






DEPARTMENT OF PUBLIC INSTRUCTION 
ASSISTANT STATE SUPERINTENDENT FOR FINANCIAL AND PERSONNEL SERVICES 
DIVISION OF FISCAL CONTROL SERVICES 
BUDGET MANAGEMENT SECTION 

ITEM   20482.  CORRESPONDENCE (OFFICE ADMINISTRATIVE) FILE.   
 Routine correspondence and memorandums written and/or received by the office concerning  
 budgetary matters of the division. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 1 year. 
ITEM   20487.  LEGISLATIVE FILE.   
 Records concerning legislative actions and increments requested by the department. File  
 includes worksheets, correspondence, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office after each biennium. 
ITEM   20489.  CONTINUATION BUDGET FILE.   
 Requests sent to the General Assembly for a continuation of authorized programs and activities.  
 File also includes personnel schedules, equipment lists, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office after each biennium. 
ITEM   33844.  AGENCY MANAGEMENT BUDGET (PRINTOUTS) REPORTS (BD-701/702) FILE.   
 Computer printout reports concerning monthly budget reports with summary by objects.  
 Printouts include names of each division, funding source codes, account numbers, and other  
 related data. File also includes beginning and end-of-year budget reports. 
 DISPOSITION INSTRUCTIONS: Destroy in office end-of-year reports after 3 years. Destroy in  
 office remaining reports after 5 years. 

ITEM   33845.  BUDGETARY CONTROL (PRINTOUTS) REPORTS (JHA-201) FILE.   
 Computer printouts reports concerning year-to-date budgetary data. Reports include negative  
 balances, listing of salary amounts, and other related data. File also includes certified level  
 reports, monthly budgetary control reports, and end-of-year budgetary control reports. 
 DISPOSITION INSTRUCTIONS: Destroy in office end-of-year budgetary control reports after 3  
 years. Destroy in office remaining reports after 5 years. 

ITEM   33846.  BUDGET TRANSFER FORMS FILE.   
 Completed forms concerning the transfer of budgeted amounts from one funding source to  
 another within each division. Forms include names of divisions, funding source codes, budgeted  
 amounts, account numbers, and other related topics. Funding source codes, account numbers,  
 budgeted amounts, and other related data are entered into Dun and Bradstreet System  
 Database (Electronic) File (Item 33847) and routinely updated. 
 DISPOSITION INSTRUCTIONS: Destroy in office when released from all audits. 
ITEM   33847.  DUN AND BRADSTREET SYSTEM (DBS) DATABASE (ELECTRONIC) FILE.   
 Machine readable records concerning the department's authorized budget. Names of each  
 division, funding source codes, account numbers, budgeted amounts allocated to each division,  
 and other related data are entered into this electronic file. (Electronic database systems are  
 maintained by State Information Processing Services.) 
 DISPOSITION INSTRUCTIONS: Retain in office permanently. 
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DEPARTMENT OF PUBLIC INSTRUCTION 
ASSISTANT STATE SUPERINTENDENT FOR FINANCIAL AND PERSONNEL SERVICES 
DIVISION OF FISCAL CONTROL SERVICES 
BUDGET MANAGEMENT SECTION 

ITEM   33849.  FEDERAL FUNDING RECONCILIATION (PRINTOUTS) REPORTS (801) FILE.   
 Computer printout reports concerning all sources of funds received from the federal government.  
 Reports include names of each division receiving funding, funding source codes, amounts spent  
 by each division, and other related data. File also includes beginning and end-of-year  
 reconciliation reports. 
 DISPOSITION INSTRUCTIONS: Destroy in office end-of-year reconciliation reports after 3 years.  
 Destroy in office remaining reports after 5 years. 
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