
r =----

. ... ...... ....... '"··-·· 

I 

i I I 

! I I 
I I 

I I I TOT AU 
' .. _ .... ___..... ...__. , _ _....... __. .. __ _.e--........ _._, __ _._ .. ,-____ .. _ .. _ -·--.-- ·----.. -~ ............. _...._ 
•:::.::t=-t.::....,'-;:;rr;t::l.::~.-:. ...... ,.._---· .. - .. --'•--~---

GENERAL ACCOUNTING 
RECORDS RETENTION 
AND 
DISPOSITION SCHEDULE 

- '"""·' :: • .•. :;: -:-.···- -- . ··-~ --·· .::-.. . -·-=- ----
I : I : I I I I 





EXECUTIVE BOARD RESOLUTION # RE-91-023 
~larch 7' 1991 

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(!) of The Administrative Code of 1929; 
and 

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

RESOLVED, That the 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 

RE-91-023 

(Not Available) 
Secretary of Genera! Services 

~~· 
Insurance' Commissioner 

Secretary of Labor and Industry 
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See Management Directive 210.5. 
REQUEST FOR RECORDS ACTION 

i=l~uestmg: aaenty s•ans all copieS: remC'Ie5 !a!it :::py. NI!/1Cut ~e:ac.~lll!j :ne set, lctwartls documents to RECORDS MANAGEM~NT. ilo.ii!EAU OF? .:8\.'.C;.,T'::NS .:.NI:i ?A~R'.'VCRK MAN;.c;EMENT, OEilART'JENT ~F Y:.,Ei'Al. SE;!=.'.'ICES. !cr ·~ 
rev~eWS; tne secant! COllY WI!! Cot ll!turnea to the r~uesllng a;ency wnen ~eC!!SS<lfY i!OlProv;ls are ~llta1ne11. 

REQUESTED BY !DEPARTMENT OR AGENCY! i PI:RSON TO !:CNTACT !NAME & TELEPHONE NO l DATE PREPARED 

Executive Offices 
Comptroller Operations 

I 
! Russell J. Weber 

783-3073 November 7. 1990 

AUTHORIZA'P.CN IS REQUESTED FOR THE FOlliT"'!NG ACTION. CHECK APPilOP11lATE BOXES. 

l. Agencies and Comptroller Operations 2. Comptroller Operations ~ 

0 DISPOSAL OF RECORDS FOR 
A OISCO~TINUEO PROGRAM 

Q AP?ROVAL OF RECORDS RffiNTION 
lXJ AND OISPOSmON SCHEDULE 

fYl MICROFILMING AND DISPOSAL OF OR rYl MICROFILMING AND 
~ ORIGINAL$ k:j ORIGINALS RETAINEil = 

SERIES 
OR 

ITEM NO. 

COMPLETE THIS SECTION FOR DISPOSAL OF RECORDS FOR DISCONTINUED PROGRAMS 

! Record senes tltte, descnpuon of recoras and forrn numbers !Ltst by item number each type of record for which disposatts teQuested and reason !or ! 
I 

record ~iscontinuance. Descnbe the work or activity :o wh1Ch reccrds relate. Identify organtz:at1on unit and records tocat1Cn. 11 more space IS needed.!' 
use 8 12 ~X 1 1" sheets and attach.) 

I 

INCLUSIVE DATES 
OF RECORDS 
!MO. & YR.) 

:JUANTlTY 

'" CUBIC FEET 

COMPLETE THIS SECTION FOR APPROVAL OF RECORDS RETENTION AND DISPOSmON SCHEDULE 

REQUEST THIS AGENCY'S RECORDS RETENTION AND OISPOSmDN SCHEDULE BE AMENDED TO AODIAMEND!DELETE THE FOLLOWING ITEV0 AS SHOWN ON THE ATTACHED STD-56, RECORDS RETENT 
·•o DISPOSITION SCHEDULE. (IF MORE SPACE IS NEEDED. USE 811·/ X 11" SHEETS AND AITACH.) 

AODrriONS (LIST ITEM NOS. AND ATTACH FORM ST0-56.) 

- EnvirOiliiEiltal Hearing Board 
~~ 31.2.105, 312.227F, 312.227G,306.23 
Comptroller Hecords Retention and Disposition Schedule 
C.anptroller Records Retention and Disposition Schedule 

AMENDMENTS !LIST ITEM NOS. AND ATTACH FORM ST0-56.1 
PA Infrastructure Invest:I!Ent Authoi 

'318.4, 309.9M, 316.01 
Introduction to General Accotmt:ing P.ecord Retention and Disposition Schedule. 

1ELET10NS lUST ITEM NOS. AND ATTACH FORM STD-56.) 

!\EQUESTING AGENCY SIGNATURE 

1-:ISiORICAL AND MUSEUM COMMISSION 

~ OEPAIHMENT OF GENERAL SERVICES 

I 
I 

W?." \qO 
1 i ,r:. 

... 1 
,' 1-t~))~ 
~IAi~-,;n Jz;;rt?o IX_;~+.~ 

DATE 

" EXECUTIVE OIRECTOB"/ I ~ I SECRETARY 

· I I ================================== 
OAiE 

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 524 and 525 of The Administrative Code of I 929; 
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 Schedule of 
April 4, 1986, is amended to include Forms STD-924 and STD-929 as shown on the attachment 
hereto. 
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EXECUTIVE BOARD 

.AE-87-181 

Insurance Commissioner 

Secretary of Revenue 
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RESOLUTION# RE-86-050 
April4, 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, 19 8 5, authorized micro filming 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 Schedule. 
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April 4, 1986 

RE-864)50 

Secretary of General Sei\iices 

Secretary of Banking 

TSecretary of Revenue 

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, pursuant to Sections 524, 525, 527, and 701 of The Administra
tive Code of 1929. 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 microfilm records with the approval of the Office of the Budget, Bureau 
of Rnancial 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 to 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 Management 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: 

Revision No.2 

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



Sae Monagamant Oiractiva 210.5. 
t<l:l.IUI:ST FOR RECORDS ACTION 

Requesting agency signs all capias; removes last copy; sands balance of set, without detaching, to OFFICE OF ADMINISTRATION, BUREAU OF 
MANAGEMENT SERVICES. One copy will be returned to requesting agency with necessary approvals, Disapproval of any part of this request will bo 
shown by_ "Disapproved" and by wham entered opposite tho _particul or item. 

RCQUCSTCD BY (DCPA.RTMCNT OR AIO£.NCYI PERSON TO CDNTA.CT (HAM£ & PHONE NO,) Co\TE PRI:PAR£0 

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

o\IJTHORI:A.TION IS REQUIACD ~OR TH£ ~OLLOWIHIO o\CTIOH. CHECK o\PPROPR!ATC BOX£.5, 

1. 
D 

S&IIIIES 

"" ITEio( NO, 

Agencies and Canptroller Operations 
DISPOSAl. OF" R&CORDS FOR 
A DLSCOHTIHUI:D PRCCRo\M 

rYl A.PPROVo\L Of' R£CORaS A£.TENT!OH 
L_j AND DISPOSITION SCHEOUL£ 

2, Canptroller Operations OnlJ-
Mtcnonl.""''" .. AND DISPOS41. OF lxl ... u:AOP')I.Io(INC ONLY, 
OR!CINAI.S OR ~ ORIIOIHALS R£TAINCO 

ONLY COMPLETE THIS SECTION FOR DISPOSAL OF RECORDS FOR DISCONTINUED PROGRAMS 

RECORDS SERIES TITLE, FORM NO., AND DESCRIPTION OF RECORDS. I.IST BY LT£.M NU ... BER £.4CH TYPE: 

4CTIVLTY TO WHICH RLCORDS RELATt, SHOW 
LHC:LUSIVt D4TES 

OF' R£CDRD FOR WHICH DISPDSA.L IS RCQUESTED, DCSCRIBt TH£ WORK DR 0 I' RtCORDS 

ORCANIZATION UNIT AND I.OCATION IN WHICH ACCORDS ARI: HOUS£0 0 AS INSTITUTION, BUILD INC, R001.4 NUMBCR OR AREA.. (MO. • YR.) 

H' MORE: SPAC£ IS N&£D£D USE Si" X 1 1" SHC£Ts, 

COMPLETE THIS SECTION FOR APPROVAL OF RECORDS RETENTION AND DISPOSITION SCHEDULE 

QUANTITY 

'" CUBIC F'&CT 

R£OU£ST THIS AC£NCY'S RECORDS R£T£.NTION AND DISPOSITION SCHCDULC BC AMEND£0 TO ADD/AM£ND/DELET£ ... ~ FOLI.OWINC ITCMS AS SHOWN ON TH£ ATTACH

OA-~G, RECORDS RETENTION AND DISPOSITION SCHEDULE. 

ADDITIONS (LIST IT£M HO:S. AND ATTACH FORt.~ OA-~G.I 

The General Accounting Records Retention and Disposition Schedule (1986) 

AMENDMENTS II.IST nr.M NOS. AND ATTACH FORM 04•5&.1 

OELETIONS !LIST DEL£TIONS H£R& ONLY,) 

• The Canptrollers 1 Interim Records Retention and Disposition Schedule (1985) 
• The General Accounting Records Retention and Disposition Schedule (1977) 

R£QU£.STINI; AIO£NCY SICHA.TURE 
ARTMENT OF GENERAL SERVICES 
eau of Publications and Paperwork Management 

AND MUSEUM COMMISSION APPROV£.5 RCQUEST£0 ACTION. X£CUTIV& BOARD o\UTNORIZCS R£QUEST£D ACTION, 



I 

ITI:I-4 
NtJM5t:A 

301 

301.2 

301.4 

301.5 

COioU•IOJ4WCAL.TH OF" PCNNSTL.VANIA 

GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE 
ACCOUNTING 

RI:COAD SI:AIC.S TlTL.I: 

BUDGET DOCUMENTS 

STD"'-260 Schedule of Allocation of 
Appropriations or Executive 
Authorizations 

STD-263 Allocation or Allotment 
Amendment 

Allocation Amend Only - -

STD-292 Report of Lapse 

' a 

' ' 
N 

~ 

1 
2 
3 
4 
5 

1 
2 
3 
4 
5 
6 

1 
2 
3 
4 
5 
6 
7 

COpy DISTRibUTION 

Compt-Acctg Cont 
Compt-Pending 
OB Budget Office 
Agency 
Institution 

Compt-Acctg Cont 
Compt-Pendi!ig 
OB Budget Office 
Agency 
Institution 
Agency/Instit Pend 

Treasury - TABS 
Treas Bkkpg TABS 
OB Budget Office 
Auditor Ckneral 
OB Bur of Fin Mgmt 
Compt-Acctg Cont 
Compt-Pending 

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

RCTI:NTION 
PI:RIOD 
ITURSI 

ST' 
Ai:I:NC'I' RI:CC 

CI:N1 

1* 3 
** 

*** 
3 
3 

1* 3 
** 

*** 
3 
3 

*** 
2 5 
2 5 

*** 
4 3 
""* 1-l:· 3 
** 

** Until superseded, obsolete, or no longer needed for reference. 
-!:"** May be retained in office of origin for six months then discarded. 

I I I I 
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' IIII:TEIIITICIM 

I 
0 "CRICICI • 1\.U.IISJ 

iTI:W ,.OIIIt.l IIII:C:OIIIO SI:IIIIES TITL.It y 
CO"T OISTillaUTICIIII 

IIIUlollllrll IUJioiSI:It • lilT ATE 

! 9 AGbC:T .. 1:(01110111 
CI:IIITI:tl 

i 
: 
i 

302 REQUISITION DOCUMENTS i 
' 

i 
I 302.1 STD-173 Purchase Requisition 1 General Services -' I STD-173A Continuation Sheet 2 Compt-Acctg Cent 1* 3 

3 Inst/Main Supt 3 
4 General Services 2 5 
5 Ch · Maint Eng/other 3*** 
6 Dist Eng/Equip Eng/ 3 

other 

302.2 STD-181 Agen~ Purchase Request 1 Procurement 3 
2 Inst/Bureau 3 I 

i 302.4 STD~.510 Internal Stores Requisition I 1 Procurement 3 
2 Agency Storeroom 3 
3 Inst/Bureau 3 

' 

--------·-- -

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

*** Or for period of contract. 

I I I 
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IT�,_. 

........ 11:11 

I 303 

303.1

Item# 303.1 is deleted. Refer to M210.9, Section G102-Finance, G102.004.I 

303.3

Item# 303.3 is deleted. Refer to M210.9, Section G102-Finance, G102.004.

303.4

Item# 303.4 is deleted. Refer to M210.9, Section G102-Finance, G102.004.

I 

··········--·-···-· 

303.5 

C 
0 
.. 

,.0111:W 1u::cc:uiu11 •Ea11:s TITLE. 'I' 
CO"'I' OISTlllaUTION 

NUMa:t" 

ENCUMBRANCE DOCUMENTS 

STD-174 Supplies and Forms Encumbrance 
STD-174.A Continuation Sheet 

STD-lBO Purchase Ord.er 

STD-182 Field Limited Purchase Order 

............................. ·- ........... ········-·· - ------ ................ 
................ ,, ........ ·························· ······--·········--·····-· ·············-·-·-······· 

STD-183 Miscellaneous Order 1 Vendor 
STD-lBJA Continuation Sheet 2 Compt-Acctg Cent 

3 Auditor General 
4 Institution 

* One year or audit and acceptance, whichever is longer.
** Or for period of contract. 

•C.T:tNT-1-CN 
i,,ic1111,0D 
CT1:A•s1 

:rt ATC 

4'-CMCT R:tCICllflDII 
CC.NTC:111 

.... 

-

l* 3 

4 3 
3 

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

I I I 
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ITICM 

NU .. IEII 

i 

I 303.7

I 

303.s

303.ll

Item# 303.11 is deleted. Refer to M210.9, Section G102-Finance, 
G102.002.

303 .. 12 

3Q3.l3
Item# 303.13 is deleted. Refer to M210.9, Section G102-Finance, G102.004.

� 

··········-······················-······-·······················•
.
····-··· 

303.14 

C •ETt::NT,011 
Q •l:IIIIGD " l'l'Ulllll 

,.o•w 11r::c:awa SEJlll:IES YU"LC. 'I' COll'T CIUITlll1:auTtON 
'NUMac• 

STATE 
&ll;IENCY •1:c:a:11110• 

C'tNTICa 

. 

STD-185 Advice of Change 1 Vendor -

Treasury 2 5 
3 DGS Fur/Treasury 2 j 

4 DGS Pur File Copy ff 

5 Compt-Acctg Cont ilff. *JI+ 

6 DGS Telecom & Strds 1 
7 Institution/Other 3 
8 Bur-Off Serv/Agency 

Procurement *ff, 

STD-186 Miscellaneous Encumbrance 
(Year End Encumbrances) 
(Contracts) 

Item# 303.8 is deleted. Refer to M210.9, Section G102-Finance, 
G102.004.
303.9 STD-516 Local Purchase Proposal. Canpt-Acctg Cont 1-i:- 3 

Institution 3 

STD-274 Request for Approval of 
Out-or-state Travel 

' 

STD-277 Request for Approval or Canpt-Acctg Cont l* 
Moving Expenses Bureau/other 3 

. 

STD-278 Service Purchase Contract 

.......................................................... - ·········- ·······-------------------··· ··················-- .............. 

·

STD-279 Out-5ervice Training 1 :&nploye/Trng Source -

Authorization 2 Compt-Acctg Cont l* 3 
.3 Canpt-Pencling ** 

4 Auditor General 4 .3 
5 Agency 3 
6 Agency-Pending ** 

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

*** Same as document to which it relates. 
**"" ·er for period of contract. 
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' IIC'I'CloiTICN 0 

• ~I:IIICD 

ITI:t•l I'"OJIIoC JlltCOitD SIUtii:S TITLE T ITLUtSI 
NUW.EII NUM.J:.JI CO"'!' DISTIU.UTIDN 

• STATI: 
~ A~CNCT •n::r:o~~tos 

CltNTitll 

303.15 STD-291 Request for Lease Action and 1 DGS Bur of Real 

I 
Budget Approval (DGS reten- Estate & Ins - 7 
tion begins at SRC after 2 Compt-Acctg Cont 1* 3 

I cancellation of lease) 3 Auditor General 4 3 
4 Originator 1 -

303.16 STD-1B7 Requisition for Project 1 Compt-Acctg Cont 1* 3 
Funding 2 Agency Budget/Pro-

gram Area 3 

303.17 STD-178 Invitation - Bid Proposal 1 Cr:mpt-Acctg Cont 1* 3 
2 Treasury 2 5 
3 Agency 3 

-

I 

·* One year or audit and acceptance, whichever is longer. 

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

I I I 
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tTCLil: 

ocu .. aco. 

304 

304.l

304.2 

304.3 

304.5
Item# 304.5  is deleted. Refer to M210.9, Section G102-Finance,
G102.008.

3u4.8 

304.10
Item# 304.10 is deleted. Refer to M210.9, Section G102-Finance, G102.002.

.304.ll 

C 

" 
.. 

P'Q•M 

NUMai:w 
RE.C:QRD Sl:IUK.S TITLE T 

COPY DI.STllllaUTION 

N 

!.' 

EXPENDITURE AND SUPPORTING 
DOCUMENTS 

STD-125. Voucher Transmittal l Treas/Auditor Gen 
2 Compt-Acctg Cont 
3 Treasury 
4 other 

STD-129 Request for Appropriation l Treasury 
Expenditure Adjustment 2 Compt-Acctg Cont 

3 Can.pt/other 
4 Institution 
5 Work Copy 

STD-130 Advancement and Accounting 1 Treasury 
Voucher Transmittal 2 Canptroller 

.3 Treasury 
4 Treasury File 
5 Institution/Other 

STD-152 General Invoice 

I 
STD-188 Receiving Report 1 Compt-Preaudit 

2 Inventory Control 
3 Dept-Prod Planng 
4 Dept/Institution 
5 Receiving Area 

·············································-····································-·····-···· ·---···········-··· ················· ···················-···· ·-------------------------------- ·----
....... ···············-····-·-···············-·····················-·····-··-·····-··-·--·-----------------------------

STD-191 Travel Expense Voucher 

STD-192 Hote1 Order J. Auditor General
2 Vendor 

3 Auditor General 
4 Campt-Acctg Cont 

·* One year or audit and acceptance., whichever is longer.

IIIECTE.NTi1:;;111i1 
"I.RIQD 

ITU•al 

"Al:t:•CT 
lllTATr:: 

ac:co1111Ds 
CCMTC• 

4 3 
l* 3 
2 5 
ff 

2 5 
1* 3 
** 

3 

2 5 
l* 3 
2 5 
2 5 
7 

I. I -
� 

l 

l 
3 
l 

-- --······· 

4 3 

4 3 
l* 3 

** Until superseded., obsolete., or no longer needed for reference. 
*IHI- Same as document tc whicti it relates. 

-6-



304.12 

.304.18

Item# 304.18   is deleted. Refer to M210.9, Section G102-Finance, G102.008. 

304 .. 19 

304.20 

304.24 

.304.28 

....... · 304;29······· 

304.30 

. 304.31 

rc11uo4 

MUMlta 

STD-193 

STD-521 

STD-522 

STD-540 

STD-ll9 

STD-5Q3 

······· sro;:513

STD"':'1.33 

STD-194 

111:ca1111 UlllES TITl.11: 

Transportation Order 

Pub-lications Authorization 
and Invoice 

Telephone Service Request 

Request for Temporary 
Transportation 

Voucher Transmittal 
Accounting Sheet 

Report of Telephone Toll. Calls 

······ ---· 

-------·············--
············---···---

Report of Telegraph Charges 

Request for Approval of 
Advancement Account 

Postage Due Record 

C: 

II 

�. 

T 

II 

':' 

1 
2 

3 

4 

1 
2 

3 

4 
5 
6 

7 

1 
2 

.3 
4 
5 

1 

1 
2 

1 
2 

1 

2 

3 

4 
5 
6 

l 

CO�Y D1ST1l11UTlll11 

Auditor General 
Vendor 
Auditor General 
Compt-Acctg Cont 

DGS Telecom 
DGS Telecom 
DGS Telecom 
Com.pt-Acctg Cont 
Agency Fis cal Ort 
Agency Camm:unication 
Requester 

Auditor General 
Compt-Acctg Cont 
DGS Vehicle Mgmt 
.DGS Dispatcher 
Vehicle Operator 

Compt-:Acctg �ant 

Canpt-Acctg Cont 
gency 

uditor General 
Ccmpt-Acctg Cont 

Auditor General 
Treasury 
OB Bur of Fin Mgmt 
OOS Bur of. Risk Mgmt 
gency Canptroller 

Institution/other 

Canpt-Acctg Cont 

·* One year or audit and acceptance, whichever is longer.

RCTCNTICN 
IIICRIDD 
IYU.llSl 

.STATt 
AGENCY ltl:CICl•D• 

Cl:NTICl'I 

4 3 

4 3 
l* 3 

a. 

I 
I 

*** 

*** 

1 2 

l* 3 
1 

3 

4 .3 
1* 3 
2 

1 
l 

1--= 3 

1* .3 
.3 

4 .3 
l* 3 

4 3 
2 5 
1 3 

7 
1* 3 

7 

l* 3 

** Until superseded, obsolete, or no longer needed for reference.
*** To be sent to vendor (Telephone Ccmpany). 

-7-



ITltM 

NUltiil:IE:111 

304.33

Item# 304.33   is deleted. Refer to M210.9, Section G102-Finance, G102.008.  

304 • .34 

304.35 

p PICl .. 1111 
IYlt.UISJ 

P'o•w "ICCIIRII SERIU TITLE y CIIP't IIISTRl al/TIIIN 
Nll .. •EI! 

ST .. TII: 

'? .. ;11:NC't lll�CCIIRtta 
C£NTER 

STD-925 Invoice 

I 1· 

I I I 

STD-273 Emergency Purchase Service l. Agency ** 

2 Contractor 
3 Compt-Acctg Cont l.* .3 

4 Treas/Aud General 4 .3 

5 Treasury 2 .

Compt-Pending ** 

7 Bureau/Institution .3 
8 Procurement j**I!" 

STD-526 Special. Photo Service Order 1 Comptroller l* 3 
2 CMS 5 

3 Cen Serv Com.pt 1 .3 

4 Agency l 
5 Agency l 

* One year or. audit and acceptance, whichever is longer.
�"* Until. supersededJ obsolete, or no longer needed for reference. 
*"'"* Or for period of contract. 
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-- ·--·· ·---
C •1:TCWT!CN 

•ICJl'ICD 

tTCM "DRl4 IICCDIII> SCIIIU TITI.IC .. l'rE<l!IISI 

,..., ..... 1:111: )IUMata 
CDL9''1' OISTklSVT:l:ON 

" STA.TIE; 

� AGENCT .ICCCIIIDI 
CtNTr., 

I 305 REVENUE AND RECIPTS DOCUMENI'S 

305.2 STD-420 Transmittal of Revenue 1 Auditor General 4 3 
2 Treasury 2 5 
3 Cen Serv Campt -

Receipts l* 3 
4 Compt-Acctg Cont l* 3 
5 Com.pt/other 1 
6 Compt/Penciing ** 
7 Institution/Other 3 ' 

305.3 STD-417 Adjustment Memorandum frcan 1 Treasury 2 5 
I. Department of Revenue to 2 Auditor General 4 3 

Treasury Department 3 Cen Serv Compt -
Receipts l* 3 

4 Cam.pt-Acctg Cont 1* 3 
5 Campt/Other 1 

6 Compt Pending ** 
7 Institution/Other 3 

305.4 STD-418 Debit Memorandum. for Checks l Treasury 2 5 
Returned by Treasury Depart- 2 Auditor General 4 3 
ment to Revenue Department 3 Rev Compt - Receipts 

Section 1* 3 
4 Agency Comptroller 1* 3 
5 .Agency Cam.pt/other r 

6 Agency Canpt Pending ** 

7 Institution/other 3 

305.5 sTD-165 Schedule of R_t;)�D,U!::tAugm.enting ___ l ___ .. Bur_o!Fin ... Mgmt ............... ···········** 
................... 

············-·· 

Current Appropriation 2 Compt-Acctg Cont l* 3 
3 Compt-Revenue Sec ** 

305.1 STD-167 Schedule of Refunds of l. Canpt-Acctg Cont 1* 3 
Expemitures 2 Canpt-Rev Sec l* 3 

305.a STD-419 Refund of Expenditures l Auditor General 4 3 

2 Treasury 2 5 
.3 Cen Serv Compt -

Receipts l* 3 
4 Campt-Acctg Cont l.* 3 
5 Cam.pt/other J. 
6 Compt-Pending ** 

7 Institution/Other 3 

.. 

�- One year or audit and acceptance, whichever is longer. 
** Until superseded, obsolete, or no ],.onger needed for reference. 
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I 
C 111:.tT INT tcui: 
D 111::RIDD .. l'l'ICAIIS I 

I ITltM ,olltM •1:.ca111a SUl1CS TITL& ,. COl'T 111STlll 111TION 

I
Nl,l'u:.i;JI NUM.lt:1111 .. STA.Tit 

I � ACICNCT 111:COltD& 
Cll:IITll:lt 

! 
' 

: r 

! .306 MISCELLANEOUS ACCOUNTING DOCUMENTS 
' 

' 

.306.1 STD-ll.4 Journal Voucher 1 OB-Bur of Fin Mgmt l* 

I .306.2 STD-ll6 Dai]Jr (Monthly) Summary o:r 1 Compt-Acctg Cont l* .3 

I 
& ll6A Transactions 

I .306 • .3 STD-118 Batch Control Sheet 1 Com.pt-Acctg Cont l* .3 

I .306.4 STD-124 Voucher Transmittal Record 1 Compt-Acctg Cont l* .3 

,306.6 STD-102 Schedule of Current 1 Com.pt-Acctg Cont l* .3 
I

I Appropriations 

306.7

Item# 306.7 is deleted. Refer to M210.9, Section G102-Finance, 
G102.004.

STD-109 Correction Voucher - Alloca-    

tion Ledger - Corrections 
of Allocation and Allotment 

.306.15 STD-164 Centralized Accounting Data 1 Ccmpt-Acctg Cont *ff-

Batch Control 2 Compt-Pend:ing ** 

3 Canpt-Proc Center ii** 

,306.16 STD-189 Payment Record l Ccmpt-Acctg Cont l* .3 

.306.17 STD-262 Allotment Schedule l. Com.pt-Acct& Cont l* .3 
3:TD-262-.l 2 Canpt-Pending ** 

.3 Budget Office **** 

. 4· Agency 3 .. 
..... -Institution-- -3-····················----------------

··-································· 

··-·-·- ----··--··-··-------- -
-·······

···· 

······················································-
........................................ ·----------·····

··
· 

6 Agency/Inst Pending ff,. 

' 

*' One year or audit and acceptance, whichever is longer. 
Until superseded or obsolete. .

. 

*""* Two months retention� • 
*"""** May be retained in office of origin for six months then discarded. 
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ITtW 
•uw•c• 

306,18 

I 

! 
' I 306.19 I 

i 
i 306.20 I 
I 
l 306.21 
I 
I 
I 
I 
I 306.22 

• 306,23 

' 0 • rcutw 
wuw•~:• 

lti:CCIUI aUIIU TITL.C T CO•T CI.TIIII.UTIOII 

• ! 

STD-275 Authorization of Signature 1 Treasury 
Card 2 DGS Bur of Purchase 

3 OB Dep Sec for Camp 
Operations 

4 Canpt Acctg Cent 

TBLDP271 Department Voucher Comptroller 
Transmittal Listing Treasury 

TBLCK50l Department Check Register Comptroller 
Treasury 

1099 IRS 
Comptroller 
Payee 

Advancement Account Comptroller 
Checks and Statements Institution/Other 

STD-108 Correction Voucher for l Canpt-Acctg Cent 
Requisitions, Encumbrances, 2 Compt-Doc Affected 
or Expenditures 3 Institution/Field 

* One year or audit and acceptance, whichever is longer, 
-~<-* Until superseded or obsolete. 

-11-

IIIII:TI:IIITICN 
"I:IIIOC 
ITLllll•l 

STAT I: 
A'biCT IIIIECOIU:II 

CI:NTI:II 

** 
** 
** 
** 
1* 3 
2 5 

l*. 3 
2 5 

l* 3 

l.* 6 
7 

l* 3 
l* 3 
3 

Revision No. 2 



-

' lllltTitNTIOOII 

' • •£111100 

ITitW ,.OIIW • ITtAIIISI 
lllltCOilD SI:IIIIU TITLit CO .. T OISTIIUSUTION 

IUI~a1:111 ,.uwa.r:11 • .TATJ: 
9 Al;ltMC.'I' lllltC:CIIU::II 

C.C.NTitlll 

308 I I 
I 

i 
ACCOUNTING REPORTS ' I ' 

I 
308.2 i CB5l Canmonwealth Trial Balance OB Bur of Fin Mgmt 5 

I Comptroller 1* 
I 

308.3 ! BFM17 Status of Appropriation OB Bur of Fin Mgmt 5· 

I 
Adjustment Sheet Comptroller 1* 

I Agencies 308.8 I Status of Appropriation 3 
' General & Special Funds Comptrollers 1* 
I (June.& December) 10 
I ,OB Bur of Fin Mgmt 1*· 10 I 
\ Miscellaneous i - i I 308.9 General Ledger Agencies 3 I 

Comptrollers 1*· 10 
OB Bur of Fin Mgmt 1* Penn-

anent 

------- -

* One year or audit and acceptance, whichever is longer. 
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ITlt. ... 

NUMIICA 

309 

309.lZ/

Item# 309.127 is deleted. Refer to M210.9, Section G103-Payroll,G103.004.

309.142 

309.148 

309.329 

309.360 

309.362 

309.400 

Rl:CGIID Sl::IIIE.S TITLE. 

PAYROLL DOCUMENTS 

STD-J..27 Payroll and Deduction Trans-
fer Voucher 

STD-142 Affidavit to Procure Salary 
and: Wages or Traveling Ex-
penses Due Deceased Elli.-
ployes 

STI).148 Rei'und-Supplemental Payrol1 
Card 

STD-329 Leave Payment Authorization 

STD-360B Personnel Authorization 

···················-·----···--·---

STD-.362 Temporary Assignment in 
Higher Classification -
Time Record 

STD-400 Application for Membership -
State Employes 1 Retirement 
System 

C 
D 
� 
,. 

l 

l 
2 

3 

4 

l 
2 
3 

4 

5 
6 

l 
2 
3 

4 

5 

l 
2 
3 
4 

Co!DJ)t-Payroll 

Treasury/Aud General 
Treasury 
Comptroller 
Agency 

Treasury 
Treasury/Aud General 
Civil Service (for 

Civil Service 
Employes) 

DA Division of Em-
ployment (far Non-
Civil Service Em-
ployes)· 

Camptroller 
Agency-Signed 
Agency-Pending 

Auditor General 
Treasury 
Compt-Acctg Cont 
Agency Personnel 
Institution/Field. 

SERS 

SERS-Acctg Div 
Agency Personnel 
Com.pt/Agency FiJ.e 

* One year or audit and acceptance, whichever is longer.
** Until superseded or obsolete. 

** Same retention as Retirement Folder of which it is a part,. 

-13-

1111:E.Tt::iMTIICIIN 
PEIIIDD 
ITllltSI 

.ST.A.TC 
AGCN:C� ":tCOltDS 

CCNTCa 

** 

4 3 
2 .; 
l* 6 

3 

2 5 

4 -3
l 6

l 

1* 6 
3 

4 3 
2 .5 
l* 6 
** 

** 

ff* 

** 

** 

** 

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.
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ITCM 

Nuuai:1 

309.404

Item# 309.404 is deleted. Refer to M210.9, Section G102-Finance, G102.008. 

.309.4ll 

309.439 

i 
I 

I 309.901

309.902 

309.903 

309.904 

309.904A 

309.910 

309.911 

309.918 

C 

0 
� 

1'0lll� 

Huwar::111 
IUCOIID u:,uts TIT�E ,. 

CGP't Oi.STRI.UT-LOII 

STD-404 Invoice-State Share of Group 
Life Insurance Premiums 

STD-411 Direct Billing Premium Re- l Auditor General 
port 2 Canpt-Centr Serv 

.3 Compt-Acctg Cont 

STD-439 Request for Salary/Wage 1 Auditor General 
Advancement 2 Compt-Pending 

3 Com.pt-Payroll 
4 Compt-Acctg Cont 
5 Personnel Officer 

STD-901 Broken-Time Record l Auditor General 
2 Campt-Acctg Cont 

STD-902 Control Total Report l Canpt-Payroll 

STD-903 Payroll Master Cards 
(BFM-207 and BFM-207A) 

l Compt-Payroll 

STD-904 Payroll Voucher 
BFM-201 Salar.v Register 
BFM-20IB Sal.a.ry /Wage Sup-

mental Register 
BFM-202 Wage, Overtime, 

Shift Differential 
BFM-20,3 Reconciliation 

························ ·Register······························- ··················· 

STD-904 Payroll Voucher
BJn,l-20,4. Refund Register 
BFM-204A Ref Reg Summar;r 

IRS W-2 Withholding Statement, prior l. Int Rev Serv
to 1956 (not retained at'te 2 Emplo;ye 
1955) 3 Comptroller 

STD-911 Employer's Return of Tax l Wage Tax Collector 
Withheld (BFM-135) 2 OB Bur of Fin Mgmt. 

STD-918 Timekeeper's Worksheet l Comptroller 
2 Agency 
.3 Compt-Acctg.Cont 

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

IU;TE,NT.011 
,.1:1111aa-
ITUIISI 

STA.TC 
AGDCY IIIECIUIDS 

C:11:NTEII 

4 3 
l* 3 
l* 3 

4 3 
** 

l 

l* 6 
** 

4 3 
l* 6 

** 

ff 

l 49 

2 6 

** 

** 

l* 6 

ff- Until superseded, obsolete or no longer needed for reference.
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Item# 309.904 is deleted.Refer to M210.9, Section G103 -Payroll, G103.004.
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Item# 309.904A is deleted.Refer to M210.9, Section G103-Payroll, G103.004.
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ITI:Iol 
IIIUI.III:Il 

309.919 

309.923 

I 

1 I 
I 

309.931 
' 

309.932 

309.933 

309.936 

309.937 

309.938 

' I 
i 309.939 I 

i I 

I 
I 

• i 309.940 

i 
! 

' III:TitJITID,. 
0 

• "ltiiiOD 
,OIIloC .. I:COIIID II:IUU TITI.I: T ITU.IIII 

NUiolll:lt CO"T DIITIIISUTIOII 

• 
~ .t.aCJICT 

STD-919 !>age Time, Overtime, Shift- 1 Auditor General 4 
Differential Time Report 2 Cocrpt-Acctg Cont 1* 

3 Agcy/Inst Timekeeper 3 

STD-923 Notification of Payroll 1 Auditor General (In- 4 
Correction correct payroll) 

2 Compt-Acctg Cent l* 
(Incorrect payroll) 

3 Auditor General 4 
(Correct payroll) 

4 Compt-Acctg Cent 
(Correct payroll) 

1* 

5 Treasury-Pending 

I 
2 

941E Quarterly Return of Withheld  
Federal Income Tax   

W-2C Statement of Corrected Incorre  
Tax and .Amounts  * 

W-3C Transmittal of Corrected In-  
come and Tax Statements   · 

STD-928 Notice of Vehicle Assignment   
  

STD-931 Manual Payroll Refund Listing Deduction Acctg l 
Comptroller 1 
Outside Agency -

STD-932 SEhS Employe Share SERS l 
Manual Payroll Refund Comptroller 1 
Listing File ** 

STD-924 Leave Without Pay Time Report l Auditor General 4 
2 !Comptroller 1* 
3 Timekeeper 3 

I 

STD-929 Time and Attendance Record 1 Timekeeper 7 
and 2 ~('troller ifH 

STD-G929 3 ploye -

* One year or audit and acceptance, whichever is longer. 
** Until superseded, obsolete, or no longer needed for reference. 
-<~ Discard all copies of forms not used in sample post audit 

process. Only- those forms audited will be retained seven 
years. 
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3 
6 

3 

6 

3 

j6 
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5 

 

 

 

 

6 
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6 
6 

3 
6 
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Item# 309.931 is deleted.Refer to M210.9, Section G103-Payroll, G103.003.
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Item# 309.932 is deleted.Refer to M210.9, Section G103-Payroll, G103.003.
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Item# 309.933 is deleted.Refer to M210.9, Section G103-Payroll, G103.003.
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Item# 309.936 is deleted.Refer to M210.9, Section G103-Payroll, G103.002.
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310 

310.11

Item# 310.11 is deleted. Refer to M210.9, Section G103-Payroll, G103.004.       
310.14 

310.20 

.310.46 

310. 74

310.75 

CENTRALIZED ACCOUNTING SYSTEM 
AUTOMATED REPORTS 

BFM7 Monthly Allocation Ledger 
with Detail Transactions

BFMlO Monthly Allotment ledger 
with Detail Transactions

1BFM16 Monthly Open Encumbrances
by Account Code 

i 
I 

!BFM42 Monthly Appropriation Ledger 
I with Detail Transactions 
I

I BFM450 Status of Appropriations 

iBFM460 Worksheet for Reconciling 
Comptrollers Expenditures 
with Treasury 

All Other CAS lieports 

C: 

D " 
T 

CG�Y CU•T•U auTU),M 

• 
9 

Canptroller
!Agency 

Comptroller 
Agency 

Comptroller
At:;ency-

Comptroller 
OB Bur of Fin Mgmt

COJ:.tptroller 
OB Bur of Fin Mgmt

Can.ptroller
!Agency 

I 

IIIC?ICIITac111i 
"'l.!f!IICll:I 
IYU•:13 

:IIT.a.'1'r 
.&GC.IIIC"T •c:co•c• 

CE.N•t.• 

I 
I 

 I 
., 

I 

li:· I
3 I 

3 I 
l* I

3 
' 

3 ! 
; i 

l* 
.3 

! 

1-i:-I 
: 4 

I 
5 I 

I l* 4 

I 5 

1-i:-
or 

I � 

I 

* One year or audit and acceptance, whichever is longer. 
1

1
1 

** Until supers�dedJ obsolete, or no longer needed for reference. l 

I I I 

-16-



• 

312 CENTR.4I.TZED PAYROLL SYSTEM 
AUTOMATED REPCRTS 

312.105 
I 
BFM105 Time and Attendance 

Postaudit Sample 

312.114 
i 
I BFMl.14Item#312.114 is deleted. 

 Reference M210.9, Section 
G103-Payroll, G103.005.   

Quarter 
SERS 
Share 

Mont� 
Deductions -

Report 
Employe

o! 

312.ll6
1
BFMll6 Quarterly Reports of SERS·-

1 
State Share by Department

312 .ll9 BFMll9 Quarterly Report o:f PSERB -
State Share 

312 .120 BFMJ.20 . Monthly PSERB Retirement
Deductions 

312.137 BFM137 Muncipality Annual Gross
Earnings Report 

312.139 BFMl.39 Wage Tax Payee Transaction 
Report 

312.144 BFMl.44 Monthly Blue Cross/Blue Shield 
Premium Report by Department 

_ .312.15�t BF'Ml.52- ..... Quar.ter� Group-Life Insurance
Premium Report 

312.172 BFM172 Tax Sheltered Annuity Premium 
Report 

312.177 BFMl.77 Monthly SECA Deduction Report 
by· Department 

312.185 I BFMJ..85 Quarterly Report of State Per-
sonal Income Tax by State 

312.l85AIBFM185A Monthly.Report of State Per-
! sonal Income Tax by State 

C: .. 
..
.. 

Comptroller 

Auditor General· 
State Emp Retire Sys 
Canptroller 

Auditor General 
Pub Sch Emp Ret Sys 
Canptroller 

Auditor General 
Pub Sch Emp Ret Sys 
Comptroller 

Auditor General 
Comptro�er 

Auditor General 
Comptroller 
Capital Blue Cross 

·INA 
:uditor General

'

Comptroller 
QA Personnel 

:uditor General 
SA Carrier 

Comptroller 

uditor General 
nited Way of PA 

Comptrol].er 

* One year or audit and acceptance� whichever is longer.
� Uhtil superseded or obsolete. 

-17-

atTtllTIOIII 
,ica1a.D 
1 ....... 1 

ST&1':C 
Alall:•CT 111.ECO.•Ds 

Cl:NTC.a 

li:· 6 

�· 

I 

I 
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l* 3 

4 3 
l* Perm
l* 3 

• I

4 3
l* 3 

4 3
l* 3 

4 3
l* · 3
** 

4 3 

l* 6 

4 .3 

l* 3 

I I 
-

• I

I • I •I - .. 
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! :

I 
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0 --~TI:NTIO• 

• ~EIItiGD 

tTl:"" rOIIIIt.l II:ECOI.D Sl:atES TIT!o.E ' 
ITUIIlSI .... ,. ... .:. •uwae• CO"Y DISTittaUTtO• 

• STAT I: 
~ A&E•c:T lltEC:CIItDS 

C:t.•Tt:llt 

-
! 

BF¥..l92 ; 312.192 Month]Jr Union Dues Deduction I , Auditor General 4 3 I Report & Summary j Union I -: ' 
' ! Comptroller l* 3 
j ! 

BFM198 
I I Comptroller 

I 
. 312.198 Pay Increase - DWOP Employes I l* 6 I 

I 
1 Personnel *l:-

I 

312.210 BFM210 QTD and YTD Employe Payroll Comptroller 1* 49 
Totals State Emp Ret Sys ** 

312.222 BFM222 Pay Increase Change +-1st Auditor General 4 3 
Treasury 2 5 
Comptroller 1* 6 

I Personnel i<'* 

)12.227 ,Bll!227 Pay Increase Supplemental Auditor General 4 3 
Pay List Treasury 2 5 

Comptroller 1* 6 

3l2.227B ~~ i:itate_ Police Clothing Allowance Auditor General· 4 3 
Supplemental Pay List Treasury 2 5 

Comptroller 1* 6 
-

~EM227C 312.227C Corrections Officers & Auditor General 4' 3 
Psychiatric Security Aides Treasury 2 5 

Comptroller 1* 6 

3l2.227D !Blll227D Drivers Licens~ Examiners Auditor General 4 3 
I. Clothing Allowance Treasury 2 5 

Comptroller 1*" 6 

• 3J2.227F iBFM227F Quarterly Stress Impact Payments Comptroller 1* 6 
Treasury ----------~ -2- ~5 

• 3l2,227G iaFM227G Annual Clothing Allowance !Comptroller 1* 6 
Agency 3 

,Treasury 2 5 

312.228 Bll!22S Overtime Record Listing Auditor General 4 3 
Treasury 2 5 
Comptroller 1* 6 

312.229 Bll!229 Shift Differential Supplemen- Auditor General 4' 3 I 
.tal Pay List Treasury 2 5 

Comptroller 1* 6 

312.234 BF¥>234 Quarter Monthly Financial Auditor General 4 3 
Institution Deduction by I Comptroller 1* 3 
Institution Institution i:-* 

I 312.240 Bfi!240 Temporary Assignment in Higher Auditor General 4 3 
Classification - Time Record I Comptroller 1* 

I 
6 

I Institution ** 
' 

* one year or audit and acceptance, whichell'er is longer. I 
I I 

** Until superseded or obsole~e. 

Revision No. 2 
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312.244 BFM.244 

312.253 I BFM253

I 

312.254 BFM254 

I 

312.263 I BFM263 

312.270 BFll..270 

3l2. 275 BFM75
 

 

312.279 BFM279 

312.280 · BFM280 

3l2.291 BF.M291 

Health & Welfare Contribution 
Report 

Occupational Privilege Tax 
Pecy'ee Transaction Report 

Municipalit,y Annual Occupa-
tiona1 Privilege Tax Report 

Tiil-CREF Retirement Semi-
Monthly Contribution Report 

Payroll Deduction Listing 

Report of Social Security
Deductions 

Federal Withholding Tax 
Deposit Listing 

Annuitants Medical Hospital 
Premium Report 

State Swmnar;r Quarterly Report 
for UC Employe Withholding 

C 
a .. 
T 

• 
� 

Auditor General 
Comptroller 
H & W Fund 

Auditor General
Ccanptroller 
Tax Collector 

Municipality 
OB Bur of Fin Mgmt

Auditor General 
Comptroller 
TIAJ.-CREF 

OB Bur of Fin Mgmt 

Auditor General
Comptroller 
Capital Blue Cross 

Auditor General
Comptroller 
Office of Emp Sec 

lllTbT1U:UI 
J1C•10D 
ITC,ual 

ITATt 
AHxn •na•aa 

C.CWT1t• 

4 3 
l* 3 

4 3 
l* 3 

l* 6 

4 3
l* 3

l* 3 

a. 

a. I
4. 3
l* 3

4 3 
l* 3 
3 

................... . .  .Jl2�292 ........... BFM292 Quarter� Group---Life--Insurance ····· ············· Auditor General ··········· · ······· - 4 ···· · · · 3
Premium Report Comptroller l* 3 

Jinsurance Company 

312.294,l BFM29ifA Payroll Miscellaneous Encum
brance by Cost Center 

3J2 .294D BFM294D Liquidation oi' Miscellaneous 
'Encumbrance by Organization 

All other Payroll Reports 

!canptroller
I 

Can pt roller

Comptroller 

!Agency
·
. 

I I 

i l �, * One year or audit and acceptance, whichever is onger. 
I** Until superseded, obsolete or no longer needed for reference. 
I 
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l* 3 

l* 3 

l*
or
**

Item#312.275 is deleted.
Reference M210.9, 
Section G103-Payroll, 
G103.005
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I ' at;TC•TIO.. 0 • "ltaiOD 
ITC:Iol I ,.CI.Iol 

' 
ITU1t&1 

IIII:C:OaO &IUIIU TITLE CO~T OI&Tai&UTIOIOI •u..,.ac:• •utota.::• 
• STAT II: 
? •ahCT •u:c:oaca ! C:C:•Tita 

314 LOJtN ACCOUNTING SYSTEM I' AUTOMA.TED REPORTS i 

I 
3:14.30 BFM330 .Annual Loan Ledger Trans- I Comptroller l* 3 I actions and Status Agency 3 

.ill other Loan Accounting Comptroller l* 
Reports Agency or 

** 

---------- ---~ 

I 
' I .. 

I 
I 
I 
' 
I I I I I 

I ' 
I I 

* One year or auait and acceptance, whichever is longer. 

** Until superseded, obsolete or no longer needed for reference. ' I 
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' IICTriOITIO., • •tiiiOD • tTu.•al ITI:W PO•w III:COtltl a1:a11:a TITL.I: ' CO~T DIIT.IISUTIO• •uw11:• .. UWII:II 

• STAT C. 
~ ACitJIICT ..:tOIIIDS 

CI:•TI:• 

315 HOUSING ~ UJlBAN DEVELOPMENT 

I 
AUTOMATED REPORTS (HUD) 

315.21 \BFM370 HUD Monthly Project Update 
with Detail Transactions 

Canptroller 1*. 3 

315.27 B:FM376 Monthly Trail Balance Ccxnptroller 1* 3 

315.31 BFM380 Detailed Balance Sheet - US Dept of Housing 
I . Philadelphia & Urban Develop-
I ment -

Comptroller 1* 

315.32 BFM381 Detailed Balance Sheet -
Pittsburgh US Dept of Housing 

& Urban Develop-
ment -

Comptroller 1* 

All other HUD Reports Comptroller 1*. 
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