice of Change
303.8 STD-186 Miscellaneous Encumbrance
(Year End Encumbrances)
(Contracts)
303.9 STD-516 Local Purchase Proposal
303.11 STD-274  Request for Approval of
Cut-of-State Travel
303.12 |STD-277 Request for Approval of
Moving Expenses
303.13 STD-278 Service Purchase Contract
303.14 STD~279 Out-Service Training
Authorization
% One year or audit and acceptance, whicﬂever is longer.
34
#¥#¢  Same as document to which it relates.
J3=% Or for period of contract.

2 5
2 ]
3

W | e
1
3

33
1% 3
4 3
e
ix= 3
3
L 3
1 3
3
3
1 3
3
it
ix 3
L 3
o—|—5-
3
3
FHE
i¥ 3
e
& 3
3
i

Until superseded, obsolete, or no longer needed for reference.




ITEM
NUMBER

FORM
NUMBER

RECORD SCRIKS TITLE

ox <

|

COPY DISTRIBUTION

METENTION
PEMIDD
ircars)

3ITATE
AGENCY {RECONDS
CENTER

303.15

303.16

303.17

STD-291

STD-187

STD-178

Reauest for Lease Action and
Budget Approval (DGS reten-
tion begins at SRC after
cancellation of lease)

Requisition for Project
Funding

Invitation - Bid Proposal

[

M P

W R

DGS Bur of Real
Estate & Ins
Compt—-Acctg Cont
Auditor General

Criginator

Compt-4dcetg Cont
Agency Budget/Pro-
gram Area

Compt-Acctg Cont

Treasury
Agency

- 7
W |3
b 3
1
* |3
3
¥ |3
2 5
3

% One year or audit and acceptance, whichever is longer.

#%  Until superseded, cbsolete, or no longer needed for reference.

||

w5




FTE M
MuUsMBER

oM MEECRD SERIZE TITLE
HUMBER

ax 4won

CoORrY DIATRIRUTION

KCTENTION
rERIGD
IYEARE)

TACENEY

3ATATL
RECOWDS
CENTER

304

304.1

304.2

304.3

304.5

3u4.8

EXPENDITURE AND SUPPCRTING
DOCUMENTS

STD=125. YVoucher Transmittal

STD-129 Hequest for Appropriation
Expenditure Adjustment

STD-130 Advancement and Accounting
Voucher Transmittal

STD-152 General Invoice

STD-188  Receiving Report

Treas/Auditor Gen
Compt=icctg Cont
Treasury

Other

Treasury
Compt-Acctg Cont
Campt/Other
Institution
Work Copy

Treasury
Comptroller
Treasury
Treasury File
Institution/Cther

Auditor General
Campt-Acetg Cont
Payees

Compt-Preaudit
Inventory Control
Dept-Prod Planng
Dept/Institution
Receiving Area

$ n:hg#r

lui};l\)

1%

W an \wn wn W

(VLAWY

304.10

304,11

STD-191 Travel Expense Voucher

STD=192 Hotel Order

FWNKF WEFWNRE VPFWNH WRNHE VWEREWNE WERWR M W

Auditor General
Coempt-Acctg Comtb
Compt-Employe File
Employe

Employe Work Copy

Aunditor General

Vendor

Auditor General

Compt=-Acctg Cont

* One year or audit and acceptance, whichever is longer.
¥% Until superseded, cbsolete, or no longer needed for reference,
##¥% Same as document to which it relates.

w
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ETEM
NUMBEN

rormM
HUMEER

RECDAD EENICE TITLE

COPY DISTRIBUTION

RETENTIOM
PECRIOD
{YLARS)

‘0K «vONn

AGEMCY

2TATE
RECORDX
CCHNTER

304.12

304.18

304.19

304,20

304.24

304.28

304,29

304.30

. 30431

STD-193

STD-521

STD-522

STD-540

STD-119

STD-503

STD-513

STD-133

STD-194

Transportation Order

Publicastions Authorization
and Invoice

Telephone Service Request

Request for Temporary
Transportation

Voucher Transmittal
Accounting Sheet

Report of Telephone Toll Calls

Auvditor General
Vendor

Auditor General
Compt-Acctg Cont

Auditor General
Compt-Acctg Cont
Compt~Vendor
Vendor:

A gency~FPending

DGS Telecom

DGS Telecaom

DG5S Telecom
Campt~Acctg Cont
Agency Fiscal Off
Agency Cammunication
Requestor

Auditor General
Compt-Acctg Cont
DGS Vehiele Mgmt
DGS Dispatcher

Vehicle Cperator

oW SoeviEWoR o wmibEWo R W
[ 3]
ﬁ meqb w H*Hii'illﬁk grlb

Campt~Acctg cont

Canpt-Acetg Cont
A gency

Wi Ww 2

Report of Telegraph Charges

Request for Approval of
Advancement Account

Postage Due Record

Auditor General
Compt-Acetg Cont

:\JJ
RE YR

Auditor General
Treasury

OB Bur of Fin Mgmt
DGS Bur of Risk Mgmt
igency Comptiroller
Institution/Other

H OWMFWRNR R DR
NN

b

Compt-Acctg Cont

"# Cne year or audit and acceptance, whichever is longer.
¥ Until superseded, obsolete, or no longer needed for reference.
% To be sent to vendor (Telephone Campany).

| '4

W Wwwomw Www

-7




1TEM
NUMRER

FoRw mrcoRkb SERIES TITLE
NUMSEIR

O o BC

COPY DlaTMIRNUTION

PENI

LYEars)

AGIMCY | RECOREDS

STATE
CINTER

3%.33

304.34 -

304.35

STD-925 Invoice

STD-273 Emergency Purchase Service

STD-526  Special Photo Service Order

%% (Or for period of contract.

WMEWDKR B~IOWMPFWOH W LV

Customer
Customer/Campt
dcets Receivable
Customer/Other
Compt~Accts Recvble
Compt-Billing

Agency

Contractor .
Compt-Acctg Cont
Treas/Aud General
Treasury
Compt-Pending
Bureau/Institution
Procurement

Camptrolier
CMS

Cen Serv Compt
Agency

Agency

SRl AL I LI

A, AVIRVL]

* One year or audit and acceptance, whichever is longer.
*% Until superseded, ocbsolete, or no longer needed for reference.




ITEW
MUMBIR

L{-1.1%3
UM LR

RICOAD SERILS TITLE

‘Ox -+won

CORY DISTRISUTIONR

RETENTION

FLRIOD
(YLans)

ACENECY

STATE
LIS-4-L1T]
CExRTEYF

305

REVENUE AND RECIPTS DOCUMENTS

305.2 STD-420 Transmittal of Revenue
305.3 STD-417  Adjustment Memorandum fram
. Department of Revenue to
Treasury Department
305.4 STD-418 Debit Memorandum for Checks
Returned by Treasury Depart-
ment to Revenue Department
305.5 STD=165 Schedule of Revenue Augmenting
"""""" ' Current Appropriation
305.7 5TD-167 Schedule of Refunds of
Experditures
305.8 STD-419 Refund of Expenditures

NowmE WK RNMH WRK ~30WwE W =10wE WoR ~owmis W

Bur of Fin Mgmt

Auditor General
Treasury
Cen Serv Campt -
Receipts
Compt-Acctg Cont
Compt/Other
Compt/Pending
Institution/Cther

Treasury
Auditor General
Cen Serv Compt -
Receipts
Campt-Acctg Cont
Compt/Other
Compt Pending
Institution/Other

Treasury

Auditor General

Bev Compt ~ Receipts
Section

Agency Comptrolier

Agency Compt/Other

Agency Campt Pending

Institution/Cther

Compt-Acetg Cont
Campt-Revenue Sec

Campt-Acctg Cont
Compt-Rev Sec

Aunditor General
Treasury
Cen Serv Compt -
Receipts
Campt-Acctg Cont
Compt./Other
Compt~Pending
Institution/Other

# One year or audit and acceptance, wl';ichever is longer. _
#%  Until superseded, obsolete, or no longer needed for reference,

A TR LT

ViEiRRR

Wl W W W

Ly wW\n
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I TE W
MNUMBEN

FoRM
NUMBER

RECORD SERIES TITLE

‘OX ~<WOn

COPY DISTRIBUTION

RETENT(ONR
*LAjop
IYZams)

STATL
RECORDSE
CEMTER

AGENEY

306

MISCELLANEQUS ACCOUNTING DCCUMENTS

h =

PWPH M WD W

l

Inetitution
Agency/Inst Pending

OB-Bur of Fin Mpgmt

Compt-Acetg Cont

Compt-Acctg Cont
Compt-Acctg Cont

Campt—Acetg Cont

Compt-Acctg Comt

Campt-Document
Affected

Institution/Field

Campt~Acctg Cont
Compt~Pending
Campt-Proc Center

Compt-~Acctg Cont

Compt-Acctg Cont
Compt—Pending
Budget Office
Agency

13

* ) 3
x| 3
x4 3
1 3
|3
I} 3

306.1 STD-114  Journal Voucher
306.2 STD-116 Daily (Monthly) Summary of
& 116A Transactions
306.3 STD-118 Batch Control Sheet
306.4 STD-12)  Voucher Transmittal Record
306.6 STD-102  Schedule of Current
Appropriations
306.7 3TD-109 Correction Voucher - Alloca-
tion Ledger - Corrections
of Allocation and Aljotment
306.15 STD-164 Centralized Accounting Data
Batch Control
306.16 SID-189 Payment Record
306,17 |3TD-262  Allotment Schedule
3TD~262=-1
#° One year or audit and acceptance, whichever is longer.
e

FRE
FRH

Until superseded or obsolete.
Two months retention only.

peeden g frf oo

May be retained in office of origin for six months then discarded,
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ITEN
NUMBEN

FORM
NUKBRLN

RECSORD SERICE TITLE

‘OR «4WOnNn

COPY DISTRISUTION

METINTICN
LI LI
IYEARSE)

STATE
MICORDS
CENTLR

306,18

306.19
306.20

306.21

306.22

306,23

STD=275

TBLDP271

TBLCK501

1099

STD-108

Authorization of Signature
Card

Department Voucher
Transmittal Listing

Department Check Register

Advancement Account
Checks and Statements

Correction Voucher for
Requisitions, Encumbrances,
or Expenditures

¥ One year or audit and acceptance, whichever is longer.

% Until superseded or obsolete. -

P oWwRH

W R

Treasury

DGS Bur of Purchaseg

OB Dep Sec for Comp
Operaticns

Compt Acctg Cont

Comptroller
Treasury

Camptroller
Treasury

IRrs
Comptroller
Payee

Campiroller
Institution/Other

Comnpt-Acctg Cont
Compt-Joc Affected
Institution/Field

) W\

-1i-

Revision No. 2



ITEM
EUMBER

FonM REcon RIES TITLE
MUMBER Lcomo sr

‘OE = WOn

COFY DISYRIBUTION

RETEWTIONR
FERIGD
IYCARS}

ACTMCY

ITATE
RECHRDS
LENTER

308
308,2
308.3

308.8

308.9

ACCOUNTING REPCRTS
CB51 Commorwealth Trial Balance
BFPML7 Status of Appropriation

Adjustment Sheet

Status of Appropriation
General & Special Funds

General ledger

OB Bur of Fin Mpgmt
Camptroller

OB Bur of Fin Mgmt
Comptroller

Agencies .

Camptroliers
{June & December)

OB Bur of Fin Mgmt

Miscellaneous

Agencieg
Camptroliers
OB Bur of Fin Mgmt

I

13

13

1%

1
1%

10
10

10
Perm-
anent

¥ One year or audit and acceptance, whichever is longer.
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1TEM
MUustE KA

FONM

RECORD RENRILE TITLE
HUMB LN

OX «SWon

COPY DISTRIBUTION

RETEMTION
PERIOD
irCAms)

STATE
RECORDS
CERTER

AGINMCY

309

PAYROLL DOCUMENTS

309.127 | STD-127 Payroll and Deduction Trans-~ |1 |Treasury/Aud General| 4 3
fer Voucher 2 |Treasury/Rev Compt e | 6
3 |Treasury 2 -5
4 | 0B Bur of Fin Mgmt x4 6
5 |Compt-Acctg Cont x| 6
nets 30000 B A e e e B -
Refer to M210.9] Section G103- penses Due Deceased Em-
Payroll, G103.0Q1. ployes
309.148 | STD=148 Refund-Supplemental Payroll {1 |Compt—Payroll L
Card '
309.329 | STD-329 Leave Payment Authorization |1 |Treasury/Aud General| 4 3
2 |Treasury 2 1.5
3 |Comptroller | 6
4 |Agency 3 |
309.360 | STD=360B Personnel Authorization 1l |Treasury 2 5
2 |{Treasury/Aud General{ 4 |-3
3 1Civil Service {for 1 6
Civil Service
Employes)
OA Division of Em~ 1
ployment (for Non-
Civil Service Em-
ployes) )
4 | Comptroller w6
5 |Agency-Signed 3
6 |Agency-Pending -
309.362 | STD-362 Temporary Assignment in 1 |Auditor General 4 3
Higher Classification - 2 |{Treasury 2 |.5
Time Record 3 [Compt-Acctg Cont |6
4 |Agency Personnel 3
5 |Institution/Field #H
309.400 | STD-400 Application for Membership - |1 |SERS Ll
State Employes! Retirvement |2 |SERS-Acctg Div ¥
System 3 |Agency Personnel *#
4 |Compt/Agency File #*
¥ One year or audit and acceptance, whichever is longer.
¥¥ Until superseded or cbsolete,
#3 Same retention as Retirement Folder of which it is a part.
| 1 |

=13~



miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text
Item# 309.142 is deleted.
Refer to M210.9, Section G103-
Payroll, G103.001.

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text


ITE®
NULIRIR

FOmM
NUMBER

RECCRD SIRIE3 TITLE

+OX =WON

COPY DISTRIBUTION

ALTEMTION
PENIOD
IYCana;

AGENEY

ATATL
MECORDE
CENTER

g 309,404

309.4.11

309.439

309.901

309,902
309.903

309,904 |
Item# 309.904 i
Refer to M210.9
Payroll, G103.004.

STD~404

STD-411

STD~-439

STD-9C1

STD-02

STD-903

STD-904,

s deleted.

Section G103 -

Inveice-State Share of Group
Life Insurance Premiums

Direct Billing Premium Re-
port

Request for Salary/Wage
Advancement

Broken-Time Record

Control Tobtal Report

Payroll Master Cards
(BFM-207 and BFM-207A)

Payroll Voucher
BFM-201 Salary Register
BFM-201B Salary/Wage Sup-
mental Register
BFM~-202 Wage, Overtime,
Shift Differential
BFM-203 Reconciliation

F R .NH WVMPWORE WO wumPWwoR

Auditor General
Compt-Acctg Cont
Compt-Centr Serv
Employe
Compt~Fending

Auditor General
Compt-Centr Serv
Compt-Acetg Cont

Auditor General
Compt~Pending
Compt-Payroll
Compt-Acctg Cont
Personnel Officer

Auditor General
Compt~Acctg Cont

Compt-Payrell

Compt-Payroll

309.910

309.911

309.918

309.9044
Item# 309.904A]is deleted.
Refer to M210.9
Payroll, G103.004.

STD-904
Section G103-

IRS W-2

STD-911

STD-918

Payroll Voucher
BFM-204 Refund Reglster
BFfM~20LA Ref Reg Summary

Withholding Statement, prior
to 1956 (not retained after
1955)

Employer's Return of Tax
Withheld (BFM-135)

Timekeeper's Worksheet

WK N Wh e -

Int Rev Serv

Employe
Camptroller

Wage Tax Collector

0B Bur of Fin Mgmt

Camptroller

Agency
Compt—-Acctg. Cont

¥ One year or audit and acceptance, whichever is longer.
¥ Until superseded, obsolete or no longer needed for reference.

4

1%
1%
-

4L
1*
1#*

A A

fod

REE M

W Wlwow
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miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text
Item# 309.904 is deleted.
Refer to M210.9, Section G103 -
Payroll, G103.004.

miamiller
Typewritten Text

miamiller
Typewritten Text
Item# 309.904A is deleted.
Refer to M210.9, Section G103-
Payroll, G103.004.

miamiller
Typewritten Text


1TEM
AUBAZR

FoORM
NUBSER

MECOAD BERIEE TITLE

309.919

309.923

Ite%%gﬁgé.%m

Refer to M210.9
Payroll, G103.0

Itef?w?tg?(?;gw

Refer to M210.9
Payroll, G103.0

1ten319¢93'(?93.333 k=3¢

Refer to M210.9
Payroll, G103.0

Ite 9»‘93(?;.836

Refer to M210.9

309.937

309:938"

309.940

STD-919 wage Time, Overtime, Shift-
Differential Time Report
STD--923 Notification of Payroll

Correction

Quarterly Return of Withheld
Federal Income Tax

i593eleted.

, Section G103-
D3.

W-2C

is deleted.

, Section G103-
D3.

Statement of Corrected Income
Tax and Amounts

Transmittal of Corrected In-

is déleted. come and Tax Statements

, Section G103-
D3.

i?gg;gﬁ? Notice of Vehicle Assignment
, Section G103-Payroll, G103.002.

Ol
process,
years,

g N oa

¥ COPT DISTRIBUTION fTesns)

: e

1 jAuditor General 3

2 |Compt~Acctg Cont 6

3 tagey/Inst Timekeeper

1 |Auditor General (In- 3
correct payroll)

2 |{Compt~Acctg Cont 6
(Incorrect payroll)

3 |Auditor General 3
(Correct payroll)

4 Compt-Acetg Cont 6
{Correct payroll)

5 ITreasury~Pending 5

Until superseded, obsclete, or no longer needed for reference.
Discard all copies of forms not used in sample post audit
Only those forms audited will be retained seven

[

|§-~: W ;t;-ua: PR N G R N R e b E Wi

STD-931 Manual Payroll Refund Listing Deduction Acctg 6
Camptroller b
Cutside Agency
STD=932 SEHS-Employe Share " |-|sERS 6
Manual Payroll Refund Camptroller 6
Listing File
5TD-924 Leave Without Pay Time Report | 1 |Auditor General 3
2 [Comptroller 6
3 |Timekeeper
STD--929 Time and Attendance Record 1 Timekeaper
and 2 {Comptroller
STD-C929 3 |Fmploye
# One year or audii and acceptance, whichever is longer.
3
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miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text
Item# 309.931 is deleted.
Refer to M210.9, Section G103-
Payroll, G103.003.

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text
Item# 309.932 is deleted.
Refer to M210.9, Section G103-
Payroll, G103.003.

miamiller
Typewritten Text

miamiller
Typewritten Text
Item# 309.933 is deleted.
Refer to M210.9, Section G103-
Payroll, G103.003.

miamiller
Typewritten Text

miamiller
Typewritten Text
Item# 309.936 is deleted.
Refer to M210.9, Section G103-Payroll, G103.002.
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(he 4]
XUMBER

FORM

NukisER RECORD SCRIES TITLE

‘OX 400

COPY DINSTRIBUTION

RETEXTIOMm
LMD
iYRama:

AGCMCYT

IVatTr
RECORDSY
SEMTTH

310

310.11
310.14
310,20
310.46
310.74

310.75

CENTRALIZED ACCOUNTING SYSTEM
AUTOMATEL REPCRTS

BrMT Monthly Allocation Ledger
with Detail Transactions

| BFM10 ¥onthly Allotment Ledger

with Detail Transactions

BFM16  Monthly Open Encumbrances
by Account Code

{BFML2  Monthly Appropriation Ledger

with Detail Transactions
BFM450 Status of Appropriations
BFMLAO Worksheet for Reconciling
Camptrollers Expenditures
with Treasury

411 Other CAS Keports

Comptroller
gency

Camptrclier
Agency

Comptroller
Agency

Compiroller
Afency

Comptroller
0B Bur of Fin Mgmt

Comptroller
OB Bur of Fin ¥Mgmt

Comptroller
Agency

1+
or

W

¥ (ne year or audit and acceptance, whichever is longer.

#*  Until superseded, obsclete, or no longer needed for reference.
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1T
LI L)

FOAM
MUMBTA

MCCORD SERIEA TITLE

‘ox -4%a

"1

COPY DISTRIBUTION

RELTENTION
PLRIOD
frrans

ETAYL
RECORDS
CENTCA

AGEMCTY

312
312.105

312.114

312.116

312.119

312,120

Item%ili’?l.zl.'? 37

obsolete.

312.139

312,144

312.172

312,177

312,185 J

3

Item# 312.18
obsolete.

3312,185A

BFM105

BMM11L

BFM116

BmM119

BIM137

is now

BFM139

BFM1LL

| BFM152

BEM1T72

BFM177

BrM185

is now

Item# 312.185A is now

obsolete.

BFM120.

CENTRALIZED PAYROLL SYSTEM
AUTOMATED REPCRTS

Time and Attendance
Postaudit Sample

Quarter Monthly Report of
SERS Deductions — FEmploye
Share

Quarterly Reports of SERS -
State Share by Department

Quarterly Report of PSERB -
State Share

Monthly PSERB Retirement
Deductions

Muncipality Annual Gross
Earnings Report

Wage Tax Payee Transaction
Report

Monthly Blue Cross/Blue Shield
Premivm Report by Department

........ Quarterly Group-Life-Insurance -

Premium Report

Tax Sheltered Annuity Premium
Report

Monthly SECA Deduction Report
by Department

Luarterly Report of State Per-
sonal Income Tax by State

BFM185A4 Monthly Report of State Per-

sonal Income Tax by State

Camptroller

Auditor General
State Emp Retire Sys
Camptrolier

Auditor General
State Emp Retire Sys
Camptroller

Auditor General
Pub Sch Emp Ret Sys
Comptroller

Auditor General
Pub Sch Emp Ret Sys
Comptroller

g

Anditor General
Comptroller

Auditor General
Comptroller
Capital Blue Cross

x| 6
I 3
1#-

Iy 3
L I 3
1x| 4
¥ 3
4 3
1# |Perm
Xy 3
4 3
1% |[Perm
*f 3

Ww ww R

TNA
Auditor General
Comptrolier

CA Personnel

lAuditor General
'TSA Carrier
Comptroller

uditor General
United Way of PA
Comptroller

¥ One year or audit and acceptance, whichever is longer.
3% Until superseded or obsolete,

%
LW

-l . e w oo W
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miamiller
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miamiller
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miamiller
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miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
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miamiller
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miamiller
Typewritten Text
Item# 312.137 is now
obsolete.

miamiller
Typewritten Text

miamiller
Typewritten Text
Item# 312.185 is now 
obsolete.

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text
Item# 312.185A is now
obsolete.

miamiller
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1TEm FoRu RECHAD SERMIES TITLE

(1S ] 3 4] xUwSCR COPY DISTRIRUTION

*OR <WOI

-:r:-r:g.
IYtA!sl

ACENCT

BTaATL
RLconbs
CEuTCh

312.192 BF¥192 Monthly Union Dues Deduction Auditor General

Report & Summary Union
i Comptroller
-312.198 [BM198 Pay Increase - LWOP Employes Comptroller
: Personnel
312,210 [BFM210 GID and YTD Employe Payroll .| Comptroller
Totals State Emp Ret Sys
312,222 |BFM222 Pay Increase Change List Auditor General
Treasury
Comptroller
Perscnnel
512,227 [BFM227 Pay Increase Supplemental Auditor General
Pay Idist Treasury
Comptroller
312,228 BFM227B State Police Clothing Allowance Auditor Genaral
: Supplemental Pay IList Treasury
Comptroller
312.227C [BRM227C Corrections Officers & / Auditor General
Psychiatric Security Aides Treasury
Camptroller
312.,227D FFM227D Drivers Licens< Examiners Auditor General
Clothing Allowance Treasury
Comptrolier
312.,227F |BFM227F Quarterly Stress Impact Payments Comptrolier
- Treasury ——
312.2279G BFM227G Annual Clothing Allowance Comptrollier
: Agency
Treasury
312,228 |BFMR228 Overtime Record Listing Auditor General
Treasury
Comptroller
312,229 (BFM229  Shift Differential Supplemen— Auditor General
‘tal Pay List Treasury
Comptroller
312,234 |BFM234 Quarter Monthly Financial Auditor General
. Institution Deduction by Camptroller
Institution Institution
312.240 |{BFM240 Temporary Assigmment in Higher Auditor General
Classification - Time Record Comptroller
Institution

# One year or audit and acceptance, whlcheVer is longer.
#¥ Until superseded or cbsolete.

S

4
1

1%
ETES

1%
¥

L

PR
1*
3

L
2

1%

L
2

13

|
|
U

3
3
6

49

[o SV W

[ S = AN RV} oo\ oo [SARN RV}

W oV o\ R o
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[hg4r]
LY L]

LL-L 1]
MUMBEIR

RMECORD BERIEE TITLE

0% <WONO

COPY DISTHIRUTION

RETEMTLON
PLRIDD
rEans]

ABENCY

T

mEIComns

ATEL

CINTER

312.244
312,253

312.254

312,263

312.270
312.275

312.279
Item# 312.279

312,280 -

312.291

312,2944

312,294D

BrRM244,

BFM253

BFM254

BRM263

BFM270

BIMM275

BFM279

Health & Welfare Contribution
Report

Occupationzl Privilege Tax
Payee Transaction Report

Muniecipality Annual Occupa-~

tional Privilege Tax Report
TIAL~CHEF Retirement Semi-

Monthly Contribution Report
Payroll Deduction Listing
Report of Social Security

Deductions

Federal Withhelding Tax

is now obsolete. Deposit Listing

BFM280

BFM2G1

Annuitants Medical Hospital
Premium Report

State Summary Quarterly Report
for UC Employe Withholding

Ouarterly Group Life Insurance
Premium Report

Payroll Miscellaneous Encum-
brance by Cost Center

Liquidation of Miscellaneous
‘Encumbrance by Organization

A1l Other Payroll Reports

Auditor General
Comptroller
H & W Fund

Aduditor General
Conptroller
Tax Collector

Municipality
OB Bur of Fin Mgmt

Auditor General
Compirelier
TIALA-CREF

OB Bur of Fin Mgmt

Auditor General
Conptroller
Sce Sec Bureau

Auditor General
Comptroller
Capital Blue Cross

Auditor General

Comptroller
Office of Emp Sec

Camptroller
Insurance Company
Camptroller

Comptroller

Comptroller
Agency

¥ (ne year or audit and acceptance, whichever is longer.
#¥%  Until superseded, chsolete or no longer needed for reference.
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1*
or

3
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Item# 312.279 is now obsolete.
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STCm
uUsBCR

roku ACCOAD SERIRE TITLE COPY DISTRIBUTION

ALTENTION
wERIOD
(Yramat

LU 144

‘O AvONh

STATE
ALECuMCY {AECORDSE
1< 334

31

314.30

gBFHBBO Annual Loan lLedger Trans- Comptroller

!
i
|
!

LOAN ACCOUNTING SYSTEM.
AUTOMATED REPCRTS

actions and Status Agency
411 Other Loan Accounting Comptroller
Reports Agency

1| 3

1%
or

* One year or auait and acceptance, whichever is longer.
#% Until superseded, cbsolete or no longer needed for reference.
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ACTIMNTION
BLRIOD
1rTARS:

1TEu FoRM NECORD SEMILA TITLE

iy UL ER COFT DIETHISUTION

ETATEC
ALINCT | AECOADS
CExTER

‘ax 4von

315 HOUSING & URBAN DEVELOPMENT
AUTOMATED REPCRTS (HUD)

315.21 BFM370 HUD Monthly Project Update Comptroller I | 3
with Detail Transactians
315.27 |BRM376 Monthly Trail Balance Comptroller 1 |3
315.31 BFM380 Detailed Balance Sheet - US Dept of Housing
.Philadelphia & Urban Develop-
ment -
Camptroller 1*
315.32 |BMM381 Detailed Balance Sheet - o
Pittsburgh US Dept of Housing
& Urban Develop- .
ment -
Comptroller 1=
Al1 Other HUD Reports Comptroller 1#.
Agency or

* One year or audit and acceptance, whichever is longer.
¥% Until superseded, obsblete or no longer needed for reference.
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-
(rEams}
COPY DISTRIRUTION

UM R
STATE
AGIMCY | ALCORADE
CEIXTIR

‘OfF AW

TTE oMM RICORD AEMIKS TITLE
WUMBEN

l 316 REVENUE AND RECEIFTS
! ACCOUNTING REPORTS

® 316.01 |BFM60L Report of Revenue and Receipts OB Bur of Fin Mgmt | 1¥
‘ (July - May)
OB Bur of Fin Mgmt 7
(June) .

Treasury 12 5
Rev =~ Policy Evalu- -

ation & Analysis| 7
Central Serv Compt |[ %
316.02 |BMM602 Summary Report of Revenue and OB Bur of Fin Memt | 1¥*
: Receipts Central Serv Compt. 1 3
316.03 |(BFM603 Monthly Trial Balance of OB Bur of Fin Mgmt | 1%
General ledgers OB Bur of Fin Mgmt | 7
(June)
316.13 |[BFM618 Daily Report of Revenue & Comptrolier i

Receipts Transaction

¥ DUne year or audit and acceptance, whichever is longer.
%% Until superseded, obsolete or no longer needed for reference,
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1T
MUMBEN

FORM RILomD SEWERT YITLE
WUMBER

COPY DIBTRIBUTION

-OE LwWOn

RETENT IDN
BERIOD
irrams)]

3TATL
AGEXCT [RICORDS
CINTER

317

317.214

317.218

BFM&670A Monthly Job Inventory
Detall Transactions

BFM67(B HMonthly Job Inventory
Detail Transactions

All Other CIA Heports

AUTCMATED CENTHAL INVENTORY
LCCOUNTING SYSTEM REPOKTS (CIA)

Comptroller
Agency

Comptroller
Agency

Camptroller
Agency

% OUne year or audit and acceptance, whichever is longer. .
*%¢ Until superseded, cbsolete or no longer needed for reference.
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e 1
9 KETINT:On H
» PLRIOD 1
-L‘;f.‘::. _:::"‘:‘. RTCORD SLAILS TITLE A COPYT DIBTALBUTION lreanzi l'
L) ATATL E
: sesmer | AT
! . i
318 : AUCIT REPORTS E
5 !
; i

1
318,14 | Auditor General Audits of Admin- i
Item# 318.1A 1 . . i
deleted. Refer th M210.9, istrative Departments, Boards, !
Section G100-Aldits, Commissions and Local Agencies ;
G100.001. i
18,18 i i ‘
1terP P BB fs deletecidit Report Replies ?

Refer to M210.9, Section G100-Audits, G100.001.

]
18.28 ;
e n?# 3 §is Augi;orlGEr}eiaI_L .iudrt.s of
deleted. Refer to M210.9, choo 1stricts
Section G100-Audits, G100.001.
!
ItemB#.l%Ig.BZB i Auditor ‘General Audits of

deleted. Refer th M210.9, Pension Funds
Section G100-Audits, G100.001.

L

o 3#]_§l.é4_ CPA or State Audits of Sub~
deloted. Refer th M210.9, Fecipients under Federal or I :
Section G100-Alidits, State Programs (including Sub- 5
G100.003.  recipient Single Audit Reports)

318.5 Operational Audits and Responses !

Item# 318.5 is|deleted, refer to M210.9, Section G100-Audits,
G100.001.

—
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Item# 318.1A is
deleted. Refer to M210.9,
Section G100-Audits,
G100.001.
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Item# 318.1B is deleted.
Refer to M210.9, Section G100-Audits, G100.001.
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Item# 318.2A  is
deleted. Refer to M210.9,
Section G100-Audits, G100.001.
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Item# 318.2B is
deleted. Refer to M210.9,
Section G100-Audits, G100.001.
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Item# 318.4 is 
deleted. Refer to M210.9,
Section G100-Audits,
G100.003.

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text

miamiller
Typewritten Text
Item# 318.5 is deleted, refer to M210.9, Section G100-Audits, 
G100.001.
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ITEW
MUMBER

Fomu AECORS SEAIES TITLE
RUMSER

‘ox «<wan

COPY DIESTRIBUTION

RETELNTION
FLCRIOD
(rrams)

AGIXCY

ETATL
RESORDE
CEXTEN

319

319.1

ACCOUNTS RECEIVABLE/BILLING HREFORTS

BFM509 Daily Transacticn Listing
by Type

411 Qther Accounts
Receivable/Billing Reports

W

Camptroller
Agency
0B Bur of Fin Mgmt

Comptrolier
Agency

Rl

1%
or

¥ One year or audit and acceptance, whichever is longer,

#% Until superseded, obsolete, or no longer needed for reference,

|
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1TEW
HyMeLw

FORML
HUMSER

RECORD BEMILE TITLE

‘0% 4wan

COPY DIATRIBUTION

RETENT IOM
mENIOO
IYEARS)

AGENCY

STATE
RECOmMDY
CIXTEN

INTEGRATED

320 CENTRAL SYSTEMS REPCRTS |
| 320.1 XABC617  Allocation Level Transaction Comptroller % | 3
r Update Agency 3
| 320.2 XABC64L10 Monthly Allotment Ledger with Camptrolier i | 3
| Detail Transactions Agency 3
[
¢ 320.3 XACE6612 Monthly Open Encumbrances by Canptroller 13 3
i Account Code Agency 3
] 320.4 XABC616 Appropriation Level Trans— Comptroller Ix 3
; ; action Update Agency 3
. 320.5 XABCO73 General Fund Status of Comptroller % | &
Appropriations Agency 3
OB Bur of Fin Mgmt | 5
320.6 XABCO76 Speecial Fund Status of Comptrolier 1 L
Appropriations Agency 3
0B Bur of Fin Mgmt | 5
320.7 XABC633 Worksheet for Reconeiling Comptroller 1 L
Comptrollers-Records with Agency 3
Treasury @B Bur of Fin Mgmt § 5
320.8 XASA609 Transaction Report by Grant Comptroller 13 3
Within Funding Source Agency 3
320.9 AASAG06 Funding Source Activity Comptreller ix | 3
......................................................... by Grant Agen Cy‘ 3
320.10 XASA601B Summary of (&E by Program Comptroller 1% 3
Measure Agency 3
| 320.11 XASA602B  Summary of C&E by Budget Camptroller ¥ 3
Category Agency 3
320.12 Schedule of Federal Grants Comptroller x| 3
Agency 3
All Other ICS Reports Comptrolier i
or
Agency o
¥ One year or audit and acceptance, whichever is longer,
A%t Until superseded, obsolete, or no longer needed for reference.
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