SAM—SUBJECT INDEX

ABATEMENTS
Crediting....c.c.ceeeireere s
Journal Entry, Kinds of .
Ledger Entry POStING........ccooieieeininnnnccceies e

ABSENCE REQUEST (Form STD. 634).........cccccvccurunne. 8594-94.3

ACCIDENT
Ambulance Service, Responsibility for ..............ccccceee. 2581.2
Claim of Suit Against the State...........cccoeeeriinncceennne 2461
First Aid, Institutions .

First Aid Kits........ccooevue.

Injury Reports, Responsibility for...........c.ccoonciiinnne 2581

Motor VehiCle ...

Recovery of Damages
from Third Party........cccooveecninne

Reimbursement for Damage....

Repairs to State-Owned Vehicles

Reporting, Supervisor’s Responsibility for ................... 2581.2

Reporting, Vehicle Accident............ccccoeeevrnicciinenne

Third Party Negligence...............

Transportation of Injured Person

WOrK CONNECEEA.......cvoveeeeeeieriirieeieee e
ACCOUNTABLE FORMS, Disposal of .........ccccccovririciinnnne 1750
ACCOUNTING

Allotment-EXpenditure............cocoevvrniciceennens 8300 et seq.

Audit Assessments ...

BasSis Of ... s

Books of Original ENtry ... 7222

Cost Accounting, Maintenance of Structures.. ...8792

General Outline of Procedures...........c........ ....71200-50

INCOME ..o 8200 et seq

Institutional Stores .... ..10800-92

Investment Securities ... ...8770
Lump SUmM Payments..........ccoeovveriernineineesreeneeneeea 8596
Miscellaneous Procedures...........cccccevrerineee. 8299.1, 8700-95
OFFSEE FOr . 8790.8
Program Cost Accounting ...9200-44
Property ... ...8600 et seq
RECOTUS ...t e 7220
Reports .... .7230, 7900-9082
SYSEEM OF .. 7150
Uniformity, Necessity for..........ccocovrreciinnneciinens 7120
Withheld Payments, Accounting for..........cccccovevnninnnes 8795

ACCOUNTS
Allotment-Expenditure
Approved Depositories
BANK ...
CONEIOIIEIS.....ceiie s
Controller’s, Adjustment to.
Federal Funds

General Ledger (See General Ledger Accounts).............. 7605
New, Centralized State Treasury System......... 8001.1
Numbering of Accounts...........ccceveeae ...8814
Outside State SYStEM.......ccccovivriiiicirinnr e 8002
Payable .....ooieiieiii e 10544
Receivable.........cccocevnee. 8776-76.7, 10407-13
Collection ProCcedures ..........coeeeenrnreeeeens 8776.5-76.7
Damage to State Property.. .8776
Deferred Accounts................. .10417
Discharge from Accountability...........cccccorrrunnee 8776.6
General Ledger.......cccovvvvvvrvrveeenreresenenns
RECOVEIY.....oiiiieiiete e
Savings & Loan Assn.
Service(s) to EMPIOYees.......cccoovvreccneiineninns 11071-75
Subsidiary Revenue ACCOUNTS .........cccorvrvreerreeeeene 8213
TIEASUIEI™S .t 8900-32
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ACCRUALS
Abatements and Reimbursements................. 10407-16, 10602
Accounts Payable .................... .10608
Change(s) in Method of Accrual..........cccooenieiicininrnnine. 8793
Interest Earnings........cccoveeeveennininenens 8290.2, 8290.3, 10605
Reporting of Changes in Subsequent Events.................... 7981
Reports to Controller’s ACCOUNtS.........cccoveveueune 7952, 10730
Revenue ..10409-16, 10602, 10610
TrUSt ACCOUNES......ocuiiiiiiicni s 19305
WOIKSNEELS ..o 7953, 10740
YEar-end .......coovierriennienieneeene 8380, 8860 10602-10

ACQUISITION (See also the specific item)
EASEMENIS ... 1323.15
Expendable Property ... 8652

Information Technology & Services
(See PROCUREMENT, Information Technology)

Real PrOPerty .......coccvveceeueecinrinnneeceietssseeeee 1323, 8705
Unbudgeted Equipment. ..3521.4
VENICIES ...t 3620
ADMINISTRATION
Reorganization/Organization ..........cccceoeeeeerenennieeienennns 0101
Capitol Area Plan ..o 1310.1
Reorganization, Approval of .........cccccevvvvciciirnnne 0101, 606
Information Technology .........cccceeviennreieninseceee 4852
Financial Policies........... ..7110
Fiscal Management, fOr..........cccovirreinieinnneceee 7300-80
ADMINISTRATIVE COSTS
Central SErvice COSES ........coviiiecirreieirnieciceierseses 8753
Direct and INAINECE ..........ovueeirieireiccerreeee e 8757
Federal Programs, Recovery
of Costs Related t0 ........cccovvreecininncccee 8756.1
Interagency
ADVERTISING
Fixed Completion CONtract ..........cocvevreeeveeeenrneninenenenene 1458.4

Help Wanted..........ccco....... ...0530

Limitations......c.ccoveeieriiessecesesseeenns ..1397

Paid Advertisements in State Publications ...0580

Public WOrks Contracts...........oceeeeririsrererennnsessssereerenns 0540

Sale of Real PrOPerty........ccovviicmeeninenceceieiees 1323

Signs, Commercial.........ccoooviceciennreeeeine 1323.14
AGENCY ACCOUNTING AND

FISCAL PROCEDURES. .......ccccoeieiieieerceennns 7110-7240
AGREEMENTS

INTEraAgENCY .....ooveviiiiiiiicr e 8758.1

Master Service Maint. & Rental...........c.ccoceevvevrnennnn 3532-3
AIRCRAFT

Federal USE TaX.....ocveviveieiiereieesiee e 8737

Pilot Qualifications.
Privately Owned.
RENAL....cooviiiiiiiccce e 0745

AIR TRAVEL (See TRAVEL)

ALCOHOL PURCHASES, TAX FREE
(See PURCHASES, ALCOHOL)

ALLOTMENT-EXPENDITURE ACCOUNTING

Allotment-Expenditure LEAGer..........covererinirrieieenienenn 8302
Allotments,
ACCOUNEING ..ot 8300-82
Capital OULIaY.........cooovveerieiiirccceee 8363
Personal Services.. ..8341
Salaries and Wages.........coccovviricricennnnnieeens 8341.1

ALTERATIONS TO STATE BUILDINGS (See SPACE)
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AMBULANCE SERVICE (See ACCIDENT)

AMERICAN WITH DISABILITIES ACT .....ccooveiiiinee 1321.18
ANNUAL REPORTS (See REPORTS)

APPEAL OF BUSINESS USE CERTIFICATION................... 1735

APPRAISALS (See REAL PROPERTY)

APPROPRIATIONS
AdVANCES 10 ..o 8100-8111.2, 10418
A 1[0 (=T PR SRTT 8320

Budget Act... 8301.1
Budgets Not Specifically Authorized ............cccccceennne 8301.3
Capital Outlay .......cccoevvvvvcninne ..8362, 8422.2
APProPriations ........cceueeevrerneririreeeeeieiennens 1460.1-60.3
CONLINUING .ttt 8382

Invoices, Payable from Reverted Funds ..
Other Appropriation and Executive Orders.

Prior Year AdjuStments..........cocvvrnnnieeeeieiennnenenenne 10240
Reversion
Special Construction FUNAS .........cccvvvrieiecinnnnne 1460.4
Unclaimed Trust MONEYS.........ccoveeinererieeeene 18424.7
ARCHITECT AND CONSTRUCTION,
STATE OFFICE OF ..o 1450
ARCHITECTURE
ASDESEOS Program........c.cocvrviniecrcieieinrinnnee e 1322.12
Asset Planning and Enhancement...........cccooveniciicieennnns 1310

DESIGN..c.vviverreereee e ..1321, 1451, 1452.4
Revolving Fund..........cccoovvniiccninies 1321.1, 1452.4

ATSS (See TELECOMMUNICATIONS)

ATTENDANCE RECORDS .......ccootivmemniereerneeeenne 8539-40
AUCTIONS
AAVErtiSiNg OF ... 0510
SUIPIUS PIOPEIY ...t 3520.8
Vehicles, OFA Conducted ............couccrennnnnicicieinns 4111
AUDIT
Assessments, Accounting for...........cccveenninciccinnns 8286
AUthOTItY ..o ...6045

Finance, Department of . 7240
Freight Bills.... ...3851
Frequency Of ... 7240
Information Technology.........ccccccceuennne ..4844, 20013
State Agencies by Bureau of State Audits............coceeueune 7380
Travel EXpenses ......ccccccevvvvvevriereennn 8422.114-22.115, 8711.3
AUDITING OF STATE AGENCIES..........ccoovcuennne. 20000 et seq.

Administration of Federal Pass-Through Funds............. 20070
Audit Cycles, Objectives, and Control Points .... .20050
Identification of Federal Pass-Through Funds .20070
Internal Auditing Standards .............cccccceeinnninicnenns 20040
Internal Control ... 20050
Letters of Representation ...........ccccevevvnenicecerinnenns 20020
Notification of Actual or Suspected Fraud and

IrreQUIATTEIES ..o 20080
Requests by Federal Agencies for Audits of

State AGENCIES.....c.ceririiiirceieee et 20020
Review and Reporting

on Internal Controls ...........cocceveeernnnnccees
State Agencies Required to Report on

Internal Control SyStems..........ccoveivcecninnninene.
State of Calif.—Central Audit Organizations .
Types of Auditors, Roles, and Standards........................

AUGMENTATION FOR CONTINGENCIES OR
EMERGENCIES ... 6536

Rev. 399

Page 2 SUBJECT INDEX

AUTHORIZED SERVICES TO EMPLOYEES, OTHER.......11050
AUTOMOBILE OR AUTOMOTIVE (See VEHICLE)
AWARDS

Merit Award Program .
SEIVICE AWANTS........viviirieiriieciceiee s

BANK
ACCOUNES .ttt
Deposits....
DraftS ..o
Reconciliations............ccccccevnnee. 7901, 7920,7967, 7923, 8060
SEALEMENTS...vveieeie et 8050

BENEFIT TRUST FUNDS (See TRUST FUNDS)
BIDS, COMPETITIVE

Construction CoONtract...........cceeveevveerieesieeseesere s 1454.2
Information Technology........ccccoeveeieivriresieennns 52005-16.95
Invitation for Bid (IFB) ......cccoovreeninrrceecneeees 5212
Limiting ....oooovevrvenne 3503,3555
PUFCRASING ... 3503
Request for Proposal (RFP).. ...5213

Request for Quotation (RFQ)..

Sole Source........ccovverenee ...5209
SUIPIUS PTOPEIY .....ocveiiiiiisieceee e 3520.8
TYPEWITEETS ...ttt 3674
BILLING

Automotive INSPection SErvice(s) .......cucewverrerrreereerernnenns 4113
Bills of Lading.........c.ccouevveunee ...3840
Codes, General SErViICeS..........cccouvrnniiincnesires 8471.7
Late Payment Penalty ..........ccccoovvniiicncnnnnne 8474-8474.
Freight Bills and

INVOICES....c.cvevivirirnne. 3800.3-01, 3850-51.2, 8422.101

Services of Employees, Hourly Rates
Services Rendered ..
Stores Purchases.
Travel EXPENSES........cccviviuiieiriniiiceieieierse e

BINDING PUBLICATIONS (See PRINTING)

BLANKET
Estimates and Purchase Orders ..........cccocevveevveeivcevienens 8342.2
Out-of-State Travel
PUIChase OFGEr ........covcveicviieeiiee e

Organization of Fiscal Management ..
BOND FUNDS. ..ottt 14400

BONDS
Insurance and SUTEtY .........cccovverveeeeneenereeneeenes
State Treasurer’s Responsibility

for General Ledger ACCOUNtS.........ovevevevernnean.
Surplus Money Investment Fund

BOOKKEEPING MACHINES (See PURCHASES)
BOOKS AND PUBLICATIONS, PURCHASE OF.................. 3691
BOOKS OF ORIGINAL ENTRY (See ACCOUNTING)

BUDGET ..ottt 6000 et seq.
Administration

Program Objectives and Descriptions.. ...6108.5

Program Requirements..........ccccovvrrceienieninineenns 6108.5
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31(STD.)... ..6418

of Established PoSitions ...........c.ccccvevniennenns 6521
BUDGET ...ttt 6000 et seq.

Allotment Transfer ... 8324 Certification of Availability of Funds...................... 6524
Annual Financial Plan Expiring, Filled
Development & Enactment.........ccccovveeeinvneeenineninns Limited-TerM.....ccoovvirieeeee e

Preparation and submittal.. . NEW et
Appropriations, Reconciliation with Permanent..

Augmentation, Ltrs of Necessity for Appropriation ........ 6536 REIMDUISEMENLS ......ccvviererieeeee e

Bill ANAYSIS.......covrvieieiiiinc e 6960 Revision of Programs and Allotments .............ccccveveeene. 6533
Budget Act/Final Budget Summary..........c.cccovuenee 6333,6350 SAlArY SAVINGS ...t 6409
Budget Allotment, Transfer of ... ...6539 Schedule:
Budget Bill ... 6325 TA s 6415-6419
Budget Revision, Preparation of 8 ... 6424-6429

and STD.. FOrM......c.ccoceviiniiinniicns 6533, 6542-6545 8 SUMMAIY ...ttt 6448
Capitalized ASSELS ..........ccvvvriireisinicicsine 6800-6899 9 Supplementary Schedule of Equipment................ 6457

Introduction and General .. 6801-6809 10 Supplementary Schedule of

Planning and Budgeting........... 6810-6839 APPIOPriationsS......c.ccvverreeerneeereeneeseeeens 6484

Administration of Capital Outlay................... 6840-6868 11 Supplementary Schedule of Operation

Capital Assets Financing Glossary Index, Expenses and EQUIPMENt .........cccceviniriernnnens 6454

Terminology, Acronyms and Forms............... 6899 Section:

Category Transfers..........cocoovevrierieneiennes 26 Category Transfers .........cccovvvireiernnsnnieenenens 6548
Conference Committee, Budget. 28 and 28.50 Letter Additional
Contracts, Budgetary Approval of . Funding.......cccovveiveicceeeeceeeen 6551-6557
Conversion Code Listing ........... 31 Personnel Transactions.. 6406, 6418
Deficiency Authorization........... .. Space Action Requests (FOMMM 9).......c.ccvvervreererreesseesnnns 6453
Department Budgetary Presentation .............cccccceovvinnnee Staff Benefits...... ...6412
Economic Impact Statement............cccovrniicicnnnnnenes Summary by Object........cccceevivrvrnnnne ...6475
Emergency Services by State Agencies Temporary help or Overtime Blankets... ...6518
Enrolled Bill REPOIT..........cccvviiericveecceeecae Tort Liability......cccoovvrvrnrieieeiininns ...6472
EQUIPMENT ... Two-Year Legislative Session ..6905
Federal Funds, Supplementary Schedule. Vacant Positions Report....... ...6445
Final Change BOOK............cccccevvinniiiiciince VBLO ettt 6345
Forms

XL 0 T 6453 BUILDING IMPROVEMENTS ..ottt 1452.4

10 (STD.)... ...6453

22 (RESD.) wvvveeieieireeieieieisesiesssss s sssessseens 1321.1 BUILDINGS & GROUNDS

23 (RESD.) ovvveeereceesseeseseesseees s 1321.12 ASDESIOS NOUFICAION wovvosevesevsssssssssmsssssssssssssssnssse 2591

25 (STD.) orreeeeseeseeeeessessesesssess e 6533,6539 Building Maintenance ... ...1330

26 (STD.)... 6533, 6542-6545 Charges for Services................... 1330.1

Display of Art, Posters and Notices

Facilities Planning ...
33 (STD.)... ...6451 "
( s — 6484 Grounds MainteNaNCE. ........ccvvvevevereeriierecree e
6651-6554 Purchfise fdnd Displa)_/ o_f Flags
................................................................ 6524 Smoking in State BUildingS..........coceevreririnnneienirisinenns
6451, 6454 . .
6460, 6466 Use Outside of Regular Working HOUIS ..........ccoeeeiinirininine. 1330.3
6450, 6457 BUREAU OF STATE AUDITS .....oomrrrvvveeccessseeeeeeeecessssneee 7380
399 (STD.). . 6601, 6621, 6650, 6680
B07 (STD.)eoevoreveeereeeresesessessesssessesesesens 6448, 6527 BURGLARIES (See CRIMES)
e S 6448 BUSINESS USE CERTIFICATION, APPEAL OF ................. 1735
625 (STD.)........ ...6512 c
4083 (OREDS) ....coctiiierieieeiresisieieiee e 6453 T
CALENDAR OF REPORTS AND ACTIONS .....cccccovviiieine 7990

Forms, Finance BUdget ..........cccceovrriririccninnnnceeeseia
Fund Condition Statements
Governor’s Budget, Publication, Distribution,

CALIFORNIA ACCESSIBILITY

Ordering and Public Sale ... ....6320 REFERENCE MANUAL ..o, 1456.3
HEAIINGS ..ot 6310
Information Technology............. 6700-6780 CALIFORNIA STATE STRUCTURAL SAFETY INTERPRETIVE
Introduction to Budgeting Section.............cccccevevnrcenns 6000 MANUAL ..t 1456.3
Legal Basis for Budgetary Control ............ccccoveeenininene. 6503
Legislative Analyst’s Analysis of the CAPI;ﬁ&gg}ILAY 8363

BUAGEL Bill ... 6330 e 8122 21
Legislature................. 6900-6965 Appropnat'lon_s. 84 83'82
Legislative Calendar...................ccocooeeereesrssssssssssssseeeeeeen 6905 . (ipnt(;numg. Ca05 6899
Local Mandates........ 6600-6670 Canitalized Assets . - 6800-6893
Operating EXPenSeS........covvreiecicerinnniicnienns 6451-6457 (E:sgbtrzlbgrﬁgei an... 83 4'3
Overview of California’s Budget Process .............. 6100-6220 [ 0 TTEITIEETmmmmmmmmmmmmmmmmmmmns s
Personal Services ...........ccccoeverieninenn. 6403-6406, 6506-6527

li d 6305 CARDS

POlCY, BUAGEL oo Credit (See CREDIT CARDS)
Positions: POSE oottt 2232

BIanKet ......c.covoiiiiciie e 6439, 6518 Signature

ADPPIOVAL oo 6527 g :
Budgetary Approval.................c.... State Treasurer’s, FOrm 38 ..........vooeorrorn 8001.2-02

Certification for Continued Payment
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CASH s 8000 et seq.
Accountability ......ccccovvviiiici 8021
Advance ..8116, 8180, 8580.4
Approved DepoSItOries .........ccueemnrniiiiceeerisneeeees 8031

Cash Management Improvement Act
DefiCienCies........ccveeerinnnicneee.
Deposits..........
FISCal AQENTS .....viiriiiicccceie s
General ..o

General Ledger Accounts....
Handling, Separation of Duties............cccccovvrccrecnnenn 8080.2
NON State MONEY.......cocoeeiirriecirre s 8002.5
Overages and Shortages......
Payment Funds (Institutional)........c.cccocveeiererinsneennnne 8121
Payments, Services to Employees...........cccceoevenrininnee 11072.1
Petty Cash (See REVOLVING FUNDS (OFFICE))

Purchase FUNGS.........cccooveiiiiniiniiccee 8112-12.6
PUICNESES ..o
RECEIPLS ...ttt
Reconciliations..........
Recovery by Collection
Recovery by Offset ..........
Revolving Fund, Cash Book...
Separation of Duties.........
Shortages, Adjustment ...........cccoevveeninnnneieens
SEAEMENTS ...
Transfer Receipt (Form STD. 440)
WIthArawals .........cccoeirnniicnce s

CATALOGS AND PRICE LISTS
Material Services SECtion..........ccvvvvervveivneiineisersen 3542

CENTRAL STORES, OFFICE OF PROCUREMENT
(See MATERIAL SERVICES)

CENTRALIZED PURCHASING, PURPOSE OF.............. 3501-02
CENTRALIZED STATE TREASURY SYSTEM....... 8001.1, 8890
CERTIFICATION

Lost or Destroyed Meal TiCKetS.........ccccevevririririeninnnnns 11027

CHANGE FUNDS (See REVOLVING FUNDS (OFFICE))
CHARGE CARD (See CREDIT CARD)

CHARGES
INtEragenCy SEIVICES .......cccovvririiiececiiriinirinieeeiesieieienens 8758
LiVINg QUANEIS ....c.oviieeciiiirieieec e 11033
CHECKS (See WARRANTS)
CLAIM
Against an Employee
Against the State .......
Board of Control .................
Capital Outlay Appropriations...........c.ccccevevvnnininees 8422.21
Claim Schedule
Consumer Use Tax Data ...........ccceeervernecirininnnenes 8731
DGS Services............. ..8471.44-71.63
Disbursements... ....8422-27
Freight Bills............. .3851-51.2
“No Warrant” Claim .. ..8471.25
Processing Claims ........ccccoeevrrciennnneeeeeresas 8170
Real Property ACQUISItION .......cccovrrniiieciiicicinnens 8705

Refund Claims
Standard Entry No. 1

Corrections (FOrm AUD=16) ........cccccerrrerenirirniecenns 8422.5
Damage to
Commercial Automobile............ccocooivciiinncnnn 0758
Employee’s Personal Property .........c.cocooveeecrcinnnens 8423
Private Vehicle............... 0757, 2430-42.1, 8777.1-77.2
State Property, Third Party........ccccocovveviervrnriseenenns 8778
Delinquent Invoices ................... 8471.51-71.52, 8473-8474.4
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Direct Transfer by DGS........ccccoiveeeninnneeeeines 8471.13
NO WarTant ......ccccovvvereiininneccessee s 8471.25-71.63
Purchase and EXPENSe .......cccoovrrureeninenininiecienns 8170, 8422
Claims for RefUNdS..........ccccoeiiiriciisecesrsene 11073.2
Gasoline Tax ... 8745.1-45.4
Governmental Cost Funds..........cccccveeuee. 8240-41, 8424
Revolving Fund(s)
AQVANCES ...t 8595
Claims............... ..8170
Claims to Establish.. ...8425
Deficiencies............. ...8072
Standard Entry No. 1 ....10501
WAITANES. ... 8422.25
Short or Damaged Shipments...........cccoveeenrnrnineene. 3860-69
TOrt LIability....c.coeveviiniiiecceiei e 8712
Travel Expense Claim (See TRAVEL)
USE TaX vttt 8730

Workers' Compensation (See INSURANCE)
CLASSIFICATION OF FUNDS ..o 7400 et seq.
COMMERCIAL VEHICLES (See VEHICLE)
COMMUNICATIONS (See TELECOMMUNICATIONS)
COMPETITIVE BIDS (See BIDS, COMPETITIVE)
COMPUTERS (See INFORMATION TECHNOLOGY)

CONDEMNATION DEPOSITS FUND

INtErest INCOME .......ocveieiiiicicieccee e 8284.2

Std. Entry No. 32 Interest Received...........cccccovrrierienne. 10532
CONFERENCE

Rooms, Use After HOUIS ........ccovveiveriiiieiicece i 1330.5

TIAVEI 1011t 0724
CONFIDENTIALITY

California Public Records Act..........cccccuvvevnnane

Classification of Information ..

Confidential Information............ccocevvveivneinernennsenens

Contract REQUIFEMENIS .........ocovvieeeciiriieinecicieenseeens

Information Practices ACt.........ccccuvvverivieveiereinrieesenenns
CONSTRUCTION ..cooviiiirieieeeevesieeiere s

Project Undertaking (RESD Form 23).........ccccoeveuenne. 1452.2

Public Works Board Approvals

Safety of Schools and Hospitals............cccocoverieninnnnne. 1456.1

Services Available, DSA.........ccccoevveivieiieeceeevans 1450.2
CONSTRUCTION MANAGEMENT AND QUALITY

ASSURANCE MANUAL.......ceeriririneneesesesieiesenenns 1454.3
CONSTRUCTION REVIEW. ..ot 1456.2

CONSTRUCTION SERVICES, OFFICE OF
Construction Management and Quality Assurance

MANUAL ..o 1454.3
Contacts
Internet LOCALION .....cocoviveeeieiiiiriciecereie s 1454
Phone NUMDETS ......c.covviriiicicireecees e 1454.3
Program Purpose ..1454
SEervices............... ..1454
Statutory AULhOTItY ..o 1454
CONSULTANT SERVICES
ATChItECtUTal ... 1452.2
Information Technology..........cccccvennnnnniene. 5222
Feasibility Studies & EDP Acquisition.............c.coveeenne 5202
CONTAINERS, RETURNABLE ...t 8765
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CONTRACTS RECOM OF ..o 8711.1
Construction Services Areas I-1V, HQ .....ccccooovveevnnne. 1454 Vehicle Related Purchases ............cococeevrvririereiennns 3590.1-90.5
Design Services.........

Regulation SErVICES.........ccouvriririrreeriirireeeeesese e eesenes 1456
WO WA WED oo 1452 CREDIT REPORTS ...ttt 3514
[010] VR 1 27:X1 () F 1200 et seq. Burglary, Robberies, and
AdVErLISING SPACE ....vvviiiciciieeier s 0560
Approval CRIMES _

General SerVices..........ooovvvverrvverrrrrssesenee 1215,1216 Burglary, Robberies, and

Fixed Completion Date.. ...1458.4 Robbery Attempt ...................................................... 8000
Authorization of Agreements.. ...1208 STOIEN PTOPEIY ...oovvvsvvvrvvrsr
Budgetary Approval............. ....6530 Copying Prohibitions.
Centralized Purchasing (See PURCHASES) Data ACCESS/FTaud. . ..oovvoc v
CONFACES REGISTET ..vvoevvrerresesereereeseeesssssseeessseeeessessneees 1233 Exe_mptlc_)ns from Reporting ......ccoeveeienirnininennns 8640, 864
Exempted from General Svs. Approval .........c.cocccoeveenee. 1215 Notification Of_ Actual or Suspected Fraud and
Extensions and Renewals.......ooooooooo 5210 Ir_regularltles ........... s
Freight Shipments ........ 3802, 3885 Reporting by State Agencies (All)
General ... ...1200 et seq.
General Svs. Approval Required ... 1216 CUSTODIANSHIP, OFFICE REVOLVING FUNDS.............. 8130
HAzardous...........ccoeciviiici e 1216 _D-
Information Technology

(See PROCUREMENT, Information Technology) DATA PROCESSING (See INFORMATION TECHNOLOGY)
Lease & Lease PUrchase..........ccoveeneerveriennennnnn: 3700, 8632

1216, 1652 DECALS, IDENTIFICATION OF STATE-OWNED VEHICLES
-------------------------------------------------------- 1652 (See VEHICLES, STATE-OWNED)
1200, 1205
....1453.1 DECEASED PERSONS

Project Undertaking (Form STD. 23) 1452.2 Age OF DESIGNEE ... 8477.26
Public Works..........cccocovvininiinnnnn. ...0570 Deceased Employee Property Release ...........ccovveennes 8477.32
Rental........cccooeviiniinns ..1216 Deceased Inmate’s Personal Property ........c.cooeceveeeene 19425.1

State Contracting Manual. ...1205 Funds and Property, Release of....... ..8477.3-8477.3

Substitutions Committee ...........ocviicceinnnicces 1456.3 RELUIN OF ..o 0772
With Other Governmental Jurisdictions .............c.coevreeee 8479
DEDUCTIONS, PAYROLL ....cccctveiieinieenieenienne 11072.2-72.22
CONTROLLER, STATE
ACCOUNTS ...t 8800-8890 DEFALCATIONS (See CRIMES)
AdJUSEMENLS 0....c.cvcveviitceeee e 7955
Fund Ledgers......cc.oeuevereerrernrenns .8810-14 DEFENSIVE DRIVER TRAINING PROGRAM ........ccccccunee. 0752
Numbering of Ledger ACCOUNtS.........cccccervrvrireereenene 8814
COoNVersion DECK LiStNG .........oo....orrvvveemerrreeerieseseeeeens 6116.3 DEFERRED CHARGES AND INVENTORIES ..........ccccoceune 7627
Disbursements b
Transfers...y" ........................................................ 8451-60 DEFICIENCY APPROPRIATION.......ccciiiiiiieieeiersereiiiens 6536
WaAITANES ... 8421-27
Organization for Fiscal Management...........c.cccovrneencns 7320 DEFINITIONS
Payroll FUNCHIONS ......oovvvieeiireee s 8520 Agency Trust Cash Fund........... AR 8090.1
Receipts 859318830 10512 184245 Allotment-Expenditure ACCOUNtING .........cccovrvrvrervcenirnnene 8301
Remittance AQVIce (FOrM CA-21) oo 8091.1 B“dgeé;'l'l """""""""""""""""""" -6000 et seq.
Salary Warrants, Distribution of ...........ccc.coceveeene. 8580-80.5 Cash, General . '8090
CONVENTIONS (See TRAINING, OUT SERVICE) change Book........ 6355
Conversion Code LiSting.......ccccovvvereeiernrensieeereneseneenens 6430
CORRECTIONAL INDUSTRIES (See FURNITURE) Drawings, ArchiteCtural ................oocooovvvvvvenn 1450.3,1451.3
EQUIPMENT.....oiiiiiieic e
CORRESPONDENCE Federal Funds
Format (Letterhead) Federal Funds, Expenditure of ...........cccoornicicnnnnnnns 7974
Governor’s Office ..... FOMMS o 1710, 1735
Memorandums.............. Freight Bills......... 3800-3800.1
Return Address, USe OF ........cc.coouevuerereeieeieerereeeiee e 2250 GOVErNOr's BUAGEL ......vvuiiiiiiiiiiiinns 6120
Headquarters....... ..0710
COST ACCOUNTING (See ACCOUNTING, COST) INCOME ..o, ...8200
Information Technology 4819.2
COST CONTROL ..ot 1324, 1452.4 Liquidated Claim ..........cccovevninnierneneeneeeeneeis
Minor Capital QUEIAY .........cccovrrriiieirieesceeeine
COUNTERFEIT CURRENCY ....ooceiiiiririneeieise s 8072.1 OFfSetting ......ovveeevreens
Permanent Appointment
COURT WITNESS ..ot 8594.1 Position(s)
CREDIT CARDS . Limited TErM ..ot 6515
Acceptance of Credit Cards ...........ccovevvevccinnnicineeen. 8023.1 New
Air Travel . PEIMANENL .....ooveeveeceeeceesee e ssee s ssseeees 6509
A_utpmotlve I_Equment ..................................................... 3629 Temporary Help or Seasonal Blanket ...................... 6518
Billing Requirements ............coeoernnneecninnnecceens 8711.2
Charge NOtiCe Card........ccoceeurreennnniiceeeeeeee 11061

Department Responsibility for .4108, 8711.1
DEPOSIES ...ttt 8032.6
Emergency PUrChases........cccovveceriinneeenennese e 3629
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Program Statement ............cooveireriniiseee e 6220
Regulation ............. ...6602
Reimbursement... ...6463
Residence ........coooevvvnnieinennn ..0710
Security and Risk Management . 4840.4
Sate PIANS ... 1105

DEFICIENCIES (See SHORTAGE)

DELINQUENT INVOICES,

DUE GENERAL SERVICES........ccoooinrienieiniinn. 8471.51
DELIVERY SERVICE, PARCELS........ccccooneninnieneinnns 3831
DEMURRAGE, FREIGHT .......ccoviirerereeneeeneeerneseneenes 3810
DEPARTMENT OF FINANCE

AUAIT. ..o s 7240

Organization for Fiscal Management............c.c.cccovvnninine 7310
DEPARTMENT OF GENERAL SERVICES

General AULNOTILY......c.cvveiiirriricceee e 0005
DEPOSITORIES, APPROVED.......cccoovuitieirireininsinieesineneenenees 8031
DEPOSITS

GUANANLY ...t 19410

INErOAUCEION ..ot 8030

Large, Reporting Information . 8032.5

LOSt oo ...8035

Miscellaneous, Unclaimed .. 18424.4

ProCeaures. .....cccoevviriiiecicieisre e 8030-8036
DESIGN SERVICES, OFFICE OF .......ccccoovnniiicininns 1321, 1452

Background ... 1452.4

Building Improvements 1452.4

Client Services........... 1452.2

Cost Control ... 1452.4

Information..... 1452.3

Major Policies .... 1452.2

Program PUIPOSE ......cvveerieirieirieeeeeeieesie s seenes 1452

Project Management............ccoovreereninniseenenesesisieenens 1452.4

Quality Contral.......... 1452.4

Special Programs... 1452.4

Statutory Authority.... 1452.1

World Wide WED ........ccoviiiiiciicccccce 1452
DESTROYED, (See LOST, STOLEN, or DESTROYED)
DESTRUCTION OF PAPER WORK AND RECORDS

(See RECORDS MANAGEMENT)

DIRECT CONSTRUCTION ......ccooviirniiierrieneieneerseeinne 1328.12
DIRECT DELIVERY, COMMODITIES........cccooivrernieren. 10832
DISABILITY (See EMPLOYEE)

DISBURSEMENT VOUCHER (Form STD. 439)................. 8112.2
DISBURSEMENTS. ......ooiiiirierese e 8400 et seq.

Claim Schedule (Form STD. 218) . ....8422.2

Direct Transfer by DGS.............. ..8471.13

General ........cocoeovcreiennnne, 8400.1

General Ledger ACCOUNLS........c.ovveveeenirenreieeenesesieeiees 7610

Reportable Payments..........cccccevvrnicricnnnne 8422.19 et seq.

Payrolls........ccccovvnuee. ....8421, 8451

Late Payment Penalties ...........cccoccovvnnicicinnnne 8474 et seq.
DISCOUNTS.....otviiiririeieireeise e 3573, 8113
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DISCHARGE FROM ACCOUNTABILITY ..o 8776.6

DISHONORED CHECKS
Income Adjustment, EXamples..........c.cocoveiiceinnnnenn. 8290.9
Redeposit Charge .........ccccoeoenrirccninnsce e 8043-43.1
Standard Entry
No. 710507
No. 810508
No. 910509
NO. 20 oo 10510
NO. L1 oo 10511

DISPOSAL
Information Technology
EQUIPMENT......coiiiiieiiiec e 5901-03
Supplies ... 5951-53
Personal Property........ccocceeervrerivieeeinnsneenessennnns
Property ACCOUNEING........cccoeirinirinieciireeieieins
Surplus Personal Property ....
Unused Accountable Forms .
VENICIES ...

DOCUMENTS
ACCoUNtiNg RECOTUS .....c.oviviciiirieiieieieees e
Copying Prohibitions
Distribution of

Publications ..........ccccoeveeevieeieiceiceens

Free to PUBDLIC......covcveiiecccceee e
Posting, Controller’s ACCOUNES .......ccccovvveereeririsinieieerinens 8830
Printing Of ... 2800 et seq.

DOCUMENTS AND PUBLICATIONS
(See PUBLICATIONS AND DOCUMENTS)

DONATED STATE PROPERTY
DONATED STORES RECEIVED...

DONATIONS (See GIFTS)
DRUGS, PURCHASE AND HANDLING.................. 3661-3661.2
DRY CLEANING AND LAUNDRY SERVICE.............. 11041-43
DUPLICATING
(See PRINTING or REPRODUCTION SERVICES)
DUTIES, SEPARATION OF.......ccccoimnieiinneccene 8080-80.1
DEPOSIS ... 8032.3
J
EARNINGS FROM INTEREST, MAXIMIZE .........ccccccoovnnee. 8099
EASEMENTS. ...t 1323.15

ELECTRONIC EQUIPMENT & SUPPLIES
PURCHASELEVERAGED PROCUREMENT AGREEMENTS5291

EMERGENCY
Death or Serious INJUIY .......ccccovieicieinrececieenne 2430
PUFChESES ..o 3511-11.2
SBIVICES. ...ttt 6560
Sub-Purchase Order Use ......... 3571.2
Vehicle Equipment, Purchase of ...........cccooovcniiccinnns 3629
EMPLOYEE(S)
ADSENCES ...
Accident/Death—Rpt. to Attorney General
Attendance Report Form (STD. 672)......ccccovevriiiceannnns
Benefit from Purchasing..........ccccoveeieiinnncicninnneces
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Deceased

Return to Headquarters .. ...0772

Warrant Release ..........cceeuvvvrnnieicnieiesrnenes 8477.1
Disability .........ccoceeuene ..0483.1-83.2
EXEMPL..ciiciicee e 0400
Extra Hours, Auth. & Comp. (See SPB PTM)
Housing, Equipment Furnished for.............cccceovvvnnnnnee 6227
JUPY DULY .o 8594
Leave RECOI........ccuiueiriiriririeicieies s 8534
Maintenance Credit Notice

Meal, Cash Payment for..........ccccoovvvnciicennnnne 11072.1

Meal TICKEL ..o 11024

Refund for Unused Service... 11071
Meal Ticket BoOKS.................. 11022
ParKING ..o 4118
Physical EXamination...........cccvreeieinnseenennesseeenes 0191
Prohibited Practices...... ...3504
Recovery of Funds from... .8593-93.3
Relocation and Moving .3820-29.2
ROSEEr Carl.......cveeeeeiiiieieee e 8520
Separated Employees 8580.4, 11072.21

SEIVICES 10 .ot 11000-75
SEIVICE AWAITS ... 4700
Suggestions

Travel Advances

WAITANES ...
ENCUMBRANCES
Accounting INStrUCtiONS ........ccocvevnirniiiccereeenes 8340-43
Capital Outlay .............. ...8343
General Ledger ACCOUNTS.......c.cocevviriicriceeeisnieeee 10465
Lag o .8324,8342.1
Leases (FOrm STD. 1) ...cccoorreeniirrieieee s 8342.3
ENDORSEMENTS
FOr DEPOSIT......cuvveriiiitccieiee s 8034-34.4
Revolving Fund Checks.........cvveeiinnnecensseeees 8160
ENERGY ASSESSMENTS. ..o 1323
ENTRIES, STD, GENERAL LEDGER .......ccccovuevnnee 10501-10651
ENVELOPES
For Paper Stock Checks ...........cocuvvnniieieinieinisneees 3696.2
USE OF e 2261-62
EQUIPMENT (GENERAL)
AULOMOLIVE ..ot 3620-29
BUAGEL ... 6457
DEfiNed ..o 8614
Information Technology..........cccccoveeiennnniccenns 5210.15200
Acquisition (See PROCUREMENT, Information
Technology)
Definition .......cccoevvniiicccie e 4819.2
DiSPOSAl.....c.cviviiiiieicee e 5901-03
TerminalLeveraged Procurement Agreements ..5291-93
Food Preparation and Vending Machines...............c.c...... 1330
Heavy EQUIpPMENt.........ccccveriiiiiicicne ...3615

1dentification .........ccccevviiiieicccceee e 3693
Lease/Purchase,
ANAIYSIS ... 3700-31, 5207
FOIMAL ..o 3731
Lease-with-Option-to-Purchase ..........ccccoevvveeeenne 3750
Present Value Techniques........ ...3730
Review of Lease Decisions... .3761

Lost, Stolen or Destroyed.
Property Inventory .......
Purchase of ................

Records, LIVESLOCK .........cccvevverivieivieescecreesiennns

ReNtal OF ..o
Rental and Loans of .
Sale, Trade-In or Transfer.........cccoevvveiirennnns 8633, 8640-42
SUrplus, INSPECLION ........c.cuiveveirririccere e 3521.1
Telecommunications ........ ...4530
Unbudgeted Acquisitions of ...........cccccovvvnniiecinnnns 3521.4
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EQUIPMENT (OFFICE).......cconiirrierriernneeerneerneeieneens 3671-78
BUAGEL.......ceivieiiii e 6457
Identifications of. 3692, 8651
Lease/Purchase............... 3700 et seq
Lost, Stolen or Destroyed.
Microfilm......ccccoeeennene
Purchasing .......

Rental and Loans

SEOTAGE vttt

Surplus, Disposal

Typewriters, Care and Cleaning..........ccccvveeivinnnecens 3671

WOrd ProCcessing........cceeeererereeeeerenerenieeeenenennns 3677,4819.3
(See EDP Equipment Definition 4819.2)

ESTIMATES
Blanket, ENCUMBIaNCES ..........ccocovriireeciinnncciccins 8342.2
Capital Outlay Projects

Appropriation INCreases .........c.cccvveerveenene 1460.2-60.3
COoNStrUCtion .......cccevevieinieciiecieienns
CONFIMMING....cciiiecieiec s
Office Machine Repair
Service REQUITE ......cocvevveeveieiinirseeiceses e
Purchase (Form STD. 66)
Register
Books of Original Entry .........coccoevvcicinnnnicene 7222
Established POSItiONS.........ccccovireiieniincccceee
Standard Entry NO. 2.......ccoveiiiiniccieee
Transfer of Allotment..
REQUISITIONS ...
STD. 96
Correct Problems.........ccocceeeeeninnniccscieenes 3566.1
Encumbrances................. 8340-43
Inc./Dec. of Est., Purchasing.. 3559-59.2

ESTIMATING AND ORDERING STORES ..........cccoveviunee 10806

EXECUTIVE ORDERS (REGULATIONS)

APPrOPriAtioNS ..ot 8301.2
Balances...........

Budgeting ........

Publication of

EXEMPT
EMPIOYEES ...t 0400-22.1
Excise Tax (See TAX)

From General Services Approval:
CONLFACES ....veeeieeeeeie et 1215
FOrmM STD. 23 ...t 1452.2
Freight BillS.......c.coooiicciieece e 3851.1
Sales (See TAX)

EXPENDITURES
ADALEMENES ... 8364, 10220
Accounting for. .8300-82, 10210
Capital Outlay............ ..6800 et seq., 8363
Federal Funds, Report Of .......ccccoeeviinirineeee s 7974
General Ledger Accounts. 05-7680
Information Technology.................. ..4819.2
Operating Expenses and Equipment ...........c.cccceevenenrininnns 8362
Parking FEES ....ccviirieiiieeeiiisieee e 0755
Personal Services.... ...8361

Pool Car Expense, Claim for

Purchase & Expense, Claims

Relocation.........ccouenerninrecneinnenns 0721, 0775, 3820-29.2
EXPENSE CLAIMS (See TRAVEL)

EXPRESS SHIPMENTS ......cccoiiiiiiiienne 3830
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—F-
FACSIMILE SIGNATURES, USE OF .........c.c...... 8001.3, 8081-82
FARMING AND PROCESSING OPERATIONS............. 10900-94
FARMING OPERATIONS, REPORT OF ......ccccooovviniiicininas 10990
FEASIBILITY STUDY

Information Technology.........ccocveveieivrerriecerennnns 4920-30.1

TelecommUNICALIONS .........ovovcueeiririeeee e 4511
FEDERAL

Administrative Cost RECOVEIY ........ccoovveererrrnnne 8753, 8755

Cash Management Improvement Act (See CASH)

GIANES ..o 0912

Letter of Credit... ...8003

Notice of Levy.............. 8790.6

Publications, Purchase of ........ ...8114

Report of Expenditure of Funds............cccccoevvnnnccnnee 7974

Supplementary Schedule of

Federal FUNGS.........ooeivceiieinircccceeees 6460
SUIPIUS PrOPEItY ....c.oiiiiciciciire et 3521
Temporary Advance for Working Funds
U.S. Agency for International Development............ 8122

Trust and Agency Funds ..
Use Tax on Civil Aircraft.
VOUCKEIS......ocuiivieieteicteciee et

FEE SCHEDULES
Medical and Related Services............cccccevvrvrvrnnne 0190.1-91-4

FILING EQUIPMENT (See Equipment (Office))
FILING SUPPLIES (See PURCHASES)

AUIE. oo 7240

Executive Orders.............. ...6140

Finance Section 28 Letter .............. . 6551-57

Organization for Fiscal Management...........ccccoveeeenene. 7310
FINANCIAL ADJUSTMENT, PLANS OF........... 8452-52.2, 8715
FINANCIAL CONDITION

Dun & Bradstreet .........

Special Deposit Funds

FINANCIAL INTEGRITY & STATE MANAGERS'

ACCOUNTABILITY ACT (FISMA) .. .20040
Internal Auditing Standards..................... .20040
Review and Reporting on Internal Controls................... 20060
FINANCIAL PROFILE INFORMATION REPORTS............. 3514
FIRE MARSHAL, APPROVAL of SPACE PLANS........... 1321.18
FIRST AID
Certified SUPPHIES........cvvciiciccicii e 2582.1
TO OFAEr .. 3571-3571.1
FISCAL MANAGEMENT
Bureau of State AUItS ..........cccveiiriniiriccees 7380
Controller, State
Legislative, ANalyst.........ccoorrriinnnnnciereeeee i 7360
Organization for ... 0130, 7300-80
FORMS MANAGEMENT ....cooviiiiinirireinisieneneneeeeeneens 1700-50
Agency Forms Coordinator Appointment ............c.cceeeee 1705
Agency Forms Coordinator Responsibilities............c.ccovevvrnnnes
......................................................... 1700 et seq
Agency Forms Responsibilities ..... ...1700 et seq
Appeal of Business Use Certification............ccccevvreencne 1735
Business Use Forms/Reports ......... 1710, 1735
CatAlOGS .. .cveveiieeece e 1725, 1730
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Control NUMDEFS .....c.ocveiciiceeee e 1740
(FMC) Forms Management Center . .. 1700, 1701
Inventories and Index.... .. 1735, 1740

Legal Impact, REVIEW fOr.........cvvveeririieecersecne 1725
POlICY ..o ...1700
Privacy Laws and Regulations..............cccoeeeeinnnnccnnns 1745
PrOCEAUIES ...t
Public Use Forms .
Resource Documents/Handbooks ............c.cccc....... 1700 et seq.
Rules and Standards ... 1701
Standard State (STD.) Forms................. 1701, 1710, 1730
Unused Accountable Forms, Disposal of ............c.cccceevnine 1750
FORM 23
Authority for REVIEW..........cvceeiirrcnseceene
Request for Project Undertaking. .
Request for REVIEW .........ccccoviirniiciinrsccc e
FREIGHT
Agency ResponsibDility ... 3804

Bills and Invoices

Definitions, Rates, etC. ......ccccovvrreierinnnne 3800-3800.1
DGS Approval Needed...........coceeveeeervnrnnenceeees 3851
Exempt from DGS Approval.. 3851.1
Carrier Selection................. 3800.1

Centralized SEerviCeS.......ccccvvveereieiereieie e 3801
Claims......cccceevrvnnne 3860-69
DEMUITAGE ...t 3810

Insurance Rates.. ... 3811, 3820.1
Moving & Storage ... 3820-29.2
Rate AGreements ..........ccceervrrnreieeeninseeeesees 3885
RoUtiNg GUIdE .......coeveiiiriiiccceecias 3800.1
Short and Damaged Shipments ..........c.cccoeenenee. 3860-69
Split Pickup and Delivery ..........ccooovcevnnncnnneen. 3870
Tariffs oo ...3885
Tonnage Distribution Report...........cccocevvviicnnenne 3880
FUELS AND PETROLEUM PRODUCTS
INVOICES.....viicicte e 8422.102
Purchasing 3681-89.2
FULL COST RECOVERY ..o 8752

FUND BALANCE, ANALYSIS OF CHANGE IN
Nongovernmental Cost Funds

RELIFEMENT ... 16400
Trust & Agency Funds Federal..................... 17101-400
NON-TTEASUIY ... 19400
OLhEr ... 18420
FUND BALANCES, VERIFICATION OF........ccccccovvniiiinnen 7910
FUND DISTRIBUTION, CHART OF .....ccviiiicirinniciee 7610
FUND LEDGER,
STATE CONTROLLER’S ACCOUNT ......ccccovuvinne 8810-14
FUNDS
AdVaNCe PAYMENLS ..o 1216
Bond Funds............ccccuuee. 7410, 14400
Cash Purchase (Petty Cash).........ccccovonrniecininnneceens 8112
Classification Of.........ccccvvvniicciiccee 7400
Condemnation Deposit Fund
Entry No. 32 Interest Received .........c.ccccevvvrvrvrinnen. 10532
Interest Income............cccceeeee ..8284.2
Discharge from Accountability ... 8776.6
Establishment of New State Funds............c.coccvviiicnnne 7450
Federal
Federal Trust & Agency Funds............ 7410, 17101-400
Report of EXPenditures...........cocoeeecevnnnnncceees 7974
Temporary Advances for Working Funds ............... 8122
Trust and Agency Funds .... 7430Trust & Agency Funds
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Governmental Cost Funds

Accounting INStructions..........c.ccveveervrvrinen.

Definitions....

Federal Funds..........

General Funds (State).....

General Ledger Accounts..........ccccevenee.

REPOIS ..o
Institution Cash Payment Fund..
Nongovernment Cost FUNdS..........cccoerrcceenene

Bond FUNS ......coovvviiiicceee e
Reports ......ccceeenee
Retirement Funds
Trust and Agency Funds

Federal ... 17101-400

Non-Treasury ... .... 19400

Other ..t 18420

Office Revolving

(See REVOLVING FUND (OFFICE))

Surplus Money Investment Fund...........cccccceveneee. 8284.1

Travel ..o ..0733, 8116-17

Trust and Agency FUNds .......cccocuveerenennne 17101-18420
FURNITURE/FURNISHINGS

Modular Systems FUrNItUre.........cccoveeererirreecnnne 1321.17

Prison Industry Authority.... 3505, 3672

RECYCIEA ...t 3520

G-

GARAGES, STATE (See Vehicle, State-Owned)

GASOLINE
Purchase of ..... .. 3687.1-87.2, 8422.102
Tax RefUNAS ....cvevveece e 8745.1-45.5
GENERAL FUND, STATE ...ociioeeeetceeeeeee e 7410
GENERAL LEDGER ACCOUNTS........... 7605-80, 10401-10475
Charts, Treasurer
Governmental Cost FUNdS..........ccccevveevieriiiceiieiinns 10401-75
Integrated Chart Of .........cccocoviniicicee 7605-80
NUMDBEIING. ..ot 8814
Purpose and Nature of .. 7605-80
State Treasurer........... 8900-32

GENERAL OUTLINE OF PROCEDURES
ACCOUNTING ..o 7200-50

GENERAL RESPONSIBILITIES AND SERVICES
FOR STATE POLICIES AND PROCEDURES ...0100 et seq.

GENERAL SERVICES, DEPARTMENT OF ......ccoevvniunne. 8471.1
Collection of Delinquent INVOICES .........ccvveeirinrrinnne 8471.51
GIFTS
Documents ReqUIred..........couveeiininirrirceinseeeeseias 8634
Personal Property ... 8634
Real Property............. ..1322
Special PUIPOSE TTUSES ....c.cvevvririiicieieieisisessesie e 19440
GLOSSARY (See DEFINITIONS)
GOVERNMENTAL COST FUNDS (See FUNDS)
GOVERNOR’S OFFICE ......ccceviiiiniernierneeeenienneeins 0200 et seq.
GRANTS .. 0900
GROUNDS (See BUILDINGS & GROUNDS SERVICES)
GUARANTY DEPOSITS.....ocriiniernerneeieneenneeeeienenns 19410
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—H-
HANDICAPPED
ACCESS REGUIALIONS. .....covveiiiiiieiece e 1456.2
HAZARDOUS MATERIALS CERTIFICATION.........cc...... 3840.1
HEALTH & SAFETY CODE COMPLIANCE.............c...... 1321.18
HEALTH & WELFARE FUNDS, CONTRIBUTIONS TO
HOLIDAYS ..ottt 8740
HOSPITALS AND MEDICAL SERVICES AT STATE FACILITIES
........................................................................................... 0190
HOURLY RATE ..ottt 8740
HOUSING, STATE-OWNED
Rental by EMPIOYees........ocoveeiiinnicciirsieene 11031-33
—1-
IDENTIFICATION OF FORMS ......cooviiierineirieieienns 1720, 1740
INCOME.......ccoiiiiiirircci e 8200 et seq.
ACCIUL . 8290-90.4
Definition......cccoviiiiiiici e 8200
From Investments...........c....... ...8284
Overpayment & Underpayment ..........ooceeeererenrnineenennns 8241
Sundry Items.......cccceevvrnnnienne ... 8281-84.2
TAX e .1-.2,8572.5
INDIRECT COST ..ot 8755.1-.2, 8756
INDUSTRIAL INJURY EMPLOYER’S REPORT
PAYTOIIS ...t 8535
Workers” COMPENSation..........cccervrvrerveeeeiereresineeeeneenenns 2580
INFORMATION
Access to
AULNOTIZING... oo 4841.5
by the Auditor General ... ..4841.9
by the Legislative Analyst.. 4841.8
Classification of..........c.ccceeuee. 4841.3
INQUITIES .. 2464
OWNEIShIP OF . 4841.4
Responsibilities of
AGENCY .o 4841.1
CUSEOTIANS ... 4841.6
Owners.... 48415
Users....... 4841.7
Security Officer ........c.ccoeenene ..4841.1
Security and Risk Management............cccocvvevnicninas 4840-45
INFORMATION TECHNOLOGY ....covveiverririiriiieienns 4800 et seq.
Advanced Technology
ApPProval ProCess..........cocvenniniiiiceessneeee 4821.4
Policy
Project Evaluation ...........ccocceeivnnninicncicnnne, 4821.7
Project Plan.........coccvvvnincccnennseeeis 4821.7
Proposal
Requirements to Define/Characteristics................
Statutory AUthOFItY .......coevieiciiicrcee

Agency Information Management Strategy .....
4819.34, 4819.37, 4819 42, 4900.1-.

Audit Requirements..........c.ccccoeerinnnene.
Authorization of Agreements..
Budgetary REVIEW ........ccccvireieiinirneeeerseeee e
BUAGELING ..o

California Software Management Policy ..........c.cocccceenne 4846
Certifications .........cccccoevvrnnene. 4819.39, 4832, 4843.1, 4845,

Computer Assisted Retrieval-
Data Centers ........coccoiereeneieeesee s .
Definitions Pertaining to ........ 4819.2, 4840.4, 4900.1, 4989.1
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Desktop and Mobile Computing..........cccccceuenee , 4989-4989.3
Delegation ........... 4819.34-.38, 4900.2, 4926, 4930.1, 4989.2
Disaster Recovery Planning. 4843-45
EXCIUSIONS ..o 4819.31
Feasibility Study. .34-.35, 4920-30.1
General POlICIES..........ccovvverveirerceercceee 4800-19.42
Information Management Planning ...........cccocveuee 4900-03.4
Information Technology Infrastructure Policy ................. 4834
Management PrinCiples...........coooevrrnnineeeniisnneees
Ongoing Information Technology Activities... .
Organization and Staffing ..........cccccoevvvvnnnnnicinns

Planning.......ccccoooviininnnne .4819.31, 4900-03.4
Previously Approved Effort...........cococvevnnnnicneenns 4819.40
Procurements (See PROCUREMENT,
Information Technology)
Project OVersight...........coeveereninninseicesseeeens
Project Review, Reporting, and Evaluation...........
Maintenance and Operations Plan Policy ..
Post Implementation Evaluation Report.

Special Project REPOItS........oovveeeniriririeieereiresiens 4945
Property ACCOUNTING ......c.coevevririrniceicieieseene 8600 et seq.
Reports

Agency Information Management

Strategy (AIMS)................. 4900.5-.7, 4903

Budget Change Proposal (BCP) ................. 4819.34-.37,

....................................................... 4819.42, 4900.5

Feasibility Study Report (FSR) ..4819.35-.38, 4928

Operational Recovery Plan................ 4841, 4843.1, 4845
Post Implementation
Evaluation Report (PIER).......ccccovveiricicinnee 4947

Security Incident

Special Project Report (SPR).......cccccvvvniriicicinnen 4945
Project Reporting Criteria..........cococevvrvvreereeisrererisnenes 4819.37
Reporting Exemption Request ..4819.38
Risk Management.......c....c.coeuue. 4842-.21
Security and Risk Management ............ccccconrrniniene. 4840-45
Staffing APProval.........ccoveeeiiinnnecieeeeeerens 4852
SEANAATAS ... 5100-80
Statutory Provisions

APPlICADIIY ... 4802

Governmental Code

Management Authority & Responsibility......4819.3-.42
Telecommunications

in EDP Equipment Definition............c.cccovvvnnene. 4819.2

in Information Technology Definition.................. 4819.2

Annual Reporting of COStS ........cccovverrieirinrrinene 4903.2

Voice/Video Exclusion

Training and Employee Development .............cccvevninene 4854
INJURY REPORTS, RESPONSIBILITY FOR
(SEE ACCIDENTS)

INJURIES INVOLVING THIRD PARTY
NEGLIGENCE........ccocooiiiiiicice 8537

INQUIRIES BY PUBLIC (See INFORMATION)

INSPECTION(S)
Architectural Construction...........ccoceeveevveveviceriesieen 1454.2
State-Owned VENICIE .........cevvviricecee s 4113
INSTITUTIONAL FARM OPERATIONS................. 10900-10994
INSTITUTIONAL STORES ACCOUNTING............ 10800-10892
INSURANCE
AL TIAVED .o
Approval Required
Automobile, Privately Owned.........c.ccccocovevrvrvnnee. 0753, 2420
Legally UNninSUred..........ccooereeeninnniecienseeeeenesiias 8780
Rev. 399

Page 10 SUBJECT INDEX

Motor Vehicle Liability..........cccccorvnrininnne 2420, 8777-77.2

Nonindustrial Disability .........ccccovveieiirirveeeievseeinns 8538
Surety Bonds
Temporary Disability.........cccccvvrrveeieiiissecceneseses 2583.1
UNemploymMENt ..ot 8535
Workers’ Compensation
AUIES .o
Agency Responsibility ..........ccoveiciinnnnnnen
Benefits, Notice of (CIF Form C-68) .. "
Budgeting ......ccocoeeervririreerieeine
Claims, Employee.
Claims, Self-Insured Agencies..

EXpenditures........c.coveeeenenne
Medical Treatment...........cccovevrreeneenereeneerneeens
Responsibilities & Procedures ...
Reporting and Investigating Accidents/Incidents
Involving State Employees or State Property .......... 2455
INSURANCE AND SURETY BONDS. ........ccoorirvrinas 2400 et seq.
INTERAGENCY
AGIEEMENT ...t 1200-15
Services, Charges for........cccoevvrvnincecinnne 8758-58.1
INTEREST EARNING, MAXIMIZATION OF......ccceovvrireienne 8099
INTERNAL CONTROL,

OFFICE REVOLVING FUNDS................... 8080-80.1, 8180
INTERNET (ARCHITECTURE) ......... 1450.2, 1452, 1454, 1456.3
INVENTORY

Business Use FOrms/Reports............cccocevvnnnnenne. 1710, 1735

Annual, of Mobile EQUIPMENt..........cccoconiieirienes 4114

Management, Supplies ......... ...3535

Public Use FOrmMS ... 1745

Purchased Stores..... .... 10860-61

Report, LIVESTOCK ......cccveveeiriisieice s 10991-91.1
INDEPENDENT CONTRACTORS....c.coteirirerrerernereeenens 8422.116
INVESTMENTS

General Ledger ACCOUNTS.......ccoveveuererereresrieeeeninnns 7622, 7820

INCOME FrOM.....oiiiiiiicc e 8284

Trust 19460
INVITATION FOR BID ..o 5212, 5221
INVOICES

AQVEITISING ..o 0550

Airline " .

Automobile Rental............cocooiiiiinniice 8422.115

BilliNg (DGS) ..ot 3543.3

Blueprinting and Reproduction .. 8422.105

Cash Purchase Funds............... ..8112.2
Containing Freight Charges . ..3851.2
Contested .......cccoovvrrinnes .8471.52
Contractual Services......... .. 8422.104
Delinquent, General SErviCeS..........ccoevvvrirerrererereresnnnas 8471.51
Direct Transfer by DGS........ccccoovinciiinnneccene 8471.13
Freight and Transportation ...........ccccveeeererirreeeenens 8422.101
General Services, Dept. Of ..........ccoeeeenene 8422.24,8471.44
General Services, for Services Rendered.................... 8471.24
Notice of Correction.........c.ccceeeeevninnnne 8422.5, 8780.1, 10808
Payable from Reverted Appropriations...........c.c.c.ccceee.. 8422.7
Payment, Preparation of ............c.ccccovnnnicens

RevoIvINg FUNd ......c.cooiviiiccccee

Service Revolving Fund, Scheduling.

Sole Proprietorships ...
Telephone & Telegraph, Audit of ...................

Travel Expenses, Verification of.

Vendors Institutional Stores..........cocccevvervneceieninnennn
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ITEM CHANGE, PROPOSED NOTICE OF .......cccovverririrenee 3560
ITEM COUNT, BANK DEPOSITS......cvtiviiiiiiiienceiieenn. 8033.2
_J-
JOURNAL ENTRIES .....oooiiiiiiiitcee s 10501-53
Controller’s 8452, 8830
Plans of Financial Adjustment............cc.cco.... 8452, 8715
JUDGMENTS AGAINST EMPLOYEES’ SALARIES........... 8593
JUNKED PROPERTY ..ot 3520.9, 8643
JURY DUTY e 8594
K-
.

LAND (See REAL PROPERTY)

LATE PAYMENT PENALTIES.......ccivviiiiiiinnann. 8474-8475.1

LAUNDRY AND DRY CLEANING SERVICES............ 11041-43
LEASE, LEASE/PURCHASE

CONLFACES. ...t 8632

Information Technology...... 5206-07

Competitive Acquisition ..5211

MOEI LEASE ...t 5252

Lease/Purchase of Equipment
(See EQUIPMENT GENERAL)

Office and Warehouse Facilities...........ccccovvvvinicneee. 1322.1
Authority .
Leasing SEIVICES.......cccourirrieueieeinieinieieieseesesesieienens
Space AlIOWANCES .........vvveeieereieieirirsree e

Sublease of State Leased Space.......
State-Owned Property, Leasing to Others
Automated Teller Machines in State Buildings....1323.1
Competitive Bidding Requirements...................... 1323.1

LEDGERS
Allotment-Expenditure................
Fund, State Controller’s Accounts.
Postings and Forms..................... .
Prior Year Adjustments..........cccovvvnieeccrernnnnnenens
Receivables, Office Revolving Fund
Stores, Institutional Stock Records...
Treasurer’s Accountability..........cocoveeiiinnnciiinnnees

.7829, 8302
....8810-14

LEGAL BASIS FOR

Budgetary Control...........cccoviiiciinnnncceeens 6503
Finance and DGS Controls ............ccoocovcieiincniicnee 0150
Freight (Control of) ... 3800
Mailing Lists ............. .3150-51
Microfilm..... ...1650
Purchases.........c.coocvene. ...3500
Reorganization Proposals...........c.ccccornneeiennenseceene 0130
LEGISLATIVE ANALYST ..ot 7360
LEGISLATIVE BUDGET COMMITTEE.......ccoeovneniinenee. 6130
LEGISLATIVE/LEGISLATION.....cootiiiiiiirininiiisicnieieeiee 6900
Bill ANAIYSIS.....coiiiiriiciciiecee e 6960
BillS oot 6915
Constitutional Amendments 6920
Departmental Proposed Legislation.. 6950
Enrolled Bill Report.. ..6965
Hearings .......c.coeveenee. ..6955
Legislative Calendar.. ...6905
Legislative ProCeSS.........ooviiviieciriiinnnieicicieises e 6945
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RESOIULIONS ... s 6925-40

LETTERHEAD
FOMMAL. ...t
Printing .

LIABILITY

Contingent and Real ...
Insurance, State-Owned Vehicles
Tort, Payment Procedures ...........c.cooveeeeveieenmnnnencceenns

LIBRARIES, COORDINATING DISTRIBUTION.................. 3120
LICENSE (S) AND PERMIT (S)
Federal Communications Commission .............ccccceevveuennn 4530

LIGHT GLOBES (See PURCHASE, LIGHT GLOBES)
LIMOUSINE (See VEHICLE, COMMERCIAL)

LISTS, MAILING
(See MAIL MANAGEMENT SERVICES)

LIVESTOCK

Inventory Report. .

SUrplus, Sale Of ...
LIVING QUARTERS, STATE-OWNED .....c.cccococenvvnirinnnn 11030
LOAN AND RENTAL OF EQUIPMENT ......ccceoeiiriririririnenens 3522
LONG-RANGE FACILITIES PLANNING.........cccoeveirnenn. 1310.3
LOST, STOLEN OR DESTROYED

INFOrmMation ASSELS.......ccvviveiiiieeiiereere e 4845

Meal Tickets, Certification for 11027

Personal Property.................. ...8423
Prohibited Practices ...3504
Property ......cccovvecnnne ...8643
Resistance during Robbery............cccovviiccinnnnccees 8000
State PrOPerty .........ccceeevveivrscniiieseecene . 8640, 8650-51
SUIVEY REPOIS ... 8650
LUMP SUM PAYMENTS, RECOVERY OF........cccccovniinnnee. 8596
—M-
MAILING LISTS ..ot 3151
PARCEL DELIVERY ..ccccoviiiiiiicinceees 3831
MAINTENANCE
Buildings and Grounds..........ccccovreeveennneeiennesseenens

Information Technology
Model Contract for Information Technology...

Telecommunications

Vehicles, State-OWNed ..........ccoeeirireineeeneee s
MANUALS

AGENCY ACCOUNTING ...c.vvriiiiiicrieierese e 7150

California Accessibility Reference ...........cccoeevevininnne. 1456.3

California State Structural Safety Interpretive

MANUAL ..o 1456.3

Defense DriVING........oce e 0752

State Administrative Manual............ccccoeveciinenne 0001-0030

OFA State Fleet HandbooK ...........ccovevieeecierininicciens 4100
MAPS, U.S., GEOLOGICAL SURVEY, PURCHASE OF......3695
MASTER AGREEMENTS

Approval by General SErvices...........ccocoevvneniiicceninns 1215

Equipment, Lease/Purchase...........cc.cocuveerennninecnene. 3532-33

Exempt from CSCR......c.ccovriiicciiirn e 1233

Information Technology ...........cccoevirnnneieninnieecne 5207.5
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MATERIALS MANAGEMENT ....ccoooiiieeeeeceee e 3535
MATERIALS SERVICES SECTION ......ccoeeiiiiereeeesenas 3540
MAXIMIZATION OF INTEREST EARNINGS......cccevvvnnnne 8099
MEALS

Business Related .......... ..0727

Meals and Meal Tickets ..11021-28

OVEIIME ottt 0728
MEDICAL & HOSPITAL SERVICES

AT STATE FACILITIES....ccoiiceceeceeeeeeeeeee s 0190
MEDICAL SUPPLIES AND SURPLUS DRUGS................. 3661.2
MEETINGS

After Hours, State Building ..........ccccoeovvnvnicninnnnienns 1330.3

CONFEIENCE v 0724
MEMORANDUMS

FOIMAL . 2820

MERIT AWARD PROGRAM .
Eligibility of Suggestion ..

AWrds........coovveveiiennns
Eligibility for Participation ............cccooviieiennnnccene 4702
Nonadopted SUGQESLIONS.........ccvrrrrrreieeieieieirsreneeeees 4702
Responsibilities .
Special Acts and Services

Superior AccomplisShments ..........ccccceevvniiicieiine 4700

MICROWAVE
EQUIPMENT ..ottt s 4525

MILEAGE RATES (See VEHICLE, PRIVATELY OWNED)

MISCELLANEOUS
ACCOUNTING PROCEDURES..........cccvovueunnnene 8700 et seq.
MISUSE OF STATE PROPERTY
Copying & Duplicating Equipment ...........cccoceoevnnninens 2880
MOLOr VENICIES ... 4105

Nonstate Money .

Prosecution for ... 3504

Purchases..... ...3504

TelEPRONE ...ttt 4510
MOBILE HOMES, TRANSPORTATION OF ........cccocevevnnanee 3827
MONETARY LIMITS

PUICNASES .....ovviviiceiiereete et 3571
MONEY ORDERS

ACCEPTANCE OF 1. 8023

Endorsement of ..........cccoeviiiviiiciccceee 8034.1-34.2
MONEYS, UNCLAIMED TRUST ....ccovevveeeireisierens 18424-24.7

MOTORCYCLES,0020(See VEHICLES, PRIVATELY OWNED)
MOTOR VEHICLES (See VEHICLES)

MOVING AND STORAGE
Employee Charges..........ccceernnninienicniesnnee e 3824
Household EffeCts.........ccccovveeviievievccccecceen 3820-29.2
MObile HOME......coiiieccce e 3827
Office and Institution Moves .. ...3811
Overseas Shipments............. ...3825

Relocation........... .3820-29.2
Self-Haul MOVES ... 3826
MOVING EXPENSES ...ttt 8572.1

NARCOTICS ...t 3661.1
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NEGOTIATIONS

Freight and Storage Rates............cccoevvrnieecinnnins 3801, 3885
NON-GOVERNMENTAL COST FUNDS (See FUNDS)
NON-STATE EMPLOYEES TRAVEL (See TRAVEL)

—0-
OFFICE EQUIPMENT FILING (See EQUIPMENT (OFFICE)
OFFICE FACILITIES (See LEASE)

OFFICE HOURS, STATE OFFICES. ........cccoocviniiiininiiciiins 0180
OFFICE PLANTS ... 1330.6

OFFICE REVOLVING FUNDS
(See REVOLVING FUNDS (Office))

OFFSET
ACCOUNEING FOF ...t 8790.8
Claim Procedure .........coveeeevverinniniieceicieenns 8790.1-90.

OIL (See FUELS AND PETROLEUM PRODUCTS)
OPERATING EXPENSES AND EQUIPMENT

Accounting for........coeerervieeee e 8342.1-2.3, 8362

BUAGELING ...t 6451
ORDERING AND ESTIMATING

Institutional Stores..........c.coovevvcuennns 10806

Supplies from Material Services Section .............c.cvevee. 3543

OTHER GOVERNMENTAL COST FUNDS (See FUNDS)
OUT-OF-STATE TRAVEL (See TRAVEL)
OUTSTANDING CHECKS

AGENCY et 8042, 18424.2
OVERDRAFTS ...ttt 8047
OVERPAYMENTS

Collection Of ......cvceeeivceee e 8776.5-76.7

Income..............

Payroll ACCOUNTS .......ceevrvrvrirrereennns 8593-93.3, 11072.2-.22

PAPER AND PRINTED MATTER, PURCHASES. ................. 3690
PARCEL DELIVERY (See DELIVERY SERVICES, PARCELS)

PARKING
Charges, Reimbursements for ..........cccccovinriiennnnnnnns
Employee Parking .........cccooveeereninnnecceieesseseees
L0oading DOCK AFEaS.......cccouiurirueieiirenieieieese et
Parking Lots, Maintenance of .
Vehicle HOME StOrage........oveueeeeininininieenineerisiee s

PAY
Periods, Beginning and Ending Dates..........cccovveeennns 8512
Plan, State .......coveeeiieceee e 8510

PAYROLLS......ootiiieietiirseee et 8500 et seq.
Collection of Overpayment........8776.5-76.7, 11072.2-72.22

Disbursements .................. 8421, 8451
Expenditure Accounting . 8590 et seq.
EXpenditure REGISLEr ........ccoovvvrrrereiinrseeee e 8361
Warrant REGISIErS ........c.ceuiiiniiiirceieene e 8361
PERFORMANCE STANDARDS
Information Technology
Productive Use ReqUIrements..........ccccoevvreeercnens 5203

SEPTEMBER 2007 |




SAM—SUBJECT INDEX

PERIODICALS AND BOOKS, PURCHASE OF .........ccovuuu.. 3691
PERSONAL PROPERTY
Claims for Damage to ........cccoeevrrniieiceiereene s
Sundry, Private TruStS........cceeeeenrnieecneeseene
PERSONNEL ..o
EXEMPL. ..o
General Procedures, Payroll
Help Wanted AdVertisements ...........occoeveernneeieneneninens 0550
Personal Services
Quarterly AIIOtMENtS........ccviviiicccrcee 8341
Personnel-Year, When Billing for Services. ...8740
Positions, Certification for Payment........ ...6521
Release of Warrants Designation... 8477.1
SEIVICE AWANTS ... 4700

PETROLEUM PRODUCTS
(See FUEL & PETROLEUM PRODUCTS)

PETTY CASH FUNDS (See REVOLVING FUND (OFFICE))
PHYSICAL EXAMINATIONS, FEES ......ccooeiiriiricnnne 0191-92
PHYSICAL INVENTORIES, INSTITUTIONAL STORES . 10860

PHYSICALLY HANDICAPPED (See HANDICAPPED)

PILOT QUALIFICATIONS ... 0747
PLAN REVIEW ...oooviiiiriiininiieirieissie s 1456.2
PLANNING
Long-Range Facilities.........c.cooiieirnnnninicceeeins 1310.3
Metropolitan Areas..........ccovcviierieieenn e 1310.3
PLANS .ot
Agency Information Management Strategy
......................................... 4819.31-.42, 4900.1-.03, 4925

Of Financial Adjustments .........cccoeveeunas 8452, 8452.2, 8715
Organization, Approval of ... 0130
Statewide Planning..................
Telecommunications, Review Of ...........ccccoevvveiviiiiniens 4525.1

POLICIES
Architectural Revolving Fund.............ccccccoeinnnnineee. 1452.2
Authority for FOrm 23 ReVIEW........ccccovvvvveerererisirieeenns 1452.2
Request for FOrm 23 ReVIEW .........cccovvrreeninirininicens 1452.2
Request for Project Undertaking..........ccococevvrvrivvnierennnns 1452.2

POLYCHLORINATED BIPHENYLS PROGRAMS.......... 1327.13
POOL VEHICLES (See VEHICLE, STATE-OWNED)

POOLED MONEY INVESTMENT BOARD........cccccevunnne. 7350
PORTFOLIO MANAGEMENT .....ccccoviviiiiiieiies 1310.3

POSITION(S)
BIANKEL ...
Code Numbers....
Downgrading................ .
Information Technology...........coceeeeveerinnnicricicns
EStablished ..o
Exempt..........c.....
Personal Services ..
Reclassification .........
Salaries and Wages ...
Schedule ......ccccovvinee.
Vacant PoSItion REPOIT .......ccccvreeieiiininreccieesseieens

POSTCARDS (See CARDS)

POSTAGE ...ttt 8115
PUrChase Of ..o 8115
POWER OF ATTORNEY-REVOLVING FUNDS.................. 8160
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PREVENTIVE MAINTENANCE
(See VEHICLES, STATE-OWNED)

PRICE LIST AND CATALOG, CENTRAL STORES............. 3542

PRINTING ..ottt 2800 et seq.
AAVEITISING ..t 2825
Brochure, Pamphlet and Poster Printing ..............cccccoevn. 2820
Computerized Addressing Services
Copying and DUplicating ..........cccccoevenniiniciicieennnens
Costs2810, 2860
Desktop PUBIiShiNg..........coceiiiinniceiieecessieeine 2820
Dup. and Repro. Services.........ccou.... .8752-52.1

Electronic Publishing (Disk or Internet) .........c.cccoveeenene 2820
EStiMates......oovvevreererreereene ...2810
Forms Printing ........... ...2820
Interagency Mail SErVice..........cccevvrvririveenreresseeiereesens 2820
Legislative Printing and Distribution...........c.cccovrreeens 2820
Mass Mailing ........ccoceeevrvrnreernennnnns ..2820

Master Service Agreements..
Ordering Form.

Print BUYING......cocuiiiiiecereee e 2820
Prison Industry Authority. 2850, 2855, 2860, 2865
Publication Printing.........cccccoernneeiinnneeeneesseieenens 2820
QUICK PrINtING ...oovviiiicceices s 2820
Scheduling
Services or Supplies,

Authorization for .. .. 3571, 8472.1
Stationery Printing..........oceeernnnnineceesssseces 2820

UNion Label ..o 2870
PRIVACY LAWS AND REGULATIONS ......c.ccoeeeiirriernnn 1745

PRIVATELY OWNED AUTOMOBILES
(See VEHICLES PRIVATELY OWNED)

PRIVATE TRUSTS ... 19420-25.3

PRISON INDUSTRY AUTHORITY
Authority...
Printing .....
PUFCNASES ...t

PROCUREMENT
Information Technology .........cccovvrviiiceiicinrncee
Authorization of Agreements.
Certification........c..cceeevveiiveeenns
Competitive Procurement POIICY .........ccovvveviereeeene. 5205
Computer Terminal Equipmentl everaged Procurement
AQrEEMENTS.....c.vcvieiieiiierereee s
Uniform Standards ............ccoceevvveveeveveieriieneenns 5230-
Office of...........
Area Offices.
Services.....
Consultant Services.
Delegation Authority..........ccoeeenene
Extensions and Renewal of Contracts
General PrOCESS ....cviveiveieeiecieesee s
Interagency Agreement ..
Invitation for Bids (IFB) ....
Model Invitation for Bid ..

Lease Purchase ..........c.ccceeuee.
Model Lease..............
Limited Competitive Acquisition............ccccccevrvrenne.
Maintenance
GUIEINES......eveeecee s 5220.2
Model Contract... 5255.11-.12
Policies .... .5220-.1
Master Agreements............cc.o.... ..5207.5
Model Personal Services Contract ... .. 5271-72
Multi-step Procurement Procedure................... 5216-.95
New Equipment Requirement ...........c.cccoveeenennnene. 5204
Procurement Plan.........ccoovveevinininseciencseeeenns 5200.6
Productive Use ReqUIrement...........ccoeevrvniicecnsnnneeee 5203
Protests, DiSpoSition Of ... 5210.2
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Purchase Option Credits...........cceeiiirrcieninreeeeerseeeees 5208
Request for Proposal (RFP) .. ...5213
Request for Quotation (RFQ)........... ..5214
Sole Source (Non-Competitive Acquisition). ..5209
Office Of .o ...3500
ATEa OFFICES ..t 3558.3
SBIVICES .ottt ettt 3510
PRODUCE STORES

Institutional Accounting.........ccccoeeeeereririnicnens 10822, 10920-94
PROFESSIONAL POLICY ..ottt 1456.2
PROGRAM CHANGE

Letter Of NECESSITY .....oveveiiiririeeierree e 6536
PROGRAM PURPOSE

CONSEIUCLION SEIVICES ...vvveiiieciicieiers st 1454

Design Services.........
Regulation Services

PROJECT MANAGEMENT ..ottt 1315
PROJECT PLANNING
Architectural Planning ...
Cost Control Engineering.
Review of PIans. ..o
PROJECT UNDERTAKING, REQUEST FOR.......ccccnuunne. 1452.2
Agencies Exempt From ReVIeW.............cccevvrnnieneenn. 1452.2
FOrM 23 .o 1321.12, 1452.
POHCIES ... 1452.2
PROPERTY (See also REAL PROPERTY)
ACCOUNTING ottt 8600
Acquisition (Real Estate) . ...8705
Classes Of ......cccviiiiicc s 8652
Damage to.... . 8777.1-78
Disposal.............. 10, 1322.15, 8640

Federal Surplus... ....3521, 8422.107
JOUMNAL ENEFIES ...t
Ledger, Subsidiary ReCOrds..........ccccovvevnicecnvnnnnieees
Lost, Stolen or Destroyed.... .
Management.................
Reconciliations...
Records...............
Reports ........
ReUtiliZation ...........ccccoeeiinncceee e
SCrAPPEA ...
Survey Report (Form STD. 152)
LIVESIOCK ....veviiiieieicese e
Vehicle DiSPOSal .......ccoovvviiiciicicinnecces
TrRANSTEE (o

PROPERTY SURVEY BOARD ......ccccoocovniiiiiiciinices 3520.3

PRO RATA GENERAL
ADMINISTRATIVE CHARGES...........ccoooiiiiiiicis 8754

PUBLIC INFORMATION (See INFORMATION)

PUBLIC WORKS BOARD
Preliminary Plans, Approval of.........ccccoccoeiinnnicininnenn
Real Property Acquisitions.....
Working Drawings, Approval o

PUBLIC WORKS PROJECTS
Appropriations..................
Design and Construction..
Disbursements...................
RESD FOrm 23.......cccoviiiiiiiicesncee

PUBLICATION OF REGULATIONS (See REGULATIONS)

PUBLICATION(S)
AcCCoUNING TOF ... 8785
Administrative Regulations.............coeevvrnecininnseeens 0530
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Definition of .......ccoooveviveiiiiciees

Distribution for Libraries..
Exception to Definition .

Federal, Purchase of ............ccccceevvvnnnne

Libraries (See LIBRARY DISTRIBUTION ACT)

Publications and Documents

Purchase of .......ccccoevvieviciiciiceis

State Administrative Manual

SUDBSCIIPLIONS ...

PURCHASE AND EXPENSE CLAIMS,

DISBURSEMENTS. ........cooceiiniin.

PURCHASE ESTIMATE (Form STD. 66)

Estimating Quarterly .........c.cocovviennee
Requisitioning ........c.ccccoeeinireccninenns

PURCHASE ORDER

INSEItULION ...

PURCHASE ORDER CHANGE
(Form GSOP 7)....

Sub-Purchase Order........c..ccovevvevennae.

PURCHASE(S) w..oovvveeereeeseeceereeessssessreeneon

Alcohol, Tax Free......
Bookkeeping Machines...................
Centralized Purchasing, Relief from..

3566-66.2

....................... 3570-72

.................. 3500 et seq.

Contracts, Centralized Purchasing .........c.ccccoceevennccncns 3500
Delegated Purchasing..........ccccevevvnirccneee.

Delivery Commitments..

Fresh Produce .........c.ceenniiicceencsicenesene
Improper Ordering on Sub-Purchase Orders..................... 3572
Installment & Lease/Purchase Accounting... ...8632

Institutional Stores..........ccccovverveeenne.
Lease/Purchase Option Credits (EDP) ...

Light GIoDesS .......coveveiiiricicne
Limit .....ccocooee. 3500, 3571-71.2
Delegated........ooeeiiiiiece s 3506
Model Contract
LBASE .ttt e 5252
Maintenance ..... 5255.11-.12
Personal Services.. 5271-72
Purchase................ 5261-62
Model Invitation for BidS..........cccceivieririenieiineieieeieiniens 5221
Pencils, etc., for Employee USe.........cooereeininninineenens 3676
POSEAGE ...t 8115
Printing (See PRINTING REQUISITION)
Prohibited PractiCes..........covivvieiereriserisensesisesse e 3504
PUBIICAtIONS ... 8114
Requisitioning Procedure ............ccoovnrecicnenninienenes 3550-58
_Q_
QUALITY, CODE DEVELOPMENT ......cooveveiiieiircieieeens 1456.2
-R-
RATE, AGREEMENTS, FREIGHT SHIPMENTS. ....... 3801, 3885
REAL PROPERTY
ACUISTEION <. 1323.12
Appraisal...... 1323.12
Easements. 1323.15
Gifts ......... 1323.12
INVENEONY ... 1324.14
Leasing State-Owned Property to Others.. 1323.1
Posting of State Property.........cccoevveecnennnecieienens 1323.14
Proactive Asset Management...........ccccevvrniciececnriennnenns 1310
Real EState SErVICES ......ccovvveieviieeiee e 1322
Relocation ASSISANCE.........cccveviirieirieieeee s 1323.12
Statewide Real Property Inventory . .1324.14
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SUrplus State LandsS........covveeeeeenirenriseinesnisisenenens 1323.13
Transfer of Control and Possession Between
State AGENCIES.....ceiiiririeieiriereiee e 1323.12
RECEIPTS
Cash Transactions................ ...8020

Institutional Stores Accounting.. ..10821-23

Private TrUSES.......ccccoviviniiiccirn s 19420

TrANSTEN ..t 8021
RECONCILIATIONS

Agency Account Balances with SCO Balances............ 7921

Bond and Treasury Sys. ACCtS. ........ocveererennne ....71923, 8060

Office Revolving Funds.......... 7922, 8193

PrOPEItY ...t 7924

TYPES OF o 7920
RECONCILIATIONS AND REPORTS .....cccovenvivrrirnnes 7900 et seq.
RECORDING SERVICE ESTIMATE

ADVANCES ..o 8471.23-71.61
RECORDS

ACCOUNLING . 7220-23.4

Employee Attendance .. .

Farm Products ..................

Stock, Institutional Stores
Subsidiary, ACCOUNLING .......ccorvrveeiiriririeieeneerreeenes 7800-32
RECORDS MANAGEMENT
Abolished Organizations..............coovveirieiccerinnneeens 1687
Assistance
Biennial Progress Report on
Records Management............cooeeerinennereeeienennnnas 1611
Development/Implementation..............coceveeeeinnnninees 1602
Electronic RECOIMS .........cceveirirreiciireecee s 1600
Establish/Administer. ...1602
Forms Management... . 1700-50
Government Codes.........c.coeunee. ...1602
Guidelines, Fact Sheets, Handouts........ 1695
Management Practices/Recommendations .. ..1614
Obsolete RECOTS ........cuvvevivririiriieieieieirssseeieieieeae 1611
PUDHC RECOIS ... 1602
Records Disposal... 1602, 1611
Transfer of CUSLOAY........coooreriinrree s 1687
RECYCLE
Garbage Collection...........ccceeevnnniiicieree 1900-60
Paper (WHIte) ..o 1900
RecycCle, Project.......coooiiciciincceceeee s 1900
RECYCHING ..ot 1900-60
REFUND(S)
ACCOUNEING TOF ..o 8240
Cash Accounts.... ...8095
Claims......cccoounne. ...8424
Gasoline Tax .. 8745.5
Revenue......c.cccoeevvennne. ...8240
Unused Services, Claims for... ..11073.2
Utility Services LiNeS........coveeiinininrinciinsseeesesesias 8750
REGISTER, BOOKS OF ORIGINAL ENTRY, ACCTG......... 7222
REGULATIONS, OFFICE OF
(See EXECUTIVE ORDER) ....c.coueuviiiririirneneen 1456-1456.3

REGULATION SERVICES, OFFICE OF
[©0] 1) - [0 £SO SSINY
Functions
Internet, Location ..
Program Purpose ... .
PUBIICAtIONS ... .
Statutory AULNOTILY.........cceiriireccreee e 1456.1
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REIMBURSEMENTS
Advances for Travel EXPENSES........cocvvvvrrrneeererinerneerenns 8117
Budgeting for.......... ...6463
Cash Purchase Funds. 8112.5
Classification of...... 11071
Crediting Of ... 8287
Interagency ApPropriations..........ccccoeeeereererenerenieenesenens 8453
Mileage
NON-State EMPIOYEE........cvoueeiriiririceeisie e 0774
RENTAL PAYMENTS ..ot 1322.1
REORGANIZATION......covimiiemreierneeereeseene s 0130
REPORTS ..ttt ittt e e et 7900 et seq.
REQUEST FOR PROPOSAL .....coocevritieiierrieiereieineeieeienens 5213
REQUEST FOR QUOTATION......coviirrierreerereeereereeeeenns 5214

RESEARCH GRANTS (See GRANTS)

RETIREMENT FUND(S)
List of Retirement FUNAS..........ccccoovvvieiieneisceccses 16400
Offset-Retirement
Payroll FUNCHIONS. ..ot

RETURN ADDRESSES (See CORRESPONDENCE)

RETURN OF STOCK ..ottt 3543.4
RETURNABLE CONTAINERS ..ot 8765
REVENUE
Accounts, SUDSIAIArY .........ccoveeririninieeieninesseeeeens 8212-13
Statements OF .......ccoovcivciiere 7956

REVERSION (See APPROPRIATIONS)
REVOLVING FUND (OFFICE)

Accountability ........... 8100-93, 8111.2, 8112.6, 8121.1, 8130
Accounting and Cash BOOK............cccccoevvennnninnenn. 8190-93
AAVANCES ..o 8425, 10501
Cash Purchase Funds..........cccccoevvvveeeveeenennn. 8112-12.5
INVOICES.....cviveriinnn ..8112.2
Reimbursements 8112.5

SAIANY ..o 8595
Travel ... 8116-17

U.S. Agency-Working Fund...........coccccoeviiinnincnnnns 8122
AUGMENTALION .t
Cash, Ledger ACCOUNE .......ccvreeeeeririnirieee e
Claims for Reimbursement...
CUSEOAIAN ..o
DEFICIENCIES ..vviiiee e
Disbursement Voucher (Form STD. 438). ...8140
Endorsements (Power of Attorney)........ ...8160
Establishing of ............cccconinne. ..8170
Establishing Funds for.......... ...8425
Institution Cash Payment FuNd .............coccevvrinnnccreinnene 8121
Invoices Scheduled for Reimbursement

Discount INVOICES .........oveveveriiriirieieeieeceees 8113

Reimb. Voucher & Invoice Recording. .. 8422.108

Replenish Cash Purchase Fund...........ccccceveueene. 8112.5
Office Revolving Funds .........cccccovvvnicicciinnn 8100-93
Payment Authorization for

DiscoUNt INVOICES ......c.cvvvvvririiriciciciers e 8113

Registration FEES ........ccovriireiiniinreceseesseeene 8120
Petty Cash Funds

Cash Fund (INStItUtion)..........cccoeeerrneiccneinnseeens 8121

Change Funds

SNOMAGES ....vveiiieeeeee e
Purchase of

Bank Drafts.........ccocoeevrneeiinnsece s 8123

POSTAGE. ... 8115

Publications, Federal ...........ccconiiiiiiininnccene 8114
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ReCONCIlIAtioNS........ccoovivieieeeerissece e 7922, 8193
Reimbursement, Claim Schedule... ..8170, 8422.25
Salary AdVANCE .......ccoovvirieieeiisseee e esenens 8595

ShOIAgES 1N ...cviiiiiciec e 8072

REVOLVING FUND (SERVICE-GENERAL SERVICES)

AGVANCES ...ttt 8471.63
Advances and EStimates............cocoeevrerrerienennes 8471.1-71.23
ATCNITECIUIE ...
Billing for Services . .
Direct Transfer for SErvices.........ccoovvivveiinieinseierienns 8471.13
INVOICES ...veveveriirieieeeese e 8471.24,8471.44, 8471.63
Preparing Service EStimates...........cccovvrveicnnnniennn. 8471.41
Processing Claims for ...... ..8471.63

Recording ENtries. ........ccocvvireieeiinneceenesseees 8471.42
Recording Estimates......... ..8471.61-71.62
Returning Unused Balance...........ccccovveeieinnneccnne. 8471.64
Revising EStIMAtES ........oovviieeviiciiierniccccrese 8471.43
Service Revolving Fund...........ccccoeoninnicninnnne 8471.1-71.25

ROBBERIES (See CRIMES)

ROUNDING FIGURES..........coooiimiiniininiiernieieneienesiseeins 8299.1

-S—

SAFES AND VAULTS ..ottt 8024
Placement of for Security Reasons ...........ccoovverevciennenn 8025

SAFETY
Construction of School and Hospital ............cccoceeeinne 1454.2
Operation of Vehicle..........c.ccccccvevnnne .0750.1-54
Requirements for Privately Owned Vehicle ..................... 0753
Standards for State-Owned Vehicles.............c..c...... 3622-22.4
Structural Safety ..o 1450, 1456
SUGGESTIONS wovvveeiereeisie et 4700

SALARY
AAVANCE........cooiiecee e 8580.4, 8595
Allotments, Budget Control ............ccccovnnrreiennnnceens 8341
Billing for Services .......... ...8740
Budget-Schedule 8 ... ... 6424-29
Exempt.....ccccoovvvienne. .0400-22.1
Farming Operations..........cccocoeerrreeeninnirieee e 10992
Hourly Rate fOr SErviCes.........ccovvvrirrieeeinririseeeerenseniens 8740
Judgment AQaINSE.......c.covoiiieiiireeeee e 8593
SAVINGS ¢evvevieveierererisieiese et sese e 8341.1
Warrants

Deceased EMPIOYEES.........cccvvvrrrinieineicininirininenes 8477.1
Distribution of ... 8580-80.5

SALE
PUDHIC. ... e 3520.7
Real Property........ccoveeeeninnnenes ..1323
Surplus Products, Farming Operations . .10950
Surplus Products, OFfiCe .......ccoveevinnnnrciricrrecee 3520.4

SAVINGS ACCOUNTS, TRUST AND AGENCY FUNDS

SCHEDULE (See BUDGET, Schedule)

SEAT BELTS AND HARNESSES
(See VEHICLES, STATE-OWNED)
SEAT COVERS, AUTOMOBILE (See VEHICLES, STATE-

OWNED)
SECURITY
ACCOUNLS, TIEASUIEI’S .....cocuiiiiiiic s 8921
DEPOSITON™S ...t 19422
Information Technology..........cccovveiennnnncienns 4840 et seq.
Investments of Trust Moneys.. 19464
REGISTEN ... 10564, 19422
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SEISMIC BUILDING PROGRAM .......c.ccoviiiiciiiicii 1327.1
SEISMIC CERTIFICATION .....ccooviiiiiviiicreeecs 1321.18
SELLER’S PERMIT ..o 8721

SEPARATION OF DUTIES (See DUTIES, SEPARATION OF)
SERVICE AWARDS (See PERSONNEL)

SERVICE REVOLVING FUND
(See REVOLVING FUND SERVICE)

SERVICE(S)

Architectural and Construction .............ccoccceuenee. 1450-1456.3
Automotive Equipment INSPECtion............ccovvvveccrinnnenn. 4113
Billing for Services (General) ......... 8740, 8753-58.1
Buildings and Grounds Maintenance............cccoevrevenenns 1330

Billing for .......ccocoovviciciinnnne. 1330.1
Copier Maintenance ..........cccoevreeieninseieee s 2130
Direct Transfer by DGS.........ccoovviiiciinnnneccenes 8471.13

Duplicating and Reproduction
(See REPRODUCTION)

EMErgeNCY SEIVICE ........ccueuiieirinieieieiere st 6560
Employees .......... ... 11000 et seq.
Grounds MaiNteNANCE..........couevrerueuereenerinieeiee st 1330

Interagency Administrative Costs... ... 8758, 8758.1
Medical and Hospital............ccccocoeiiinnnrccninnnne 0190, 0482.5
Motor Vehicle REPaIr........cccovvvriiiciiicisrieciceins 2430
Provided by Department of
General SErviCeS........ovieieceenirnnienee 8471.1-71.25
Shipping (See TELECOMMUNICATIONS)
To other than State AGENCIES ........ccvvevrevevceerrininriccees 8753
TO TENANES ... 1330
SHORTAGE
Budget DefiCIenCies ..........cccovvriiicieinnecccieenns 6536
ReVOIVING FUNG ......cooviiiiiiiecc e 8072
SICK LEAVE AND VACATION RECORDS..........ccoevvvuennnne 8539
SIGNATURE CARDS (Also see CARDS) .......ccccovvvriineee. 8001.2
SMALL BUSINESS
PUICRASE....veviieece e 3571
SMOKING
Ban on Smoking in State-owned or Leased Space ........ 1330.5
SPACE
ACHION REQUESE ...t 6453
ATOWANCES ...t 1321.14
Interior Space Planning and DesSign..........ccccoeveveeinnene 1320
Office and Warehouse Facilities (See LEASE)
SPECIAL ..ottt
Acts of Service (See MERIT AWARD PROGRAM)
Deposit FUN .........cccvevvnicrienenns 18420, 18424.5-424.7
Purpose Trusts
SPECIAL ACCOUNTS
(See OTHER GOVERNMENTAL COST FUNDS)
SPECIAL PROGRAMS ..o 1452.4
SPECIAL PROJECTS. ...ttt 1456.2

SPECIALIZED TRAINING (See TRAINING)

STATE ADMINISTRATIVE MANUAL (See MANUALS)
STATE ARCHIVES......ccoiiiiieccce 1614, 1673.1
STATE BOARD OF CONTROL (See BOARD OF CONTROL)
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STATE BONDS, ACCOUNTS ...c.ooevvierriierrieieneienneenene 8931-32
STATE BUILDINGS
Building Maintenance ...........ccoeeeennnenececnieenneens 1330
Charges for Services .................. 1330.1
Display of Art, Posters and Notices.. 1330.7
Grounds Maintenance .. 1330
Service Information..........c.ccoeeeeunee ...1330
Use Outside of Regular Working Hours.............cccco..... 1330.3
STATE COMPENSATION INSURANCE FUND
(See INSURANCE)
STATE CONTRACTING MANUAL .....c.occeviieriernierienns 1205
STATE CONTROLLER’S ACCOUNTS
(See CONTROLLER, STATE)
STATE PRICE SCHEDULES........ccoovieneeneneenne 3531-33
STATE TREASURY SYSTEM .....cccovvvimvriernernriennenns 8001, 8890
STATE TREASURER’S ACCOUNTS
(See TREASURER, STATE)
STATEMENT OF
OPEIALIONS ...ttt 7963
Financial Condition...........cooerierirrnnneceeessees 7979
Fund Condition .
REVENUE ......oviiiiiiice e
STATEMENTS, BANK .....oooviierierreeerceireeens 7967, 8050, 8060
STATEWIDE COST ALLOCATION PLAN .....ccccoevvnnniiees 8755
STATEWIDE PLANNING.........ccovvniemmiirnrierieeins 1100 et seq.
STATIONERY
Letterhead..........ococceueinniiccce e 2820
Printing OF.....coovivieciec s 2820
STATISTICAL RECORDS FOR PROPERTY
ACCOUNTING ..ot 8660
STATUTORY AUTHORITY
CONStrUCtion SEIVICES ........cvuceieiiriiriririeecrieeeeens 1454.1
DESIgN SEIVICES....ciiieiieeiiieicee e 1452.1
Regulation ServicCes..........ovviicieinnicceieenns 1456.1

STOCK RECEIVED REPORT
(Form STD. 106)............ 8422.20, 10808-10822.1, 10872-73

STOCK RECORDS,
INSTITUTE STORES.........cccoovviiiiiinns 10851-52, 10860.1

STOLEN (See LOST, STOLEN OR DESTROYED)

STOP PAYMENT REQUEST (Form STD. 432)................ 8044-46
STORAGE. ...ttt nens
Bills, Audit of ........
Household Effects. .
RECOMS ...ttt

STYLE MANUAL (See PRINTING)
SUBPOENAED WITNESS, ABSENCE FOR (See TIME OFF)

SUB-PURCHASE ORDER

(FOorm STD. 40A) ....coovviiriiiccieiee 3570-75.1, 8422.103
SUBROGATION RECEIPTS.......ccoooiiiiiiiiiiis 8775
SUBSIDIARY RECORDS (ACCOUNTING)................ 7800 et seq.
SUBSIDIARY REVENUE ACCOUNTS .......ccoocvvivniinnen 8212-15
SUB-STANDARD COMMODITIES.........ccoonniiiiiiniine 3510.4
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SUB-STOREROOMS. ... 10831.1
SUCCESSFUL PLAN REVIEW ........ccocoiiiiiiiiiiinciccne 1456.3
SUGGESTIONS, EMPLOYEE (See MERIT AWARD)

SUPPLIES

Accounting, Institutional.............cccocovvviinnnnnn. 10800-892
Blanket Estimates
Catalog and Price List .......cccoovrreeiininnreee e 3542
Deliveries from Material Services..........c.ccccevvrnrenenen. 3543.2
LBAGE ..t 7818
Ordering from Material Serv. Sec. .. 3543-43.1
Produced, Stock Records.......... ... 10920-980
Stock Received

Report ......cooveeeenen. 8422.20, 10808-10822.1, 10872-73
Warehousing and INVENOrY ..........cccoeverinnneccnenns 3535-36

SURETY BONDS (See INSURANCE-SECURITY BONDS)

SURPLUS
Data Processing Equipment.. ...5903
Disposal .......ccccovvricnienne ...8643
Farm Products, Sale of .. .10950
Heavy EQUIPMENT ........c.oiiiicccneese e 3615
Information Technology Equipment............cccouvvnee. 5901-03
Information Technology Supplies... ... 5951-53
Money Investment Fund.......... ..8284.1
Office EQUIPMENT ......coiiiiiiriiiieeeee e 3520
Property, Purchases ... 3521, 3671
Property, UtIlization ... 3671
State Lands .......... .1322.15
SURVEY REPORT, PROPERTY ....ccccovniriiiiicieinininnieneeene 3520.3
—-T-
TAX
Federal
EXCISE TAX c.tivieiiieiinisieieet e 8711.3
Exemption, Motor Vehicle Fuel............c.cccccooeenne 8745.5
Exemption, PUrchases ..........ccccoeevevnrnnas
Use Tax on Civil Aircraft...
Income Tax, Withholding.........c.cocoeeiininnccinne
MOVING EXPENSE.....vveirieiicreierinirieeiceiee e
Personal Property. 3574.6, 873
Refunds, Gasoline ...........cccceuene. 8745.1-45.5
Reportable Payments to Individuals.............
Sales & Use TaX ...ccevvrnniiiicinenns
Non Taxable Sales
ULIlItY USEI’S ..ot
Withholding.........ccecoeninnnccien,

TAXI SERVICE (See VEHICLE, COMMERCIAL)

TD SERVICES ...t 4540
TEACHERS' RETIREMENT SYSTEM (See RETIREMENT)
TELECOMMUNICATIONS (See Chapter 4500 Index)
TELEPHONES (See TELECOMMUNICATIONS)

TELEPHONE DIRECTORY, STATE.....cccoiiierirrrecceas 4550

TEMPORARY DISABILITY COMPENSATION
(See INSURANCE)

THEFT (See LOST, STOLEN OR DESTROYED)

TERMS AND DEFINITIONS .....ccooiiiiiiiiiciieienecceenns 1710
TIME OFF
EXPErt WINESS. ....cvviicictcer e 8594.2
HOBIAAYS ... 8740
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JUPY DULY .ot 8594
Subpoenaed Witness ....
Travel Status, While on..................... .
When Charging for Employee Services.........ccoovveennnns 8740

TORT LIABILITY
Accident Investigation .

Budget ... ...6472

Payment ProCeaUre...........cccvrieririeieriinneieeeeseseeee s 8712
TRADING STAMPS ...ooiiiiiieiis e 3613
TRAFFICTRANSPORTATION MANAGEMENT ......3800 et seq.

AQGENCY ASSISTANCE ...ttt 3803

Forwarding Bills for Approval...........ccccoevvvnnniccnnne 3851
TRAINING

CONVENLIONS. ...ttt 0724

DIV .o 0750.1

Employee Development for Information Technology......4854

Conventions .

Out-of-State Travel . .

Registration Fees........coceeririinieiceiinirrseeee e
TRANSFER(S)

Budget Allotment.. ....6539, 8324

Controller’s.................. .8451-60, 8830

Equipment within @ Fund ..o 8640

SUIPIUS PTOPEIY ... 3520.4

VENICIE ..o 4112
TRANSMITTAL OF CORRESPONDENCE,

GOVERNOR’S OFFICE .......cccooovuinrnininiceicieienns 0211-11.2
TRASH (RECYCLING) ..o 1900-1960
TRAVEL ..ot 0700 et seq.

AVANCE......oiieie s 8116-17, 8180

Advance Approval to Travel.........ccccoovereeieiinnneceens 0760

Aircraft, by ..o ...0740

Use Tax on Civil Aircraft........ccccccoeoeninnecieinnnne 8737

Audit of Transportation Invoices... .8422.114, 8711.3

AUtomMODIle, BY .....c.cooiiiiiicic 0750

BOrdering States ........cccvrvririiieeinirinsre e 0710

Conventions, Conferences, or Business Meetings............ 0724

Credit Cards.........covervrerrreeeenieneeeeeseas 3629, 8711.1-11.2

Deceased Employees, Return to

Headquarters ....... ..0772
Agency Verification 8711.3

Extra Hours, Credit fOr...........oceoivnnecinneecene 8540

INSUFANCE ... 0746, 2420

NoON-State EMPIOYEES......cccvvvvveeeiriirieeeeeesisee e 0774

Out-of-Country

OULE-OF-SEALE ...

Per DIEM ..ot

Public Transportation, Use of L4117

Relocation Allowances ....... ...3829

Rental Cars, Commercial .... 4117.2

Time Off During Travel Status .. ..0726

Travel Log (Form STD. 273).. ..4107

Vehicle Use Determination............ccccoeoereeririecnenenenissenens 0750
TREASURER, STATE

ACCOUNES ...ttt 8900-32

BONA ACCOUNLS ...ttt 8931-32

ManNagEMENT ..ot 8900

Organizations for Fiscal Management............cccccovneenens 7330
TREASURER’S

ACCOUNTABILITY LEDGER......ccccooiiiirrirnine. 8900-32
TRIAL BALANCES ...ttt 7962
TRUST

Agency Trust FUNd Cash.........coeeeeriniennceneeins 8090.1
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DepOoSits LEAGET ......cceiiirerieieieiresieieiee e
Inmate’s Personal Property...
INVESIMENTS ...
Private (Money Securities &
Personal Property) .........coccoveeennncneccinnan
Special Deposit FUNd............ccceerrrniceeee
Special PUIPOSE .....c.cvvviiiiiicirieieies e
Trust & Agency Funds
Bank ACCOUNES ........coovieereirrceeee e 19462
Federal ........... 171001-400
NON-TFEASUIY ...ttt seenens 19400
Savings & Loan .19463
OhET e 18420
Unclaimed MONEYS.........ccooceennnirirenennnne 8283, 18424-24.7

TYPEWRITERS (See OFFICE EQUIPMENT)

—U-
UNDERGROUND STORAGE TANKS PROGRAM ........ 1327.14
UNDERPAYMENTS & OVERPAYMENTS, INCOME ......... 8241

UNEMPLOYMENT INSURANCE (See INSURANCE)

UNIFORM SYSTEM OF ACCOUNTING,
INTRODUCTION ...t 7110-7150

UNION LABEL (See Printing)
UNSIGNED CHECKS........coiiiemnierniieneeneere e 8036
USE TAX (See TAX)

UTILITY BILLS, CONSOLIDATION OF
REMITTANCES ... 8422.110

UTILITY SERVICE LINES, CONTINGENCY REFUNDS....8750

VAULTS AND SAFES......ccoiiiiiin s 8024-25

VEHICLES, PROPERTY REUTILIZATION
General Services, Department of............cooovcicnnnnnnns 4112

VEHICLE, COMMERCIAL

ACGUISITION ..
Automobile Rental

Damage, Reimbursement for............ccvevnnnniicecnnnns 0758
INSUFANCe COVEIAQE .....c.eviveriiiiieieieieete s 2420

VEHICLES, PRIVATELY OWNED
Accident REPOItiNg.........covevivcueieiririecceree e 2440
AULhOriZation t0 USE ......cccoevvveieiiiirneeee s 0753
Damage, Reimbursement for....... 0757, 2541.1
Insurance and Safety Requirements..........ccccooveccriennene 0753
Insurance...... .2420
Mileage Rates .. .0754
Motorcycle....... ...0759
Parking Charges..........ovueeininninseeinesseeee st 0755
Use 0N State BUSINESS........ccovrrriieriieiniennneneenne 0750-55
VEHICLES, STATE-OWNED

Accident Reporting......c.ccoeeveeeerererineeeennns 2440, 8777.1-77.2
ACQUISTTION <. 3620
Annual Inventory ..4114
AUCTIONS ...ttt 4111
Automotive Equipment, Purchase of .............cccceevnine 3620-29
Credit Card USe .......ccceveeiviniiirieicnns 3629, 3590.1-90.5,4108
Damages t0 ....cccvveerieiierere e 8777.1-77.2

Definition.......ccccvvvniicccce s 2520.1
Disposal of .............. ..4111
Fleet Vehicle, Typical ......ccccoovrieieiininccneeees 3620.1
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Fuel and Petroleum Products ...........cccceeeevrriririenene. 3681-89.2 SECUMLY OF i
Glass and Windshield Replacement..........c.cccovvveeennne. 4115 Signatures REQUITE .........coeeervririereieeesesisieeeeeseseseesees
Handicapped, Equipped for .........ccccoevue. ..4100 Uncashed or unclaimed .

Home-to-Office Use of and Home Storage . ..4109 Undelivered Salary ..........cocovvvveeieieninneseee s
1dentifiCation ..........ccceiiiiiircce e Unsigned Checks Received (Endorsement)............cccceeueee 8036
INSPECLION ...ttt Unused Checks, Disposal Of..........cccccovniniciicnnnnnnns 1750
Insurance .............. .
Liability Insurance . WATER, BOTTLED......ccoiiieiiececcececee s 3571.2, 3612
MaINENANCE ..o
MaiNteNANCE StANGAITS ..o 4101 WITHDRAWALS BY CHECK ......ooviniieirieirnceneeieeis 8040-48
Misuse Of ......cocovveeennee
Modification .. WITNESS, COURT (See TIME OFF)
POOI VENICIES.......cvieiiiiiiecicce e s
CRAIGES OF oo 3629 WORKERS’ COMPENSATION (See INSURANCE)
Preventive Maintenance..........cccoeovvreereenenine e 4101 DESKTOP AND MOBILE COMPUTING
Purchase ........ccccovueuene. .4110-12, 6220 L
A, DEfiNItioNS .....cecveiiicc e 4989.1
Responsibility for..........coccocvviniiciecece 4100 et seq. .
Safety Standard 362229 4 Exclusions............... ..4989.2
Sgeeci};l lers]s:r:gse.r. """"""""""""""""""""""""""" 3520'2 Roles and_Responsibilities ..........c.ccvveeiinnnicccnins 4989.3
SUrpIUS...oon 4113 Statewide POLCY ..o 4989-4989.
TraveI_Logs ....................................................................... 4107 WORKING CAPITAL AND REVOLVING FUNDS............ 13400
Use Private/State-OWned ...........ccccovuverniirieieieininnnneenes 0750
Usage Report..........ccoeueeeee .4106 X
Utilization, Responsibility for. ..4105 e
Window Decals and InSignia ...........coccveeececerinnnnenees 4115 v
VENDING MACHINES........occoiiiniinieeeneeeeenes 1322.1
YEAR-END ACCRUALS ......cccoovvrirrrinnns 8380, 8860, 10600-15
VERIFICATION OF ACCOUNT BALANCES.........cccoovrnenee. 7921
YEAR-END REPORTS......ciiiiiiiiiiieeieiiiicee e 7950 et seq.
VOUCHERS, PURCHASE AND EXPENSE CLAIMS
FILED WITH STATE CONTROLLER.......c.ccocenierninnne 8422 7
~W-
WAGES (See SALARY)
WAREHOUSING, EQUIPMENT ......coviiirierrieinceineeies 3536
WAREHOUSE FACILITIES ...t 1322.1
WAREHOUSING, SUPPLIES ........cccooeiviriemreirereereeeens 3535
WARRANTIES, MANUFACTURER’S
EQUIPMENT ..o 3515
WARRANTS
Alteration or FOIgery.........ccieennniniciceeserecces 8041.1
Canceled.......c.ccccene.
Check Drawn
Check Signing Maching .........ccccovveeiiinnncrsees 8081
Check Signing Rubber Stamps ..........cccovvvvinicncinnne 8082
Checks Received, General Handling
INSEPUCLIONS ..o 8020-99
ChECK STOCK......cveuiriiieieieiicisse et 3696.1-96.3
Deceased EMPIOYEE ........ooviiiiciiieiiiiniitccieieienens 8477.1
Delivery of Claim or Invoice,
Payment for .......coveeeiiinceeeeresens 8041.2,8422.6
Deceased Employee, Payable to ...........ccccovrennee 8477.1
Salary Warrants..........ccoeeecnennnnnccceeas

Disbursement by Controller
Dishonored Checks .............
Disposal of Check StOCK..........ccccevierrireciiinrnieceinns
Employee Separations............cccccevrnrireecnicennnnnneens

Endorsements ...........
Erroneously Issued...

Forged Endorsements..........ccccoevvrerencninininienene

Loss of Blank Check Stock.........c.cccvvninicicninnnens

Lost or Destroyed State-Issued Checks ...... 8044, 8426.1-26.2
Ordering Paper Stock Checks ..........ccoceevrvririennnns 3696.1-96.3
OUtSTANAING ... 8042, 8281, 18424.1
Payable to Claiming AgeNCY...........coccrveuernnnnieeeienns 8422.25
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