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GENERAL ACCOUNTING

RECORDS RETENTION

AND

DISPOSITION SCHEDULE

Commonweaith of Pennsylvania
Department of General Services

- Bureau of Publications and Paperwork Management




EXECUTIVE BOARD RESOLUTION # RE-91-023
March 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(l) 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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LALCULIVE BOUARL)

Nteet Plae.,

/
Governor //

RESOLUTION # RE-91-023
March 7, 1991

RE-91-023

0

i Secretary of Commu’g’ﬁty Affairs

{Not Available)
Secretary of General Services

RE-91-023

Insurance Commissioner

Secretary of Labor and Industry

— \
_L,Sécretary of Public Welfare =

Secretary of TraKsportaﬁo;;
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e EETH N YT

Seoe Management Dirsctive 210.5. REQUEST FOR RECORDS ACTION

Aequesting agency $igns all CODES: TemGves 251 25ty: MUhout 81 CTING te SEL TOrwarcs dncuments to RECOADS MANAGEMENT, BUAEAU OF PLALICAT NG ANG PAPERWORK MANAGEMENT DZPARTWENT GF GESERAL SEVICES, fer 2cu
reviews. the 5eCond copy Wil be returmied 18 e requeshng Jgency when necessary aporovals are obtamned.

REQUESTED &Y (DEPARTMENT OR AGENCY! i PERSON TO CONTACT INAME & TELEPHONE NO} DATE PREPARED
{
. . |
- Executive Offices i Russell J, Weber 1990
Comptxoller Operations : 783-3073 November 7,
AUTHORZATION IS REQUESTED FOR THE FOLLOWING ACTION. CHECK APPROPRIATE BOXES.
1. 4gencies and Camptroller Operations 2. Comptroller Operatiecns Only
D DISPGSAL GF RECORDS FOR APOROVAL OF RECORDS RETENTION MICROFILMING AND DISFOSAL OF MICROFILMING AND
4 DISCONTINUED PROGRAM AND OISPOSITION SCHEOULE [x] GRIGINALS ,(E ORIGMNALS RETAINED

COMPLETE THIS SECTION FOR DISPOSAL OF RECORDS FOR DISCONTINUED PROGRAMS

SERIES Recurn series utle, descripbon of records and form nymbers (List by item number sach type of record for which disposal s requested and reason for INCLUSIVE DATES E QUANTITY
OR record discantinuance. Describe the wark of activity to which records relate, lclentrly organizaton unit and records locaten. If more space is needed, QF RECORDS . | W
TEM MD. | yse 8 '1," X 11° sheets and attach) MO, & YR) P cusic FEET

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 [TEMS AS SHOWN ON THE ATTACHED STD-56. RECORDS RETENTIC
"0 DISPOSITION SCHEDULE. { IF MORE SPACE IS NEEDED. USE 8'/," X 11" SHEETS AND ATTACH)

ADDITIONS {LIST [TEM NOS. AND ATTACH FORM STD-56.}

BECTEX 312,105, 312,227F, 312.227G,306.23
Comptroller Records Retentlon and Dlspos:.tlon Schedule - Envirormental Hearing Board

‘Camptroller Records Retention and Disposition Schedule - PA Infrastructure Investment Author:
AMENDMENTS {LIST ITEM NOS. AND ATTACH FORM STD-56.

'318.4, 309.940, 316.01
Introduction to General Accounting Becord Retention and Disposition Schedule,

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

A \\ mméc (l-2-9 | /ﬁ?tfgéWw ///a/e/
uﬁ' .h:i':t-o&m MUSELM COMMESSION Twn Ted I S0ARD A THORZES SEQUESTED ACTION. |
i —

9/94’44
Mﬁ‘cﬁ: m,/ 'y/ﬁfd | < M'?‘ /éxm ¢/ 1e/71




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 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 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 RESOLUTION # RE-87-181

July 15, 1987

Governor /

.HE-87—181

U Secrétary o Ke'Commonwealth

Nt DN

Secretary of Commu y Affairs

(4 Secretary of General Services

1

Insurance Commissioner

/
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 microfitming 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

7
O

AE=86<050

by P

Secretary of General Services

L s

Secretary of Banking

A

cretary of Environmental Resources

el

/ Secretary of Revenue

e

! Insurance Comnusloner

2. ZZ A

Secretary of Agncu.lture
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Ses Manogement Directive 210,5, RECWULD ) TUK KELUKDUY ALITIUN o~ .

Requesting ogency signs oll copies; removes lost copy; sends bolonce of set,
MANAGEMENT SERVICES. One copy will be returned to requessing ogency with

shown by 'Disupproved”’ and by whem antersd opposite the particular item.
REQUESTED BY (DEPARTMENT OR ACENCY)

without detaching, to OFFICE OF ADMINISTRATION, BUREAU OF
necossary approvals. Disapprovel of any part of this request will be

PERSON TO CONTACT (WAME & PHONE NG.)

|OATE PREPARED

Department of General Services Jeo Boyle 7-8953 ’ February 4, .
}

AUTHORIZATION IS REQUIRED FOR THE FOLLOWING ACTIOX.

CHECKX APPROPRIATE BOXES.

ﬁ Agencies and Croller Operations 2. Camptroller Operations Only
DIsPOSAL OF RECOROS FoR E

APPROVAL &F RECORDS RITENTION x MICROFILMING AND DISPOSAL OF
A DISCONTINULD PROGRAM

MICROFILMING ONLY,
ANRD DISPOSITION SEHEDULL ORIGINALS m ORIGINALS RETAINED

ONLY COMPLETE THIS SECTION FOR DISPOSAL OF RECORDS FOR DISCONTINUED PROGRAMS

scares | NCCORDS SERIES TITLE, FORM NO., AND DESCRIFTION OF RECORDS. LIST 87 ITEM NUMBER KACH TYPE

INCLUSIVE DATES QUANTITY
oR OF RECORD FOR WHICH DISPOSAL IS REGUESTED. DESCRIBE THE WORK OR ACTIVITY TO WHICH RECORDS RELATE. SHOW OF RECORDS L]
ITEM ND, |ORGANIZATION UNIT AND LOCATION iN WHICH RECORDS ARE WOUSED, AS INSTITUTION, BUILDING, ROOM MUMBER OR AREA, (MG, & YR.) CuBiIC FEET

IF_MORE SPACE I3 NEZDED UsE 81" X 11" SMEETS.

COMPLETE THIS SECTION FOR APPROVAL OF RECORDS RETENTION AND DISPOSITION SCHEDULE

REQUEST THIS AGENCY'S RECORDS RETENTION AND DISPOSITION SCHEDULE BE AMENDED TGO ADD/AMEND /DELETE .~d FOLLOWIKS ITEMS AS SHOWN ON THE ATTACH
OA-38, RECORDS RETENTION AND OISPOSITION SCHECULE

ADDITIONS (LIST ITEM NOS. AND ATTACH FORM CA-36.}

The General Accounting Records Retention and Dispesition Schedule (1984)

AMENDMENTS (LIST ITEM NOS. AND ATTAGH FORM OA-S56.)

DELETIONS (L13T DELETIONS WERE ONLY.)

* The Camptrollers! Interim Records Retention and Disposition Schedule (1985)
* The General Accounting Records Retention and Disposition Schedule (1977)

REQUESTING ACENCY SIGNATURE TOE Icm

Bureau of Publications and Paperwork Mana gemerit

oilh Lo [T\, sy

THE HISTORIEC AND MUSEUM COMM|SSION APPROVES REQUESTED ACTION.

TK“K!CUTIVE BOARD AUTHORIZES REQUESTED ACTION.
LS

ey

| .
foo?. Tons'  2/0/TE Pl 3w
‘ { :x:cuﬁvt ﬂun:c-ron '/

PATE s lff“'uav FATE OF acTioN
> '




GENEhAL ACCOUNT ING RECORDS RETENTION AND DiISPOSITION 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 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 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: |

11-12
15 - 186
17 - 18
19 - 20
21 - 22
23 -24

Revision No. 2




COMMONWEALTH OF PENNSYLVANIA

GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE
ACCOUNTING

RETENTION
PLRIOD

TEM rORM IYZARS )

HUMBERN NUMBER

RECORD SERIES TITLE COAY DISTRIBUTION

ATATI
AGERCY | RECOQR)
SENTE

‘OF <900

301 BUDGET DOCUMENTS

301.2 ° | STD-260 Schedule of Allocatien of
Appropriations or Executive
Authorizations

Campt-Acetg Cont
Campt-Pending

0B Budget Office
Agency
Institution

301.4 STD=-263 Allocation or Allotment
Amendment
Allocation Amend Cnly - -

Campt-Acctg Cont
Compt—~Pending

OB Budget Office
Agency
Institution
Agency/Instit Pend
301.5 5TD-292  Report of Lapse Treasury - TABS
Treas Bkkpg TABS
OB Budget Office
Auditor General
OB Bur of Fin Mgnmt
Compt-Acctyg Cont

Compt~Pending

~owvnPWwn CWVMEWNDEHE VMW Nn e
A1) W v \n

pgpmivy fevige wwigg

.* (ne year or audit and acceptance, whichever is longer.
¥# Until superseded, obsolete, or no longer needed for reference,
¥#%  May be retained in office of origin for six months then discarded,




[h 1]
RUMBER

FoRm RECOND SERILS TITLE
NUMBER

"OR 4WON

RETENTION
PEAIOD
YTARS!

COPY DISTRIBUTION

STATL
T | AZEORDY
AsEn CENTER

302

302.1

302,2

302.4

REQUISITION DOCUMENTS

STD~173  Purchase Requisition

1
STD-173A Contimuation Sheet 2
3
L
5
6
STD~181 Agency Purchase Request 1
2
STD~510 Internal Stores Requisitien 1
2
3

General Services

Compt-Acctg Cont

Inst/Main Supt

General Services

Ch Maint Fng/Other

Dist Eng/Equip Eng/
Other

Procurement
Inst/Bureau

Procurement
Agency Storerocom
Inst, au

W ww

year or audit and acceptance, whichever is lenger.

% One
#%  Until superseded, obsolete » Or no longer needed for reference,
33 Or

for period of contract.

N

—2




[hd 17
NUMBEN

FoRM

RIES TIT
MUMBER RECORD SERIE e

‘ox <4won

RETENTION
FLRIOD
irfans)

COPY DISTRIBYTION

AGEMCY

STATE
AECORDS
CENTEN

303

303.1

303.3

303.4

303.5

ENCUMBRANCE DOCUMENTS

STD-174  Supplies and Forms Encumbrance
STD-1744 Continuation Sheet

STD-180 Purchase Order

STD-182 Field Limited Purchase Order
STD-1824 Contimuation Sheet

STD-183 Miscellaneous Order
STD-1834 Continuation Sheet

% One year or audit and acceptance,
## Or for period of contract.

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

o v FWN W =3 W N OV WM =

Y™

whichever is longer,

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-Acctg Cont

DGS Telecom & Strds

Institution/Other

Bur Off Serv/Agency
Procurement

Vendor
Campt-Acctg Cont

Treasury

Maint Engr/Equip
Bur/Off Serv

Inst/Dist Engr/Main
Supt

DGS Purchase File
Copy

Vendor
Compt~Acctg Cont
Auditor General
Institution

(VIR VLRV W

oo

W\

L

-3-




1TEwm
NUMBER

romm
WuMBER

RECOAD BIRICE TITLE

‘O < WwON

COPY DISTRAIBUTION

ALTENTION
PERIDD
tYCARS}

STATE
RELOADS
AGENCY CERTER

1 303.7

303.8

303.9

303.1

303.12

303.13

303.14

STD-185

STD-185

STD-516

STD-27L

STD-277

STD-278

STD=-279

gi:,

Advice of Change

Miscellaneous Encumbrance
(Year End Encumbrances)
(Contracts)

Local Purchase Proposal

Request for Approval of
Out-of-State Travel

Request for Approval of
Moving Expenses

Service Purchase Contract

Out-Service Training
Authorization

DI NP \WN

AV RN

MW OO0WVEW

Vendor

Treasury

DGS Pur/Treasury

DGS Pur File Copy

Compt-~Acctg Cont

DGS Telecom & Strds

Institution/Other

Bur Off Serv/Agency
Procurement

Campt-Acetg Cont
Auditor General
Cther

Campt=-Acctg Cont
Institution

Auditor General
Campt=-Acctg Cont
Agency
Compt-Pending

Campt~Acetg Cont
Bureau/Other

Agency

Coantractor
Campt-Acctg Cont
Treas/Aud General
Treasury
Compt-Pending
Bureau/Institution
Procurement

Employe/Trng Scurce
Compt-Acctg Cont
Compt-~Pending
Auditor General
Agency
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.,
Or for period of contract.
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1ITEM
NYMBIER

FoRM WECOAD SERIES TITLE

NUMBER COPY DISTRISUTION

‘OR <won

ALTEMTION
PLRIOD
IYEARS)

ATATE ¢
AGEMCY | RECORT. .
CENTEN

303.15

303.16

303.17

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

Originator

STD-291 Request for Lease Action and
Budget Approval (DGS reten-
tion begins at SRC after
cancellation of lease)

Compt-Acctg Cont
Agency Budget/Pro-
gram Ares

N W [

STD-187 Requisition for Project
Funding

Compt-Acctg Cont

Treasury
Agency

STD-178 Invitation - Bid Proposal

WA

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

11

- |7
¥ |3
L3
1
1 | 3
3
= |3
2 |5
3

##  Until superseded, obsolete s Oor no longer needed for reference.

~5-




ITE
HUMBER

FomM 3 nr
nuMB L . ) RLCORD SERIKS TITLE
- -

OX 490N
’

coryY DISTRIBUTION

RETENTION
PFERIOD
iYEARS)

‘NCEMEY

STATE
RECORDS
CEMTER

304

304.1

304.2

304.3

304.5

3u4.8

304.10

304,11

EXPENDITURE AND SUPPORTING
DOCUMENTS

STD=125. Voucher Transmittal

STD~-129 Request for Appropriation
Expenditure Adjustment

STD-130 Advancement and Accounting
Voucher Transmittal

STD=152 General Invoice

STD=188 Receiving Report

STD-191 Travel Expense Voucher

STD=192 Hotel Order

FWNH WEWRNFE WVWEWNH WRHF WVMPWNHFE VMPFWRBE ~WN

Treas/Auditor Gen
Compt-Acctg Cont
Treasury

Other

Treasury
Compt-Accetg Cont
Compt /Other
Institution
Work Copy

Treasury
Camptroller
Treasury
Treasury File
Institution/Other

Auditor General
Campt-Acctg Cont
Payee

Compt-Preaudit
Inventory Control
Dept-~Prod FPlanng
Dept/Institution
Receiving Area

Auditor General

Conpt~Acctg Comt

Compt-Fmploye File
Boploye

Employe Work Copy

Auditor General
Vendor

Auditer General
Campt-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.
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-:"‘:";. ”::::'. | RECORD SERIES TiTLE v COPY DISTAIBYTION e
; -
304.12 | STD-193 Transportation Order 1 /Auditor General 4 3
2 [Vendor -
3 |Auditor General 4 3
4 |Compt~Acctg Cont 1% 3
304.18 STD-521 Publications Authorization 1 fAuditor General A 3
and Invoice 2 |Compt-Acctg Cont x| 3
3 [Compt~Vendor -
4 (Vendor -
5 {Agency-Pending bt
304.19 STD-522 Telephone Service Request 1 |DGS Telecom Kol
2 ({DGS Telecom e
3 |DGS Telecom 1 2
4 Campt-Acctg Cont 1* 3
5 jAgency Fiscal Off 1
6 |Agency Communication
7 [Requestor 3
304,20 STD-540 Request for Temporary 1 |Auditor General 4 3
Transportation 2 {Campt-Acctg Cont 1x 3
3 |DGS Vehicle Mgmt 2
4 DG5S Dispatcher 1
5 |[Vehicle Operator 1
3042 STD-119 Voucher Transmittal 1 [Campt-Acctg cont ix 3
Accounting Sheet
304.28 STD-503  Report of Telephone Toll Calls: 1 Campt-Acctg Cont 1x 3
2 (Agency 3
304.29 STD-513 Report of Telegraph Charges 1 JAuditor General 4 3
2 |[Campt-Acctg Cont Ix 3
304,30 | STD-133 Request for Approval of 1 lAuditor General A 3
Advancement Account 2 iTreasury 2 5
3 0B Bur of Fin Mgmt | 1 3
4 DG5S Bur of Risk Mgmt| 7
5 |Agency Camptroller 1 3
6 |Institution/Other 7
. 304.31 STD-194 Postage Due Record 1 Compt-Acctg Cont 1x 3
% One year or audit and acceptance, whichever is longer. _
##*  Until superseded, obsclete, or no longer needed for reference.
##% To be sent to vendor (Telephone Company).

- -




[hd 1]
HUMBEN

FoRwm RCEORD SEMITS TITLE
MUMBER

‘OB -wO

COPY DISTRIGUTION

AETEMTION
»ERIDD
{YEARS)

STATE

v | neconps,
asEney | ERTER

3%.33

304.35

STD-925 Invoice

STD-273 Emergency Purchase Service

STD-526 Special Photo Service Opder

PO N e VIO WN N W N

* One year or. audit and acceptance,

##%  Or for period of contract.

Customer
Customer/Compt

Customer/Other
Compt-Billing

Agency

Contractor ‘
Compt-Acctg Cont
Treas/Aud General
Treasury

Compt-Pending

Procurement

Comptroller
cMs

Cen Serv Compt
Agency
Agency

whichever is.longer.

**  Until superseded, obsoclete » Or no longer needed for reference,

Accts Receivable

Compt-Accts Recvble

Bureau/Institution

e
| 3
L2 3
4t
3
L |3
2 .5
E
3
K
1|3
5
1|3
1
1




ITEM
NUMOER

FORM
NUMBEN

RECOAD BEAIED TiTLE

‘OR 4BO0On

COPY DISTRIBUTION

RETENTION
SEMIOD
(TEARS)

| ackuey
o,

ATATE
RECORDSE
CLNTER

305

305.2

305.3

305.4

305.5

305.7

305.8

STD~-417

STD-418

STD=-165

STD-167

STD-419

STD=420

REVENUE AND RECIPTS DOCUMENTS

Transmittal of Revenue

Adjustment Memorandum from
Department of Revenue to
Treasury Department

Debit Memorandum for Checks
Returned by Treasury Depart-
ment to Revenue Department

Schedule of Revenue Augmenting
Current Appropriation

Schedule of Refunds of
Expeditures

Refund of Expenditures

0w Wl MK WO onwne W NOowvE WPOH ~NowE Wil

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

Treasury

Auditor General

Cen Serv Compt -
Receipts

Compt-Acctg Cont

Campt/Other

Compt Pending

Institution/Other

Treasury

Avditor Genersal

Rev Compt - Receipts
Section

Agency Comptroller

Agency Campt/Other

Agency Compt Pending

Institution/Other

Bur of Fin Mgmt
Compt-Acctg Cont
Compt-Revenue Sec

Campt-Acctg Cont
Campt-Rev Sec

Auditor General

Receipts
Compt-Acctg Cont
Campt, /Other
Compt~FPending
Institution/Other

# One year or audit and acceptance 3 wtiichever is longer,
#%  Until superseded, obsolete, or no longer needed for reference,

.- -
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1TE
HUMALCR

L4 L1]
LA ] ]

RECORD SERIES TITLE

TOR <4 WON

€OPY DISTRIBUTION

RETENT ON
#CRIDD
IYLARS]

AGEMEY

STATE
RECORDY
CELNTER

306

306.1
306.2

306.3
306.4
30¢6.6

306.7

306.15

306,16
306,17

STD-114

STD-116
& 1164

STh-118
STD-124
STD=-102

STD-109

STD-164

STD-189

3TD-262
3TD=-262-1

iiiwg

MISCELLANEOUS ACCOUNTING DOCUMENTS

Journal Voucher

Daily (Monthly) Summary of
Transactions

Batch Control Sheet
Voucher Transmittal Record

Schedule of Current
Appropriaticns

Correction Voucher - Alloca-

tion Ledger - Corrections
of Allocation and Allotment

Centralized Accounting Data
Batck Control

Payment Record

Allotment Schedule

[

aVEWwWo - HOWNNRe W Lo

OB~Bur of Fin Mgmt
Compt-Acctg Cont

Campt-Acctg Cont
Compt-Acetg Cont

Campt-~Acctg Cont

Campt-Acctg Cont

Campt-Document
Affected

Institution/Field

Campt~Acctg Cont
Compt-Pending
Campt-Proc Center

Campt~Acctg Cont

Compt-Acctg Cont
Compt-Pending
Budget Office
Agency

Institution
Agency/Inst Pending

One year or audit and acceptance, whichever is longer.
Until superseded or cbsolete.
Two months retention only.

May be retained in office of origin for 8ix months then discarded,

13

13

1*
13
13

1#

1*

B L
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TR

T o7 wumsen .

PORM

WUMBETR

ALCORD SIRIES TiTLE
Vs

‘OE 4RGN

COPY DISTRIBYTION

ALTENTION
SERIQO
ATYCARS ]

l;AT!
v |AECORDS
Asgne CENTER

306.18

306,19
306.20

306.21

306.22

306.23

STD=-275

TBLDP271

TBICK501

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

& WM

WoN

Treasury

DGS Bur of Purchase

OB Dep Sec for Camp
Operations

Compt Acctg Cont

Camptroller
Treasury

Comptroller
Treasury

IRS
Comptroller
Payee

Caomptroller
Institution/Other

Campt-Acctg Cont
Compt-Doc Affected
Institution/Field

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

%% Until superseded or cbsolete.

J 3¢

3¢
k-2 3
=%
1# 3
2 5
1 3
2 5
- |
1% 3
1# é
7
1x 3
1% 3
3

=11~

Revision No. 2




1TE
wuUMITE

ToRM
NUMB LR

RECORD SERIES TITLE

Ok 4N

COPY DIATRIBUTION

AETEINTION
PERIDD
IYEARS!

N atcons
r SRES
adgnc CEmTER

308
308,2
308.3

3c8.8

308.9

CB51

BFAQY

ACCOUNTING HEPORTS
Ccmmorxwee.ith Trial Balance
Status of Appropriation

Ad justment Sheet

Status of Appropriation
General & Special Funds

General ledger

OB Bur of Fin Mgmt
Camptroller

OB Bur of Fin Mgmt
Camptroller

Agencies ‘
Camptroliers
(June .& December)
OB Bur of Fin Mgmt
Miscellaneous

Agencies
Camptrollers
OB Bur of Fin Mgmt

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

5
1%
5 .
1*®
3
13
10 |
1% | 10 !
3
1% | 10
1#* !'Perm-
anent

-12-




1TE™
HUMBER

FoORM RECORD BERITS TITLE
RUMSER .

'GR 4 WON

RETENTION
BLRIOD
(vfams)

COPY DISTRIBUTION

309

309.127

309.142

309,148

309.329

309.360

309.362

309.400

PAYROLL DOCUMENTS

STD-127 Payroll and Deduction Trans-
fer Voucher

STD-142 Affidavit to Procure Salary
and Wages or Traveling Ex~
penses Due Deceased Em-
ployes

STD=148 Refund-Supplemental Payroll
Card

5TD-329 leave Payment Authorizaticn

STD=-360B Personnel Authorization

STD=362 Temporary Assignment in
Higher Classification -
Time Record

STD=-4,00 Application for Membership -

State Employes' Retirement
System

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

¥+  Until superseded or obsolete,

W WwmEWR

=

W W

FWNRE BWEFWROE oW

Treasury/Aud General
Treasury/Rev Campt
Treasury

0B Bur of Fin Mgmt
Conpt-Acctg Cont

Auditor General
Treasury
Campt-Acetg Cont

Compt-Payroll

Treasury/Aud Gener

Treasury :
Comptroller

Agency

Treasury

Treasury/Aud General

Civil Service (for
Civil Service
Employes)

OA Division of Em-
ployment (for 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 Perscnnel
Conpt /Agency File

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

L |3
¥ |6
2 |5
1 | 6
1* | 6
L |3
2 |5
¥ |6
e
L |3
2 1.5
1 | 6
3 .
2 |5
L {3
1 |6
1
|6
3
L |3
2 |5
|6
35t
3t

e
%
L2
=it

-]3-




ETEM
MUMSBELR

FORM

. NUMBER

RLCOAD BERIES TITLE

*OR <WON

COFrY DISTRIGUTION
-

RETENT (O
PERIOD
IYEARS)

| 309,404

309..11

309.439

309.901

309.902
309.903

309.904

309.9044
309.910

309.911

309.918

STD-404

STD-411

STD-439

STD-901
STD=-902
STD-903

STD-904

STD-904
IRS W-2

STD-911

STD-918

Invoice~-State Share of Group
Life Insurance Premiums

Direect Billing Premium Re-
port

Request for Salary/Wage

Advancement

Broken-Time Record

Control Total Report

Payroll Master Cards
{BFM-207 and BPM-2074)

Payroll Voucher

BFM~-201 Salary Register

BMM-2018 Salary/Wage Sup-
mental Register

BFM-202 Wage, Overtime,
Shift Differential

BFM-203 Reconciliation
Register

Payroll Voucher _
BFM-20{, Refund Register
BMM-20LA Ref Reg Sunmary

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

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

Timekeeper's Worksheet

AC A WU S

WHNKH N WoRH W

F RN WMEPWNRE W unwPRWa e

Audi tor General
Compt-Acetg Cont
Compt~Centr Serv
Employe
Cempt-Fending

Auditor Genperal
Campt-Centr Serv
Compt-Acetg Cont

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

Auditor General
Compt-Acctg Cont

Coampt-Payroll
Compt~Payroll

Auditor General
Canpt-Payroll.
Treasury
Campt-Acctg Comt
Agency/Institution

Campt-Acetg Cont
Canpt-Payroll
Compt-Fayroll

Int Rev Serv

Employe
Camptroller

Wage Tax Collector
0B Bur of Fin Mgmt

Comptroller

Agency
Compt-Acctg Cont

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

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

4L | 3
I e g
L
z,

4 | 3
¥ | 3
1| 3
4 |+ 3
iE

1

7 6
3636

L 3
* | 6
.

e

L | 3
1

2 5
1* | 6
e

L
3

338

1 |49
2 | 6
|
3%

e 6

=14~




ITE
HUYMBER

FORM
WUMS En

ALCOAD SRRIES TITLE

‘OF <PON

COPY DISTRIBUTION

AETERTION
PERIDD
IYEARS)

AdEacY

Statt
ALCOADS
CEuTER

309.919

309.923

309.931
309.932
309.933
309.936

309.937
309.938
309.939

309.940

5TD-919

STD-923

S4IE

We2C

W=3C

5TD-928

STD-931

STD-%32

STD-924

STD-929
and
- STD-£929

i1,

process,
years.,

wage Time, Overtime, Shift-
Differential Time Report

Notification of Payroll
Correction

Quarterly Return of Withheld
Federal Incame Tax

Statement of Corrected Incone
Tax and Amounts

Transmittal of Corrected In-
come and Tax Statements

Notice of Vehicle Assignment

Manual Payroll Refund Listing

SEhS Employe Share
Manual Payrell Refund
Listing

leave Without Pay Time Report

_Timg and Attendance Record

N M O NH W W N W

wWoH Wl

Auditor General
Compt-Acctg Cont
Agey/Inst Timekeeper

Auditor General (In-
correct payroll)
Compt~Acctg Cont
(Incorrect payroll)
Auditor General'®
(Correct payroll)
Compt~Acetg Cont
(Correct payroll)
Treasury-FPending

Soc Sec Admin
Comptrollier

Soc Sec Admin
Comptroller

Soc Sec Admin
Comptroller

Comptrollier
Automotive Officer

Deduction Acctg
Camptroller
Cutside Agency

SERS
Conptroller
File

Auditor General

Comptroller
Timekeeper

Timekeeper
Comptroller
Employe

One year or audit and acceptance, whichever is longer,
Until superseded, cbsolete, 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

i1

li'ﬂ wo;l- tl—'i—‘ (N Nr-; l—;l

o~

W o W

=15~
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1t
HUMBLR

Fomm

ny
NUMBER RECORD SEMIEE TITLE

0l qaugn

CAPY DIFTRIBUTION

ETEWNTION
ogmrdd
IvEany!

ASEREY

STATE
RECOMDS
CERTEN

310

310,11
310.14
310.20
310.46
310.74

310.75

CENTRALIZED ACCCUNTING SYSTEM
AUTCHATED REPCRTS

BFM7 Monthly Allocation ledger
with Petail Transactions

BRM10 Monthly Allotment Ledger
with Detail Transactions

BFM16 Monthly Open Encumbrances
by Account Code

{BFM42  Monthly Appropriation Ledger
i with Petail Transactions

BFM,50 Status of Appropriations
IBFMLbO Worksheet for Reconciling

Comptrollers Expenditures
with Treasury

All Other CAS Heports

Comptroller
Agency

Camptrcller
Agency

Comptroller
Agency

Comptroller
Agency

Camptroller

Comptroller

Comptroller
Agency

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

OB Bur of Fin Mgmt

(B Bur of Fin Mgt

1%
or

AV3}

. 7.




[4 ARTEMTION
- PERIOD
-:,':."“ .:::‘:. RELORD SEMILS TITLE v COPY DISTRIBUTION bkl
: -
312 ‘ CENTRALIZED PAYROLL SYSTEM
AUTOMATED REPCRTS
312,105 | BPM105 Time and Attendance Comptroller w6
Postaudit Sample '
312,114 | BFM11l4 Quarter Monthly Report of Auditor General 4 3
SERS Deductions - Employe State Emp Retire Sys| 1¥*|
Share Comptrolier ¥ 3
312,116 | BFM116 Quarterly Reports of SERS - Auditor General’ b 3
State Share by Department State Emp Retire Sys| 1¥| 4
. Camptroller 3
312.119 {BMM119 Quarterly Report of PSERR - Auditor General 4|1 3
State Share Pub Sch Emp Ret Sys 1% Perm
Camptroller 1* 3
312.120 | BA120. Monthly PSERB Retirement lAuditor General & 3
Deductions Pub Sch Emp Ret Sys 1% {Perm
Comptroller ¥ 3
312.137 |BM137 Muncipality Annual Gross unicipality -
Earnings Repart (B Bur of Fin Mgmt %) 6
312.139 |BPM139 Wage Tax Payee Tramsaction Auditor General 4 3
Report Camptroller ¥ 3
312.144 |BFMLL, Monthly Blue Cross/Blue Shield lAuditor General L | 3
Premium Report by Department Comptroller *3
Capital Blue Cross -
312,152 | BMM152 Quarterly Group Life Insurance INA -
Premium Report fiuditor General 4 3
Comptroller - 3
OA Personnel b
312.172 |BPM172 Tax Sheltered Annuity Premium " jAuditor Genersal 4 3
Report ITSA Carrier -}
Comptroller I3 6
312.177 |BFM177 Monthly SECA Deduction Repert Auditor General 4 3
by Department United Way of PA - I
Comptroller | 3
i
312,185 | BF¥185 CQuarterly Report of State Per- Auvditor General 4 3
: i sonal Incame Tax by State State Pers Inc Tax -t
: Camptroller I 6
312.185A; BPM185A Monthly Report of State Per- lAuditor General 4 3
sonal Income Tax by State State Pers Inc Tax -
! . ‘ Camptroller ¥ 6
P One year or audit and acceptance, whichever is longer. ‘ :
#% Until superseded or obsolete, i
. |

-17= Revision No. 2




| § -:.r':.:'}?-
-:,L‘.“" _:::‘:. ®ECORD SERILS TITLE v COPYT BISTRISUTION thdnoind
1 ; ASfuCY l‘::c'.a:l;.l
i
34 | LOAN ACCOUNTING SYSTEM
; AUTOMATED REPORTS i
3314.30 éBF‘HBBO annual Loan Ledger Trans- Camptroller 1| 3
i actions and Status Agency 3
E All Other Loan Accounting Comptroller 1#
Reports Agency ' or
3

% _One year or audit and acceptance, whichever is longer.
##  Until superseded, obsolete or no longer needed for reference.

20~




1T
LD 14

FoRm ’
[ 1] RIS TEYLE
BULe LR . £cons st

ALTINTION

PERIOD
IvEARS)

COPY DISTRIBUTION

AF 4%on

ATATE

ALEnCY | RECORDY

(44 +4 L]

315

315.2

315.27
315.31

315,32

HOUSING & URBAN DEVELOPMENT
AUTOMATED REPORTS (HUD)

BFM370  HUD Menthly Project Update
with Detail Transactions

BR{376 Monthly Trail Balance

BFM380 Detailed Balance Sheet -
. Philadelphia

BMM381 Detailed Balance Sheet -

Pittsburgh

411 Other HUD Reports

# One year or audit and acceptance 3

whichever is leonger,

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

Camptroller x )3
Comptroller ix | 3
US Dept of Housing

& Urban Develop-

ment -
Camptroller 1*
US Dept of Hoﬁsing

& Urban Develop-~ .

ment -
Comptroller 1
Canptroller 1%,
Agency or

3t

21w




[
[ L1
(YZans)

owmbgn nevate RECORD SENIRS TITLC v CoPY DISTRIBUTION
| ; e [
316 ’ REVENUE AND RECEIPTS
ACCOUNTING REPORTS
316.01 [BFM601 Report of Revenue and Receipts 0B Bur of Fin Mgnt | 1%
! ' (July - May)
| OB Bur of Fin Mgmt 7
i {June)
i Treasury 12 5
; Rev - Policy Evalu-
ation & Analysis| 7
Central Serv Campt | #*
316.02 |[BRM602 Summary.Report. of Revenue and OB Bur of Fin Mgmt | 1*
Receipts Central Serv Compt. | - .| 3
316.03 {BRM603 Monthly Trial Balsnce of OB Bur of Fin Mgmt | 1%
General Ledgers (B Bur of Fin Mgmt | 7
(June)
316.13 |BFMé18 Daily Report of Revenue & Camptroller o
Receipts Transaction
;
|
. . i
¥ Une year or audit and acceptance, whichever is longer., :
¥*  Until superseded s obsolete or no longer needed for reference, | (-
Revision No. 2
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1TEw
NuMBER

FORM
RECORD BERMIES TITLR
BUMBES

0= «%O0N

RETERTION
*LRIDD
AYCARS )

COPY DISTRIGLTION

AGENCY

ATATE
ATCoRDE
CENTEN

317

317.214

317.21B

AUTOMATED CENTRAL INVENTORY
ACCOUNTING SYSTEM REPOKHTS (CIA)

BFM670A Monthly Job Inventory
Detail Transactions

BFM670B Monthly Job Inventory
Detail Transactions

Al)l Other CIA Heports

# Une year or audit and acceptance,

Comptroller
Agency

Comptroller
Agency

Comptrollier
Agency

whichever is longer. .
#* Until superseded » obsolete or no langer needed for reference,

1

1*

1%
or




| 5 L
.L':::“ .z::i:- RECORD STRICE TITLE . P COPY DISTRIGUTION i
) H sctacy |atioass)
- “IY!II
318 AUTIT KEPORTS !
318.1A ; Auditor General Audits of Admin- Agency 3 i
} istrative Departments, Boards, Comptroller 6 |
i Commissions and Local Agencies (B Bur of Audits 6 E
: i
318.1B Audit Report Heplies Agency | 3 ;
: Comptroller 6 i :
: OB Bur of Audits | 6 [
318.2A i Auditor General Audits of Agency L3 'I .
E School [istricts Comptrciler l 2 5
i : OB Bur of iudits : 6
! ]
318.28 | Auditor ‘General Audits of Agency P30 i
Pension Funds OB Bur of Audits : | 6 !
318.4 | CPA or State Audits of Sub- Agency , 3
recipients under Federal or Camptrolier 2 5
State Programs (including Sub-
~ recipient Single iudit Reports)
318.5 Cperational Audits and Responses fgency 3 -
- camptroller- 2 5
0B Bur of Audits 2 5

—

Revision No. 2 ~24~




T

tTLw
MUNBER

FoRm RECORD SERIES TiTLE

COPY DISTRIBSUTY
LT T 4] URdl-] ]

o8 4%on

RETENTION
PLRIOD
(YEARS)

ATarve
AGEMCY | RECORDS
CEXTER

319

319.1

ACCOUNTS RECEIVABLE/BILLING REPORTS

BFM509 Daily Transaction Listing 1 {Comptroller
by Type 2 |Agency
3 | 0B Bur of Fin Mgmt
A1l Other Accounts ' Comptroller
Receivable/Billing Reports Agency

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

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

1

-] 3

:\»

1%
or

-25-




1TEm
Ll T4

FoORm
WIS LR

ARCORDE BEXNITE TITLE

‘OR 4YO0n

COPY DIATRIBYTION

RETENTION
PERLOD
(YLARS)

ASENCY

STATE
AKCORDS
CENTER

320

320.1

320,2

320,3

320.4

320.5

320,6

320.7

320.8

320.9

320.10

320.11

320,12

INTEGRATED CENTRAL SYSTEMS REPORTS |

XABC617

ZABC6L10

XACE6612

XABC616

XABCO73

LABCO76

XABC633

XASA609

XASA606

XASA601B

XASA602B

Allocation Level Transaction
Update

Menthly Allotment Ledger with
Detail Transactions

Monthly Open Encumbrances by
Accoun_t. Code

Appropriation Level Trans-
action Update

General Fund Status of
Appropriations

Special Fund Status of
Appropriations

Worksheet for Reconeiling
Comptrollers-Records with

Treasury

Transaction Report by Grant
Within Funding Source

Funding Source Activity
by Grant

Sumpary of C&E by Program

Mezsure

Summary of C&E by Budget
Category

Schedule of Federal Granta

All Other ICS Reports

* One year or audit and acceptance,

#%  Until superseded, cbsolete,

||

Camptroller
Agency

Camptroller
Agency

Camptroller
Agency

Comptrolier
Agency

Camptrolier

Agency
OB Bur of Fin Mgmt

Comptroller

Agency
0B Bur of Fin Mgmt

Comptroller
Agency
(B Bur of Fin Mgmt

Comptroller
Agency

Comptroller
Agency
Comptroller
Agency

Carptroller
Agency

Comptroller
Agency

Comptroller
Agency

whichever is longer,
or no longer needed for reference,

—26—




