








DEPARTMENT OF PUBLIC INSTRUCTION 
ASSISTANT STATE SUPERINTENDENT FOR FINANCIAL AND PERSONNEL SERVICES 
DIVISION OF STATE ACCOUNTING SERVICES 
OPERATIONAL ACCOUNTING SECTION 

ITEM   23824.  BALANCING TO AVAILABLE FUNDS COMMITMENT/ENCUMBRANCE  
STATEMENTS FILE.   
 Monthly statements listing outstanding requisitions and purchase orders by general ledger  
 account codes. 
 DISPOSITION INSTRUCTIONS: Destroy in office when released from all audits. 
ITEM   23840.  INVOICE PURGE MICROFICHE BY PAYING ENTITY/VENDOR IDENTIFICATION  
FILE.   
 Microfiche listing all payments to vendors by vendor number within paying entity. (Microfiche are  
 produced yearly from the Accounts Payable-Dun and Bradstreet Database (Electronic) File (Item 
  33305) and are cumulative for each fiscal year.) 
 DISPOSITION INSTRUCTIONS: Destroy in office after 7 years. 
ITEM   33034.  BALANCING ACCOUNTS PAYABLE ACCOUNTS PRINTOUTS FILE.   
 Computer printouts providing accounts payable invoice and maintenance information used in  
 balancing accounts payable accounts for the agency. Printouts include: Invoice Entry By  
 Operator Report (AP-A0003); Invoice Entry By Paying Entity Report (AP-A0004); Aged Unpaid  
 Invoice Register Report (AP-I0003); Manual Payments Register Report (AP-P0011); Payment  
 Cancellation Register Report (I0013); Employee Expense Reconciliation Summary Report (AP- 
 R0003); and Outstanding Employee Advances Report (AP-I0005). 
 DISPOSITION INSTRUCTIONS: Destroy in office at the end of each fiscal year and when  
 released from all audits, whichever occurs later. 

ITEM   33305.  ACCOUNTS PAYABLE-DUN AND BRADSTREET DATABASE (ELECTRONIC) FILE.   
 Machine readable records concerning departmental payments for program operations, activities,  
 services, and non-employee compensation. Names and addresses of vendors and individuals,  
 invoice numbers, vendors' identification numbers, transaction account codes, payment check  
 numbers, payment dates and other related data are entered into this electronic file. (Electronic  
 database is maintained by the State Information Processing Services.) 
 DISPOSITION INSTRUCTIONS: Authorize the Office of the State Controller to execute command 
  to purge selected financial data after released from all audits and when microfilming of these  
 records is complete (see Item 23840). Retain in office database permanently. 

ITEM   33529.  ACCOUNTS PAYABLE 1099 MISCELLANEOUS PRINTOUTS FILE.   
 Computer printouts concerning taxable payments for which a Form 1099-MISC has been issued  
 to independent contractors, medical providers, lessors, and other service providers. Printouts  
 include names, addresses, tax identification numbers, payment amounts, and other related data. 
  Printouts also include total tax payments reported annually to the Internal Revenue Service. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 7 year(s) and when released from all  
 audits, whichever occurs later. 

ITEM   33530.  INTERNAL REVENUE SERVICE FORMS (FORM 1099-MISC) FILE.   
 Tax forms issued to independent contractors, medical providers, lessors, and other service  
 providers who received $600.00 or more in payments during a tax year. Forms include  
 payer/recipients tax identification numbers and addresses, payment categories, and amounts  
 submitted to the Internal Revenue Service for tax reporting purposes. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 7 year(s) and when released from all  
 audits, whichever occurs later. 
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