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Centers, Institutions 

!Item
No.

1. 

Description 

This schedule supersedes--the -to 11 OWl ng =---- -
#982, #1045, #795, #691, #728 #1041, #1207 

and #656. .I 
CCOUNTING RECORDS 
his series includes all standard STATE accounting forms as well as 
ther accounting media which provide supporting data for the special 

and general accounting records. 

hanges in records format will not necessarily require revision of the .. 
etention schedule. However, should the scope or content of a records 
eries be altered, the schedule may be amended to reflect such 
hang es. 

Each agency will use all or some of the following records which are 
overned by the indicated retention period: 

General Accounting Records 
Certificate of Deposit and Bank Deposit Slips 
Distribution of Charges 
Memorandum of Adjustments 
Monthly Report of State Funds Collected and Deposited 

B. Special Accounting Records
Reports of audits conducted by the Legislative Auditors

Reports of audits conducted by persons or agencies other than 
the Legislative Auditors 

Books of Final Entry - General Ledgers 

Retention 

l 

Retain for three (3) years and 
mtil all audit requirements have 
been fulfilled, then destroy. 

Retain for ten (10) years tl1en 
estroy. 

Retain permanently. Transfer to 
State Archives periodically. 

Retain permanently. Transfer to 
State Archives periodically. 

pproved by Department Agency, Schedule Authorized by State Archivist 
r Division Representative. 
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