










ADMINISTRATIVE OFFICE OF THE COURTS 
CONTROLLER'S OFFICE 

ITEM   10604.  CERTIFICATES OF DEPOSITS FILE.   
 Certificates of deposits, bank deposit slips, CSC Daily Financial Reports, remittance advices, and  
 supporting documents. 
 DISPOSITION INSTRUCTIONS: Destroy in office when released from all audits. 
ITEM   10619.  DEPARTMENTAL ACCOUNTING SYSTEM (DAS) PRODUCED REPORTS FILE.   
 Reports produced by the Departmental Accounting System. 
 DISPOSITION INSTRUCTIONS: Destroy in office applicable hard copies when released from all audits.  
 Destroy in office applicable microfiche copies after 5 years. 

ITEM   10620.  GRANTS FILE.   
 Records concerning various types of approved grants that are subject to audit. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 5 year(s) if no litigation, claim, audit, or other  
 official action involving the records has been initiated. If official action has been initiated, destroy in  
 office after completion of action and resolution of issues involved. 

ITEM   10637.  CORRESPONDENCE/MEMORANDUMS FILE.   
 Administrative and management correspondence/memorandums written and/or received by office. 
 DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 
ITEM   10644.  COUNTY FILE.   
 Correspondence to and from the Controller's Office for each county regarding the Clerk of Superior  
 Court, State Auditor Reports, and Field Accountant Reports. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative and reference values end. 
ITEM   17445.  ADMINISTRATIVE FILE.   
 Records concerning the organization and daily operations of the Controller's Office. File includes  
 financial and budgetary material used in budget preparation, statistical and census reports, convention 
  materials, records regarding the IV-D Child Support Program, memorandums, reports, policies and  
 procedures, minutes of meetings, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   37527.  SETOFF DEBT COLLECTION FILE.   
 Records concerning monies collected by Department of Revenue from taxpayers on behalf of  
 Administrative Office of the Courts (AOC) for attorney fee judgments. File includes reports detailing  
 judgments deleted from setoff system through Financial Management System (FMS) and civil indexing.  
 Amended 12-12-94 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 2 year(s). Records will be  
 held for agency in the State Records Center 5 additional years and then destroyed. 

ITEM   37528.  SETOFF DEBT COLLECTION CORRESPONDENCE FILE.   
 Correspondence received from Department of Revenue and counties. File includes refunds requested  
 by counties, copies of checks from Department of Revenue, and other information as it related to the  
 administrative needs or functions of setoff debt. Amended 12-12-94 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
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