








DEPARTMENT OF STATE TREASURER 
ADMINISTRATIVE SERVICES DIVISION 
ACCOUNTING SECTION 

ITEM   16183.  COLLECTION CARDS AND CARD MAINTENANCE FILE.   
 Reference copies of computer-generated cards that are used to update the automated fixed income  
 accounting system with bond amortizations. (Function and records transferred from Investment and  
 Banking Division, Accounting Section.) Amended 10-20-94 
 DISPOSITION INSTRUCTIONS: Destroy in office after 2 year(s) and when released from all audits,  
 whichever occurs later. 

ITEM   16184.  AUTOMATED BOND SYSTEM PRINTOUT FILE.   
 Reference copies of all end-of-month computer printouts received as output from automated bond  
 system. (Function and records transferred from Investment and Banking Division, Accounting Section.) 
  Amended 10-20-94 
 DISPOSITION INSTRUCTIONS: Destroy in office when released from all audits. 
ITEM   16185.  BOND TRANSACTION TICKETS FROM INVESTMENT MANAGEMENT FILE.   
 Reference copies of forms that represent purchases, sales, calls, or exchange transactions.  
 (Function and records transferred from Investment and Banking Division, Accounting Section.)  
 Amended 10-20-94 
 DISPOSITION INSTRUCTIONS: Destroy in office after 2 year(s) and when released from all audits,  
 whichever occurs later. 

ITEM   16186.  FINANCIAL STATEMENTS FILE.   
 Reference copies of income statements, balance sheets, and other reports concerning investment  
 funds maintained by the State Treasurer. (Function and records transferred from Investment and  
 Banking Division, Accounting Section.) Amended 10-20-94 
 DISPOSITION INSTRUCTIONS: Destroy in office after 4 year(s) and when released from all audits,  
 whichever occurs later. 

ITEM   16187.  STOCK LEDGER SHEETS FILE.   
 Reference copies of ledgers used to record all stock transactions by stock name. (Function and  
 records transferred from Investment and Banking Division, Accounting Section.) Amended 10-20-94 
 DISPOSITION INSTRUCTIONS: Destroy in office after 4 year(s) and when released from all audits,  
 whichever occurs later. 

ITEM   31998.  ANNUAL REPORTS FOR VENTURE CAPITAL AND REAL ESTATE INVESTMENTS FILE.   

 Annual audit reports regarding venture capital and real estate investments. File includes K-1 Forms  
 and 5500 Forms or their equivalents or substitutes. 
 DISPOSITION INSTRUCTIONS: Destroy in office 6 years after released from all audits for the fiscal year 
  in which the individual investment is fully liquidated. 

ITEM   31999.  CONVERSION RECORDS FILE.   
 Plans, tests, worksheets and any other type of document which is used to make and validate the  
 change in accounting records from one system to another. 
 DISPOSITION INSTRUCTIONS: Destroy in office 1 year(s) after released from all audits. 
ITEM   32001.  DAILY TRANSACTION REPORTS FILE.   
 Investment Accounting Section reports that are run automatically each day showing earnings  
 transactions for the day reported on. 
 DISPOSITION INSTRUCTIONS: Destroy in office 1 year(s) after released from all audits. 
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DEPARTMENT OF STATE TREASURER 
ADMINISTRATIVE SERVICES DIVISION 
ACCOUNTING SECTION 

ITEM   32002.  DIVIDEND ANNOUNCEMENTS FILE.   
 Standard and Poors annual dividend summaries and newspaper clippings regarding daily dividend  
 announcements. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 4 year(s) and when released from all audits,  
 whichever occurs later. 

ITEM   32003.  DOCUMENTS OF ORIGINAL ENTRY FILE.   
 Transaction tickets, control forms, journal vouchers, and any other type of document which authorizes 
  an entry to the Investment Accounting System. 
 DISPOSITION INSTRUCTIONS: Destroy in office 1 year(s) after released from all audits. 
ITEM   32004.  INTEREST AND ACCRUAL REPORTS FILE.   
 Interest and accrual reports showing account status for a given day. 
 DISPOSITION INSTRUCTIONS: Destroy in office 1 year(s) after released from all audits. 
ITEM   32005.  MISCELLANEOUS COMPUTER PRINTOUTS REPORTS FILE.   
 Computer printout reports which were rerun and used to find or correct errors. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   32006.  MISCELLANEOUS WORK PAPERS FILE.   
 Informal reports, reconciliations, and related work papers prepared to check work received and/or  
 used during the day. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   32008.  MONTHLY MICROFICHE FILE.   
 Microfilmed monthly accounting reports used for in-house purposes. 
 DISPOSITION INSTRUCTIONS: Retain in office permanently. 
ITEM   32009.  MONTHLY REPORTS TO MANAGEMENT FILE.   
 Monthly reports submitted to management which summarize activity for the month or list significant  
 factors during the month. 
 DISPOSITION INSTRUCTIONS: Destroy in office 10 years after last activity in portfolio. 
ITEM   32011.  PARTICIPANT ACCOUNTING SYSTEM REPORTS AND WORK PAPERS FILE.   
 Accounting system reports and work papers that are backup for entries made to the participant  
 accounting system. 
 DISPOSITION INSTRUCTIONS: Destroy in office 1 year(s) after released from all audits. 
ITEM   32012.  QUARTERLY REPORTS FOR VENTURE CAPITAL AND REAL ESTATE INVESTMENTS FILE.   

 Quarterly reports for venture capital real estate investments. File includes K-1 Forms and 5500 Forms  
 or their equivalents or substitutes. 
 DISPOSITION INSTRUCTIONS: Destroy in office 2 year(s) after released from all audits. 
ITEM   32014.  WORKSHEETS FOR MONTHLY REPORTS TO MANAGEMENT FILE.   
 All notes, calculations, and worksheets used to prepare the monthly reports to management. 
 DISPOSITION INSTRUCTIONS: Destroy in office 1 year(s) after released from all audits. 
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DEPARTMENT OF STATE TREASURER 
ADMINISTRATIVE SERVICES DIVISION 
ACCOUNTING SECTION 

ITEM   34986.  ANNUAL REPORTS (CONSOLIDATED ANNUAL FINANCIAL REPORTS) FILE.   
 Journal entries, printouts, and other related financial records concerning final actions during the  
 completed fiscal year. Amended 1-8-93 
 DISPOSITION INSTRUCTIONS: Destroy in office after 2 year(s) and when released from all audits,  
 whichever occurs later. 
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