




DEPARTMENT OF REVENUE 
FINANCIAL SERVICES DIVISION 
BUDGET SERVICES SECTION 

ITEM   2759.  CASH DISBURSEMENTS (GENERAL FUND) FILE.   
 Completed cash disbursements forms used in the payment of general expenses for the department.  
 File also includes invoices, coding sheets, batch header and other related information. 
 DISPOSITION INSTRUCTIONS: Superseded by the General Schedule for State Agency Records.   
 Destroy records currently held in the State Records Center 3 years from date received. 

ITEM   2760.  REFUND CLAIMS FILE.   
 Refund request forms for overpayment of taxes. File includes individual's name, address, amount of  
 refund, explanation for refund, and other related information. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 3 year(s). Records will be  
 held for agency in the State Records Center 3 additional years and then destroyed. 

ITEM   2761.  REFUND VOUCHERS FILE.   
 Checks written by Disbursing Office to pay refunds for overpayment of taxes. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 3 year(s). Records will be  
 held for agency in the State Records Center 3 additional years and then destroyed. 

ITEM   15155.  AUDITED COLLECTION REPORTS FILE.   
 Audit collection report forms used to indicate daily analysis of collections. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 
ITEM   15156.  STATEMENT OF COLLECTIONS FILE.   
 Monthly and year-to-date reports listing total collections and refunds (in post binder) for all tax  
 schedules and a comparison with the last fiscal year. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   15157.  COLLECTIONS LEDGERS FILE.   
 Collection ledgers used to post collection and refund information for taxes. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 
ITEM   15159.  DIRECTOR'S FILE.   
 Records created and received by the director of the Financial Services Division. File includes detail  
 receipt and use of tax monies, fiscal planning, and operation of the division. File also includes  
 correspondence, memorandums, reports, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   15180.  BAD CHECK RECONCILIATION FILE.   
 Records concerning outstanding uncollected bad checks listing name of taxpayer, billing date, amount  
 of check, and date paid. 
 DISPOSITION INSTRUCTIONS: Records transferred Department of Revenue, Documents and Payments  
 Processing Division. 

ITEM   27505.  SET-OFF COLLECTION FILE.   
 Records detailing set-off totals for claimed state agencies and amounts representing the monthly  
 Collection Assistance Fee. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 
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