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)
AMBULANCE SERVICE (See ACCIDENT)
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AMERICAN WITH DISABILITIES ACT ....ccccooeviiiicinae 1321.18
ANNUAL REPORTS (See REPORTS)

APPEAL OF BUSINESS USE CERTIFICATION................... 1735
APPRAISALS (See REAL PROPERTY)

APPROPRIATIONS
AVANCES 0 ... 8100-8111.2, 10418
AR, ... 8320
BUAGEE ACT.....ececeiicece et 8301.1
Budgets Not Specifically Authorized ... 8301.3
Capital Outlay ........cccoevviiceciiinnns ..8362, 8422.2
Appropriations . ..1460.1-60.3
CONEINUING ...c.ceettii s 8382
Invoices, Payable from Reverted Funds .. 8422.7
Other Appropriation and Executive Orders................... 8301.2
Prior Year AdjuStments........cccovrueeieininninieeie e 10240
Reversion
Special Construction FUNdS .........cccocovurreninerenenn 1460.4
Unclaimed Trust MONEYS.........ccccovurrniineecieinnnns 18424.7
ARCHITECT AND CONSTRUCTION,
STATE OFFICE OF.......cinienieintieneieneseeeneienesnneeens 1450
ARCHITECTURE
ASDEStOS Program........ccccovreeeininenieeenenessieee s 1322.12
Asset Planning and Enhancement...........cccoovvnieeicinnnnene 1310
DESIGN. ...t 1321, 1451, 1452.4
Revolving FUNd.........cccoovvvniiieininces 1321.1, 1452.4

ATSS (See TELECOMMUNICATIONS)
ATTENDANCE RECORDS .......ccccooiiiiriiiicccies 8539-40

AUCTIONS
AAVErtiSING OF ...
Surplus Property
Vehicles, OFA Conducted

AUDIT
Assessments, ACCOUNING FOT.........cccocvvrreeciiiisecene 8286
Authority .
Finance, Department Of ...........ccccovireecnnnnecerseene 7240
Freight BillS.........cciiiicceee s 3851
Frequency Of ..o s 7240
Information Technology..........c.cccevueuene ..4844, 20013
State Agencies by Bureau of State AuditS........cccoeevenne 7380
Travel EXPenses ........ccccoeevevrveceene. 8422.114-22.115, 8711.3

AUDITING OF STATE AGENCIES........ccoocceniiinnnee 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............c.cccceuee. .20040
Internal Control ................... .20050
Letters of Representation ..........ccccocoverceieninninccicnenne 20020
Notification of Actual or Suspected Fraud and

IrregUIATTLIES ....c.cveeicc e 20080
Requests by Federal Agencies for Audits of

State AQENCIES ... 20020
Review and Reporting

on Internal Controls ..........ccoovvreeninnncceennes 200610
State Agencies Required to Report on

Internal Control Systems..........ccccceevrrccieninininenn 20060
State of Calif.—Central Audit Organizations................... 20010
Types of Auditors, Roles, and Standards............c.......... 20040

AUGMENTATION FOR CONTINGENCIES OR
EMERGENCIES. ..o 6536
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AUTHORIZED SERVICES TO EMPLOYEES, OTHER......11050
AUTOMOBILE OR AUTOMOTIVE (See VEHICLE)

AWARDS
Merit Award Program...........ccccoveeericncveennnnenn 4700 et seq.
SEIVICE AWAITS......cceiveiveereerieeeteee et 4700

-B-

BANK
ACCOUNES ..ttt 8001-02, 19462
DEPOSIES ...t 8030-36
DIaftS ..o 3580,8122
Reconciliations .. 7901, 7920,7967, 7923, 8060
SEALEMENTS ... 8050

BENEFIT TRUST FUNDS (See TRUST FUNDS)

BIDS, COMPETITIVE

Construction CONtraCt............cccceervrnniiiecceeenee e 1454.2
Information Technology . 5205-16.95
Invitation for Bid (IFB) ........cccccovrnniniciccecnecee 5212

Limiting .... 3503,3555
PUFChaSING ......ccoiviieiiriiiccee s 3503
Request for Proposal (RFP).. ...5213
Request for Quotation (RFQ)........cccovvrvnriricriicennnnenns 5214
SO0IE SOUICE ...t
Surplus Property .
TYPEWITLEIS ..ottt
BILLING

Automotive InSpection Service(s) .......cooeeverrerrereierernnenns 4113
Bills Of Lading.......ccovveueieieiniinrieecsieess e 3840
Codes, General SErVICES.........cccuirnniriiicieeireeees 8471.7
Late Payment Penalty .........cccocoovvnriiicinienninene 8474-8474.
Freight Bills and

INVOICES......ververriernes 3800.3-01, 3850-51.2, 8422.101
Services of Employees, Hourly Rates.........ccccoovvnieennee. 8740
Services Rendered .
StOres PUFChASES ........ccoveuiiciiieiriiriccccce s
Travel EXPENSES.......cccivirrerceire e

BINDING PUBLICATIONS (See PRINTING)

BLANKET
Estimates and Purchase Orders ... .8342.2
Out-of-State Travel............... 0761-62
PUrchase OFder ..........ccvirniiiciceie s 3568
BOARD OF CONTROL, STATE
ClaIMS .ttt 8710
Organization of Fiscal Management..............ccccccovnnenenes 7340
BOND FUNDS........cviiiiiiiicic s 14400
BONDS
Insurance and SUFELY .........ccovoerrrrevceoinininieireneenas 2400-82.1
State Treasurer’s Responsibility
for General Ledger ACCOUNtS........ccoeveveevennnn 8930-32
Surplus Money Investment Fund .............cccooveeee. 8284.1
BOOKKEEPING MACHINES (See PURCHASES)
BOOKS AND PUBLICATIONS, PURCHASE OF.................. 3691
BOOKS OF ORIGINAL ENTRY (See ACCOUNTING)
BUDGET ..ot 6000 et seq.
Administration
Program Objectives and Descriptions.................. 6108.5
Program Requirements..........cccoovvreicecinriennnenn 6108.5
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Budgetary Approval ... 6527
Certification for Continued Payment
of Established Positions..............cccocecviiiiciinnns 6521
BUDGET ...oooiisvvieissin 6000 et seq. Certification of Availability of Funds..................... 6524
AlOtMENt THANSFET ...ovvvvvvvvivrneees 8324 EXPIring, Filled.............ccoooriiiiiiisessssssssssnsssseeseseessne 6436
Annual Financial Plan Limited-Term
Development & Enactment............cccoevviiciicininnciicnns NEW oo,
Preparation and submittal . POIMANCNE oo
Appropriations, Reconciliation with.................................6478 REIMBUISEIMENS oo
_ Augmentation, Ltrs of Necessity for Appropriation ........ 6536 Revision of Programs and Allotments
Bill ANAIYSIS......oooiioiiiiviiisinisnin SAIArY SAVINGS .....ovvvvevvvvevvvevvvcienssssssss s
Budget Act/Final Budget Summary .. Schedule:
Budget Allotment, Transfer of ... T
BUdet Bill ..o 8 .
Budget Revision, Preparation of 8 SUMMAIY ..o
- and STD.. FOMM.cvvvvvvvvevennns 6533, 6542-6545 9 Supplementary Schedule of Equipment................ 6457
Capitalized ASSELS ........oooooovviiiiiiiivviississiississnes 6800-6899 10 Supplementary Schedule of
Introduction and General ................ccooooevvvve 6801-6809 APPIOPHALIONS......oovvvveeeeoeeeeeeeeeee e 6484
Planning and Budgeting........... . 6810-6839 11 Supplementary Schedule of Operation
Administration of Capital Outlay................... 6840-6868 Expenses and EQUIPMENt ...................cccooorrre. 6454
Capital Assets Financing Glossary Index, Section:
Terminology, Acronyms and Forms................ 6899 26 Category TTanSfers ..........oovvv.ceeeomrrrevveeeesssnnneen 6548
Category Transfers ... . 28 and 28.50 Letter Additional
Conference Committee, Budget . FUNGING....oovveeeesee e 6551-6557
ContraCt.S, Budgetary Approval (o) IR 6530 31 Personnel TransactionsS....eeeveevveeeeeevevviin, 6406’ 6418
Conversion Code Listing ........ccooooussivnnninrrrrrvnriviviriiiiiinnnns 6430 Space Action Requests (FOrM 9)................cccoorrrrerrveerernen 6453
Deficiency Authorization............. ..6536 SHAFE BONETITS v 6412
Department Budgetary Presentation . ..6400 SUMMANY BY OBJECE .vvveeeeeeveereeeeeeeesee s 6475
Economic Impact Statement...........ccooocvvieeeviiinncniinn, 6680 Temporary help or Overtime Blankets..................coowveer.... 6518
Emergency Services by State AGenCies.............cccooueen. 6560 Tort Liability.........ooovvveeeeeeeeererees
Enrolled Bill Report - Two-Year Legislative Session .
EQUIPMENT ..o - Vacant Positions REPOM ..........ccuureeuienceniieieinsineineeenas
Federal Funds, Supplementary Schedule...............ccce...... 6460 NOEO oo
Final Change BOOK...........ccccvrvrivireeiiiiseeeesse e 6355
Forms BUILDING IMPROVEMENTS ...
9 (STD.) vt s 6453
KO L1 0 1 TS 6453 BUILDINGS & GROUNDS
b (=12 0 1) N 1321.1 Asbestos NOtification ...........ccccceveveevievieveccceceecens 2591
23 (RESD.) . 1321.12 Building Maintenance ...........cccoovreeiiinnneciesseeeens 1330
25 (STD.)..... 6533,6539 Charges for Services..........cccee..... .1330.1
LR Y103 F 6533, 6542-6545 Display of Art, Posters and Notices ..1330.7
Y0 T 6418 Facilities Planning ..........ccccovrvneieerinnsneee s 1310
33(STD.).. 6451 Grounds MaintenNaNCe...........cocoeerriereieeieninsieeeeeeeeseeieeas 1330
T (0] = T 6484 Purchase and Display of Flags . ..1330.8
Wy (0] F 6651-6554 Smoking in State BUildings..........coceeereiinnneiecnineninn 1330.5
A (2L 6524 ) _
300 (DF)... ..6451, 6454 Use Outside of Regular Working Hours ..o 1330.3
301 (DF)... ...6460, 6466
302 (DF) 6450, 6457 BUREAU OF STATE AUDITS ..o 7380
399 (STD.) v 6601, 6621, 6650, 6680 BURGLARIES (See CRIMES)
BUSINESS USE CERTIFICATION, APPEAL OF.................. 1735
—C-
4083 (OREDS) v 6453 CALENDAR OF REPORTS AND ACTIONS ......ccoeeeiinne. 7990
Forms, Finance BUdget ........cccoceueururnrninenicneieissseenes 6005
Fund Condition Statements............cccccoeeviiniiciciinienns 6481 CALIFORNIA ACCESSIBILITY
Governor’s Budget, Publication, Distribution, REFERENCE MANUAL........coovciiiieeeeeceeceeceeeveei 1456.3
Ordering and Public Sale ..........cccoovoivicricnnnnnen, 6320
Hearings CALIFORNIA STATE STRUCTURAL SAFETY INTERPRETIVE
Information TeChNOIOgY..............evveeeerereeerienereeees 6700-6780 MANUAL .....ciiiiiir e 1456.3
Introduction to Budgeting Section.............cccccevvvnccnnne 6000
Legal Basis for Budgetary Control ............ccccovcueernninene. 6503 CAPITAL OUTLAY
Legislative Analyst’s Analysis of the ANOIMEN v
BUAGEL Bill 1o eereeneeesessesssseses s 6330 Appropriations....
LEGISIATU ... 6900-6965 _ Continuing......
Legis|aﬁve AN e i 6905 Cap!ta“ZEd ASSELS .. 6800-6899
Local Mandates......... ... 6600-6670 Capitol ATEa PIAN ...oooocvevr 1310.1
Operating EXPENSES............ovvvemrvveeereeesssseesseeen 6451-6457 ENCUMDIANCES...vvvoo v 8343
Overview of California’s Budget Process .............. 6100-6220 CARDS
Eer_sonal SEIVICES ...t 6403-6406, 6506-6527 Credit (See CREDIT CARDS)
0liCY, BUAGEL ... v 6305 Post 2932
Positions: si nat.lljlrlél """"""""""""""""""""""""""""""""""""""
BIANKEL ..o 6439, 6518 g

State Treasurer’s, FOrm 38.........c.ccocvvvvreiinns 8001.2-02
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CASH .o s
Accountability
AAVANCE.......oiece e
AppProved DePOSItOrIiES ........ccovrrrrieeirierinireeseseseeieienens 8031
Cash Management Improvement Act.
DefiCIENCIES ...t
DEPOSIES ...t s 8030-36
Fiscal Agents.. 8002.1
General .......coocovvriernenns
General Ledger ACCOUNLS..........ovvueeeeinireeieieeesesesieeie s 7610
Handling, Separation of Duties.. 8080.2
Non State Money................. ....8002.5
Overages and Shortages.........covvveeeeerenrnennenenenne 8070-72.1
Payment Funds (Institutional)...........cccovereiennnneeenene 8121
Payments, Services to EMpIOYees..........ccccvvririeennae 11072.1
Petty Cash (See REVOLVING FUNDS (OFFICE)
Purchase Funds... .
Purchases............
Receipts...............
RecoNCIliations..........ocvvveeiieieiii s
Recovery by Collection..........cccccevvnniiciesnneeen 8593.1
Recovery by Offset .......... ..8790.1-90.8
Revolving Fund, Cash BOOK...........cccceeinnnnncnicee 8191
Separation of DULIES.......ccoveeverinirriceene 8080-80.1, 8580.1
Shortages, AdjuStMent ...........coccveerirveecrirnnnenes 8072, 10509
Statements ........cccceeevvicciiinnne
Transfer Receipt (Form STD. 440)
WIthdrawals .........cccoeiiniiiciee e

CATALOGS AND PRICE LISTS
Material Services SECtion..........ccovvvvvvrreererirseeerereiesenns 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.........ccoceverirrirreienenne 11027

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

CHARGES
INtEragenCy SEIVICES ........coeeeriririrerieieeniresisie e 8758
Living QUANTETS .....c.cveviuiririiieicsrieiete s 11033
CHECKS (See WARRANTS)
CLAIM
Against an EMPIOYEE ........c.cceevvrrniiceeenrceeees 8790.7
Against the State ....... ...2461
Board of Control ................. ..8710
Capital Outlay Appropriations...........ccccoeveverinennnnens 8422.21
Claim Schedule
Consumer Use Tax Data .........c.ccoeeevvnnicciiinininnnne 8731
DGS SEIVICES ...ovvvrrcreererreiereeeereens 8471.44-71.63
DishUrsements........ccoovevriecreieini e 8422-27
Freight Bills............. .3851-51.2
“No Warrant” Claim .. ..8471.25
Processing Claims.......... ...8170
Real Property ACQUISItION........ccccvviriniiiciiiciiiinns 8705
Refund Claims........ccoceveeencnieccene 8240, 8424
Standard Entry NO. L......ccccoovviniicninnniecienas 10501
Corrections (FOrm AUD=16) ........cccccorrreererinrrnecinns 8422.5
Damage to

Commercial Automobile
Employee’s Personal Property
Private Vehicle............... 0757, 2430-42.1, 8777.1-77.2
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State Property, Third Party...........ccccovcevvnnncnnneen. 8778
Delinquent Invoices.................... 8471.51-71.52, 8473-8474.4
Direct Transfer by DGS........cccoovvviniicceiinncies 8471.13
NO WaArrant ........ccooevienninceencc e 8471.25-71.63
Purchase and EXPENSE .......cccovvvvirreuereeriresininieninnns 8170, 8422
Claims for Refunds...........cccvveirnnniiccccsnsees 11073.2

GaSOliNg TaX....ouoeerrererieeeieninesirisie e 8745.1-45.4

Governmental Cost Funds..........c.cococevne. 8240-41, 8424
Revolving Fund(s)

AAVANCES ..o

Claims to Establish..
Deficiencies.............
Standard Entry NO. L....cccovvvvinicicerrsneeeene

WaAITANES. ..o

Short or Damaged Shipments..

TOrt Liability.....cocoveeeeeiiiirieeceee e

Travel Expense Claim (See TRAVEL)

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

CONDEMNATION DEPOSITS FUND

INEErest INCOME ....cvvveeriieeriee e 8284.2

Std. Entry No. 32 Interest Received...........c.ccovcrvcunnnne. 10532
CONFERENCE

Rooms, Use After HOUIS ..........cooeveeviieeiiierciereiee s 1330.5

TrAVEL 101 0724
CONFIDENTIALITY

California Public Records Act...........cccccvevena. 4840.2, 4841.3

Classification of Information ..........ccccccevveivvervcriennenns 4841.3

Confidential Information............ccccoeeeveeveveieriicreccne 4840.4

Contract Requirements
Information Practices Act

CONSTRUCTION ...cocotierrierriiierrieinesieneienenns
Project Undertaking (RESD Form 23)...
Public Works Board Approvals............c.cccceceeennene.
Safety of Schools and Hospitals............ccccccevrrinicninae
Services Available, DSA........ccccovieiinneces

CONSTRUCTION MANAGEMENT AND QUALITY
ASSURANCE MANUAL.......ccooeiiiiic s 1454.3

CONSTRUCTION REVIEW.......ccoiviiiiiiiicis 1456.2

CONSTRUCTION SERVICES, OFFICE OF
Construction Management and Quality Assurance

MaNUAL ... 1454.3
CONLACES ...t 1454
INternet LOCALION .......ccovvvieiriiciiieiiir e 1454
Phone Numbers .. 1454.3
Program Purpose ..1454
Services............... ...1454
Statutory AUTNOTILY ........cooveviieiir e 1454
CONSULTANT SERVICES
Architectural .............. 1452.2
Information Technology.............. ...5222
Feasibility Studies & EDP Acquisition...........c.cccveeeenne 5202
CONTAINERS, RETURNABLE .......ccooneercrecereeens 8765
CONTRACTS
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Construction Services Areas I-IV, HQ ......c.c.cccoevvvienenee. 1454
Design Services .
Regulation Services
World Wide Web.........ccooiiiiiiiiiiccccene 1452
CONTRACT(S) cevevveerereiiresiereeesesssseesesssessesenens 1200 et seq.
AAVErtiSING SPACE ....c.cvvericieiiririeiieiee e 0560
Approval

General SErViCes.......ooviiicienineiecas 1215,1216

Fixed Completion Date .........ccoceuevevvernnninicnenes 1458.4
Authorization of Agreements.. .
Budgetary Approval............coccoenrnnnneeessnees
Centralized Purchasing (See PURCHASES)
CONtracts REGISIEN .......cvviuieieiieisr s
Exempted from General Svs. Approval .
Extensions and RENEWalS...........cccoeveienerneninneeenenns
Freight ShIpments ... 3802, 3885
General .......cocvvvrniniieicnienns ...1200 et seq.
General Svs. Approval Required ..........coccoeeeveevnineeenene 1216

HAZAIOUS........cocveeeiiiiereieeseisee e snnas 1216
Information Technology

(See PROCUREMENT, Information Technology)
Lease & Lease PUrchase..........cccoeeeenireriricecncnennnene 3700, 8632
Microfilm Services.........ccovvvveeeicinrirseeeeieens 1216, 1652

Project Undertaking (Form STD. 23)
Public WOrks ... ...0570

Rental........... .. 1216
State Contracting Manual. ...1205
Substitutions Committee.................... 1456.3
With Other Governmental Jurisdictions .............c..cccceuen... 8479

CONTROLLER, STATE

ACCOUNIS ..ot
AJUSEMENES 10
FUNA LEAGETS ...
Numbering of Ledger Accounts...
Conversion Deck Listing .........cccccovvnninicicennnnen,
Disbursements by
TranSTerS ..o 8451-60
Warrants .8421-27
Organization for Fiscal Management............c.cocccveennnine 7320
Payroll FUNCLIONS ... 8520
RECEIPLS ..o 8593.1, 8830, 10512, 18424.5
Remittance Advice (FOrm CA=21)......ccccccovrrecrvrnnenn. 8091.1
Salary Warrants, Distribution of ...........ccccovvinnne 8580-80.5
CONVENTIONS (See TRAINING, OUT SERVICE)
CORRECTIONAL INDUSTRIES (See FURNITURE)
CORRESPONDENCE
Format (Letterhead)........ccoovrereiininnriecenneeeesas 2820
Governor’s Office ..... ..0211
Memorandums.............. ...2820
Return Address, USe Of ........ccoevrenrieineieneenas 2250
COST ACCOUNTING (See ACCOUNTING, COST)
COST CONTROL ...ttt 1324, 1452.4
COUNTERFEIT CURRENCY .....ccvternirniiiernieineeeerneicnens 8072.1
COURT WITNESS ..o 8594.1
CREDIT CARDS
Acceptance of Credit Cards ..........coveeeiernnieecninns 8023.1
AT TraVel oo
Automotive Equipment .
Billing REQUIrEMENtS .......coovvvriiiciiicirieccceeenne
Charge NOtiCe Card..........cocevvrrrreiciinnseeee e
Department Responsibility for 4108, 8711.1
DBPOSITS ..t es 8032.6
Emergency Purchases... ...3629
RECOId OF ... 8711.1
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Vehicle Related Purchases .........cccocoeveeevevecievenns 3590.1-90.5

CREDIT REPORTS ...ttt 3514
Burglary, Robberies, and

CRIMES
Burglary, Robberies, and
Robbery Attempt.........cccvvirreeees
Stolen Property.....
Copying Prohibitions.
Data Access/Fraud......
Exemptions from Reporting .........ccccovvvriicecnnnnns
Notification of Actual or Suspected Fraud and
IrreQUIATTEIES ... 20080
Reporting by State Agencies (All) .......cccoceoevveiineeenne. 4845

CUSTODIANSHIP, OFFICE REVOLVING FUNDS.............. 8130
-D-
DATA PROCESSING (See INFORMATION TECHNOLOGY)

DECALS, IDENTIFICATION OF STATE-OWNED VEHICLES
(See VEHICLES, STATE-OWNED)

DECEASED PERSONS
AQE OF DESIGNEE ...ttt 8477.26
Deceased Employee Property Release .............ccccue... 8477.32
Deceased Inmate’s Personal Property
Funds and Property, Release of ............c.cccee....
REtUIN OF ..o

DEDUCTIONS, PAYROLL ......ccccooviviviiiniiicine
DEFALCATIONS (See CRIMES)

DEFENSIVE DRIVER TRAINING PROGRAM ..........cccccuue.. 0752
DEFERRED CHARGES AND INVENTORIES. .........ccccovunne. 7627
DEFICIENCY APPROPRIATION.....c.occoiveirnriemneirnereeenennnns 6536
DEFINITIONS
Agency Trust Cash Fund............. 8090.1
Allotment-Expenditure Accounting.........ccouevvvveeierernenn. 8301
Budget........cccoeeirniiieiieee .6000 et seq.
Bill e 6325
Cash, GENEral .........ccoeieeiiiireee e 8090
Change Book
Conversion Code LiSting........cccovvereeeiennnsseinesneienns 6430
Drawings, Architectural ..........ccccoovrrerennne. 1450.3, 1451.3
EQUIPMENT.....oiiiiiiiiiec e 8614
Federal Funds .........cccccoeuevae 17105
Federal Funds, Expenditure of
FOrMS ..o
Freight Bills........
GOVErNOr’'s BUGet .........cooeriiiiciciei e 6120
HEAAGUAITETS ...t 0710
Income ... ...8200
Information Technology 4819.2
Liquidated Claim.... ...8473

Minor Capital Outlay. ...6807
Offsetting.......ccccceveennns 8790.1
Permanent AppointmMeNt...........ooeeeiinirneeeenesreeeeens 6509
Position(s),
Limited Term.....cccooiiiriceeee e 6515
New .....c...... ...6512
Permanent ... ...6509
Temporary Help or Seasonal Blanket ...................... 6518
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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 ...........cococvevrvverveererererennnnns 0772

Warrant Release .........cccoevvvrvriceeniinnceeeereiens 8477.1
Disability .........ccceennne ..0483.1-83.
EXEMPL. i 0400
Extra Hours, Auth. & Comp. (See SPB PTM)
Housing, Equipment Furnished for...........c.coooevvciinnnnne 6227
Jury Duty
Leave RECOI......c.coviirieiiiiiieie et 8534
Maintenance Credit Notice

Meal, Cash Payment for..........c.cocooeveiennninncnne. 11072.1

Meal TICKEL ..o 11024

Refund for Unused Service... 11071
Meal Ticket BOOKS .................. .11022
Parking ......ccccoovnunne ..4118
Physical EXamination...........cccevrrniiieenieennnese s 0191
Prohibited PractiCes.........ccocoivrirrreieinreeeeesese s 3504

Recovery of Funds from...
Relocation and Moving....

Roster Card................
Separated Employees
Services to........
SEIVICE AWAIS .......ecveiiiiirieieee et
SUGGESLIONS ...
Travel Advances.
WAITANTS ...
ENCUMBRANCES
Accounting INSLrUCLIONS ........coovveveveiirinsereeee 8340-43
Capital Outlay .................. ...8343
General Ledger Accounts. ..10465
Lag o .8324, 8342.1
Leases (FOrm STD. 1) ...covvvvvreeeriririeieereesesee s 8342.3
ENDORSEMENTS
FOF DEPOSIL.....coviiiieieiieeieee s 8034-34.4
Revolving Fund Checks ... 8160
ENERGY ASSESSMENTS......ootiiiiririnieineeeieie e 1323
ENTRIES, STD, GENERAL LEDGER...........cccceu..... 10501-10651
ENVELOPES
For Paper Stock Checks ... 3696.2
USB OF 1 2261-62
EQUIPMENT (GENERAL)
AULOMOLIVE ... 3620-29
...6457
.............................................................................. 8614
Information Technology..........ccocoviiiicnrinnnnnicees 5210.1
Acquisition (See PROCUREMENT, Information
Technology)
Definition
Disposal.....
Terminal ..o
Food Preparation and Vending Machines............c.cccoeuue. 1330
Heavy Equipment .
1dentifiCatioN ........cceeiiiirecerc e
Lease/Purchase,
ANAIYSIS ... 3700-31, 5207
Format .......cccoovveveiieiiene e 3731
Lease-with-Option-to-Purchase ...........ccoccvveeenne 3750
Present Value TeChniques...........cooeveecervvenrnnnniees 3730
Review of Lease Decisions... ...3761
Lost, Stolen or Destroyed........ ...8643
Property Inventory .... ...8652
Purchase of ................ ..3558-58.1, 8631
Records, Livestock ....10991.1-.2
ReNtal OF ... 1216
Rental and Loans of ..........ccccceoevivnncicinnncccen 3522-22.1
Sale, Trade-In or Transfer .8633, 8640-42
SUrplus, INSPECLION........cceiiirieieeiri e 3521.1
TelecommUNICALIONS .........oueveriiieee e 4530
Unbudgeted Acquisitions Of .........cccoeeverinnnccinnnn 3521.4
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EQUIPMENT (OFFICE)......cccstemirniieeneerneseneeneeine 3671-78
BUAGEL.......ceiiiiciic e 6457
Identifications of. 3692, 8651
Lease/Purchase............... 3700 et seq
Lost, Stolen or Destroyed.
Microfilm......ccccovvnnee.

Purchasing ....... .

Rental and LOans .........ccvvevieciieceiinnicccicienens

SEOTAGE ...ttt

Surplus, Disposal

Typewriters, Care and Cleaning..........cccoveeererinnncenns 3671

WOrd ProCesSiNg......cccoveevriereeninirinieieeenesessenenens 3677, 4819.3
(See EDP Equipment Definition 4819.2)

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

Appropriation INCreases .........c.coveeereeenene 1460.2-60.3
CONSEIUCLION ...c.ovvvirccciceine
CONFIMMING....cieeiiecc s
Office Machine Repair
Service REQUITE ......cocvovvieveueiiriieieiciee e
Purchase (Form STD. 66)
Register
Books of Original Entry .........cocoovvcicvnninieeen 7222
Established POSItiONS..........cccovrreeieniinccceeee
Standard Entry NO. 2.......ccoiiiiinnnnicccneeee
Transfer of Allotment..
REQUISITIONS ...t
STD. 96
Correct Problems...........ccccreennnnicicceceennenes 3566.1
Encumbrances................. 8340-43
Inc./Dec. of Est., Purchasing.. 3559-59.2
ESTIMATING AND ORDERING STORES. ........ccooovuviinnnn. 10806
EXECUTIVE ORDERS (REGULATIONS)
APPIOPrIATIONS ... s 8301.2
BalanCeS.......cueiiirieiiii e 7957
Budgeting .... 6601-6603
PUBHCAtION OF ... 0530

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

From General Services Approval:
CONLIACES ..t 1215
FOrm STD. 23 ... 1452.2
Freight Bills.......ccociiiicccceecie 3851.1
Sales (See TAX)

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

Pool Car Expense, Claim for

Purchase & Expense, Claims

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

EXPRESS SHIPMENTS ..o 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

Rev. 397

Page 9 SUBJECT INDEX

—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. 397

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

ITEM CHANGE, PROPOSED NOTICE OF .......ccoovcerviireinnas 3560
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ITEM COUNT, BANK DEPOSITS......cvtiviiiiiinien e 8033.2
—J-
JOURNAL ENTRIES ...t 10501-53
COoNtroller’s........cvcveeiiiieeceeese e 8452, 8830
Plans of Financial Adjustment.............ccc...... 8452, 8715
JUDGMENTS AGAINST EMPLOYEES’ SALARIES ........... 8593
JUNKED PROPERTY ...cooviiiiriiicicierinneescisieiees 3520.9, 8643
K-
-

LAND (See REAL PROPERTY)

LATE PAYMENT PENALTIES..........covviiiinnnn. 8474-8475.1

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

CONMIACES......cciiiic s 8632

Information Technology...... 5206-07

Competitive Acquisition ..5211

MOAEI LEASE ......vvvviiriceccieiee e 5252

Lease/Purchase of Equipment
(See EQUIPMENT GENERAL)

Office and Warehouse Facilities.........c.ccccoeoeninrccnnns 1322.1
Authority .
Leasing SErVICES........ccouirrrueieieirieinieieieeesesesienenens 1322
Space AIOWANCES .......covvveieciricierirneeceiias

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..........cccovvvviicinennnnnneeens
Receivables, Office Revolving Fund
Stores, Institutional Stock Records...

.7829, 8302
....8810-14

Treasurer’s AcCoUNtability........ccovveeererirreeieirsieeenns 8880
LEGAL BASIS FOR
Budgetary Control..........cccovreeieniinneceseecen 6503
Finance and DGS CONtrols .........cccoeeiiecenvennnnicceenen 0150
Freight (Control Of) ........oceiiiinrccieec e 3800
Mailing Lists ............. .3150-51
Microfilm..... ...1650
Purchases..... ...3500
Reorganization Proposals...........c.ccccovrieceinnsccenene 0130
LEGISLATIVE ANALYST ..o 7360
LEGISLATIVE BUDGET COMMITTEE. ......cccocovvnierirrinenee. 6130
LEGISLATIVE/LEGISLATION.....cooviviiiiirieirniiieneieineeienns 6900
Bill ANAIYSIS ..o 6960
BIllS oot 6915
Constitutional Amendments 6920
Departmental Proposed Legislation.. ..6950
Enrolled Bill Report.. ..6965
Hearings ......ccoccvueee. ..6955
Legislative Calendar.. ...6905
Legislative ProCesS........cocoreieeninerrieieeeseses e 6945
RESOIULIONS ..o 6925-40
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LETTERHEAD

LIABILITY
Contingent and Real ............cocoveieinnnccceeee 8751
Insurance, State-Owned Vehicles...........cccccovevvrreiniennnns 2420
Tort, Payment ProCedures ...........oveveeeererereneeesnreneseneeeens 8712
LIBRARIES, COORDINATING DISTRIBUTION.................. 3120
LICENSE (S) AND PERMIT (S)
Federal Communications Commission .............ccccceevvevena 4530

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

LISTS, MAILING
(See MAIL MANAGEMENT SERVICES)

LIVESTOCK
INVeNtory REPOIt........ccveviiirciiciecse e 10991-91.2
SUrplus, Sale of ......c.coviiici e 10950
LIVING QUARTERS, STATE-OWNED .......cccoovvirvirieninennns 11030
LOAN AND RENTAL OF EQUIPMENT .....ccoccevmrrerienrrinnnns 3522
LONG-RANGE FACILITIES PLANNING........cccocoervvrierninns 1310.3
LOST, STOLEN OR DESTROYED
INfOrMation ASSELS.........eueeiririririeerirers s 4845
Meal Tickets, Certification for............cccoevvrnninicennne 11027
Personal Property..........c....... ...8423

Prohibited Practices
Property ......ccccceeeveennene

Resistance during RObDErY..........cccoovvvniniciiiirees 8000
State Property ................ 8640, 8650-51
SUINVEY REPOITS ...t 8650
LUMP SUM PAYMENTS, RECOVERY OF......cccoocovniiiiunee. 8596
—M-
MAILING LISTS ..ottt 3151
PARCEL DELIVERY ...cccoviiiinieneeneeeeeee s 3831
MAINTENANCE
Buildings and Grounds...........cccovreeeinnnecieinneeeens 1330
Information Technology .........c.coccervceinnnicicicinne 5220-.1

Model Contract for Information Technology....... 5255.11-.12
Telecommunications..

Vehicles, State-OWNed. ...........ccoviirciininc s 4101
MANUALS

Agency Accounting.........cccceeeeeee ...7150

California Accessibility Reference ..........c.ccoevvvvveeennns 1456.3

California State Structural Safety Interpretive

MaENUAL ..o 1456.3

Defense DIiVING........cocoiiceenirniceee e 0752

State Administrative Manual ..0001-0030

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

Approval by General Services.........cocooveeeoenrrniccienennnenns 1215

Equipment, Lease/Purchase.. 3532-33

Exempt from CSCR.......coiiiirirsereee e 1233
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Information Technology..........cccoevceieniinnccieirees 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 SEIVICES ..........cceueurerrnniniieieirieisrenens 4700
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
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—N-
NARCOTICS......oociiiieiriierrieieneieinieie e 3661.1
NEGOTIATIONS

Freight and Storage Rates...........ccccoevvnriiicinnnnns 3801, 3885

NON-GOVERNMENTAL COST FUNDS (See FUNDS)

NON-STATE EMPLOYEES TRAVEL (See TRAVEL)

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

OFFICE HOURS, STATE OFFICES. .......ccccovininieiiiicinininias 0180
OFFICE PLANTS ..ottt 1330.6

OFFICE REVOLVING FUNDS
(See REVOLVING FUNDS (Office))

OFFSET
ACCOUNEING TOT...viviiiieece e 8790.8
Claim ProCedure ........cocvvveeveviievieeseeseesveeas 8790.1-90.

OIL (See FUELS AND PETROLEUM PRODUCTS)

OPERATING EXPENSES AND EQUIPMENT
Accounting for

BUAGELING ..veveviiiieceei e
ORDERING AND ESTIMATING

INStItUtional StOFES........cveveveiiireiee e 10806

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

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

AGENCY .ot 8042, 18424.2
OVERDRAFTS ..ot 8047
OVERPAYMENTS

Collection Of ... 8776.5-76.7

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

Payroll Accounts .........cccccoevvrecennns 8593-93.3, 11072.2-.22

—_P—
PAPER AND PRINTED MATTER, PURCHASES ................. 3690

PARCEL DELIVERY (See DELIVERY SERVICES, PARCELS)

PARKING
Charges, Reimbursements for ...........ccocoeeevnnnnnccnens 0755
Employee Parking ................ ...4118
Loading Dock Areas............. 1330.4
Parking Lots, Maintenance of . ...1330
Vehicle HOmMe StOrage.........covvvveieemiieinininnnineeeieieieens 4109
PAY
Periods, Beginning and Ending Dates...........cccocovrreenne 8512
Plan, State ......cevveiieeeciiicreeeee e 8510
PAYROLLS......cccooviiriirrienns 8500 et seq.
Collection of Overpayment........8776.5-76.7, 11072.2-72.22
Disbursements 8421, 8451
Expenditure ACCOUNEING......c.cooovvvereririnrrnrecieenns 8590 et seq.
Expenditure RegISter .........cccovieciinnnicriceiesee 8361
Warrant REQISLErS .........coevrirrereeireeeee s 8361
PERFORMANCE STANDARDS
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Information Technology

Productive Use Requirements..........cooveevrvrerennenns 5203
PERIODICALS AND BOOKS, PURCHASE OF ..........ccco.... 3691
PERSONAL PROPERTY

Claims for Damage t0 .......cccvrvrvreereerererireeeeeseseseeeeenes 8423
Sundry, Private TrustS........coccoeeeennnncee s 19424-425.3
PERSONNEL ......cooitiiiiiiniieieeree e (See SPB Manual)
EXEMPL.civiiiiiiieiiecee s 0400-22.1
General Procedures, Payroll...........c.ccccoeennnincicninnne 8531-35
Help Wanted AdVertisements ............coovevreeeennnnneneees 0550
Personal Services
Quarterly AHOtMENLS.........oovviecirieierrcccies 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 ..o 0191-92
PHYSICAL INVENTORIES, INSTITUTIONAL STORES. 10860
PHYSICALLY HANDICAPPED (See HANDICAPPED)

PILOT QUALIFICATIONS ...t 0747
PLAN REVIEW ..o 1456.2
PLANNING
Long-Range Facilities...........coeveinnnncciennreeces 1310.3
MetropOolitan ArEas..........covviieeurecieiinri e 1310.3
PLANS .ot
Agency Information Management Strategy
......................................... 4819.31-.42, 4900.1-.03, 4925

Of Financial Adjustments 8715
Organization, Approval of ..
Statewide Planning..................

Telecommunications, Review of ............ccccccovvveviennnns

8452, 8452.2,

POLICIES
Architectural Revolving Fund............ccccocviinnnnnnnee. 1452.2
Authority for Form 23 Review
Request for FOrm 23 ReVIeW ..........cccovvviecuricecnnninenn, .
Request for Project Undertaking..........cccoovveccinnnenn. 1452.2

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

POOLED MONEY INVESTMENT BOARD.......c.ccccenierninnne 7350

PORTFOLIO MANAGEMENT ......ocenirnienienneeieeeenens 1310.3

POSITION(S)
BIANKEL ... 6439, 6518
Code NUMDETS.....cocvieriiiiiieisirs e 8533
Downgrading................ ...6406
Information Technology...........coceeeverinnnnniceiernine 4852
EStablished .........cccoorriiiiiineeeeee e 6521, 8531
EXEMPL. .o 0400-22.1
Personal SErviCes ..........cocoeirirnceieneeeesse s 6403
Reclassification ......... ...6406
Salaries and Wages ... .8341-41.1
Schedule ......ccccevnienee. 6424-6429
Vacant PoSition REPOIT ........ccouvreureiniriireeeresseeieenns 6445

POSTCARDS (See CARDS)

POSTAGE ... 8115
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PUIChase Of .......coviiiciicec e 8115
POWER OF ATTORNEY-REVOLVING FUNDS. .................. 8160

PREVENTIVE MAINTENANCE
(See VEHICLES, STATE-OWNED)

PRICE LIST AND CATALOG, CENTRAL STORES............. 3542
PRINTING ..ottt 2800 et seq.
AAVEITISING ..o 2825
Brochure, Pamphlet and Poster Printing ...........c.cocoeevene 2820
Computerized Addressing Services
Copying and DUPliCating .........ccocevevrerireereeeeresseseeenens
Costs2810, 2860
Desktop PUBIISNING..........coeiiiireenieese e
Dup. and Repro. Services
Electronic Publishing (Disk or Internet) .........c.cccoceevvnne 2820
EStIMALES.....c.eieieiciiiiei et 2810
Forms Printing ........... .2820
Interagency Mail Service................. .2820
Legislative Printing and Distribution. ...2820
Mass Mailing .......cocoeeeennnirincnene. ...2820
Master Service Agreements.. ...2820
Ordering FOM .......cceiiirreee s 2810
PNt BUYING....c.coiviieiiieieirnieeeieies e 2820
Prison Industry Authority. 2850, 2855, 2860, 2865
Publication Printing.........c.ccveeeieninnneccessssees 2820
Quick Printing .
Scheduling
Services or Supplies,
Authorization for ..........ooeeerennnenns 3571, 8472.1
Stationery Printing.........cooveeveinnneeee e 2820

UnNion Label ..o 2870
PRIVACY LAWS AND REGULATIONS .......cccooeveviiiereirens 1745

PRIVATELY OWNED AUTOMOBILES
(See VEHICLES PRIVATELY OWNED)

PRIVATE TRUSTS ....ocoiiiiiiiciciesnsee e 19420-25.3
PRISON INDUSTRY AUTHORITY
AULNOTIEY ..o 8476
PRINEING .ot 2850, et seq.
PUICRASES ...t 35805
PROCUREMENT
Information Technology
Authorization of Agreements............cocccvevvrrenenes 3507
Certification..........ccovevnecninnns 4819.41, 4832, 5200.7
Competitive Procurement Policy .........c.ccccovviinnee. 5205
Computer Terminal Equipment. 5291-93
OFfiCe OF .. 3500
Avrea Offices. 3558.3
SBIVICES. ...ttt 3510
Consultant Services. 5202, 5222
Delegation AUhOFItY ........ccoceuiuevciinnicciiae 5210.1
Extensions and Renewal of Contracts..............cc.c.... 5210
General Process..........coccveeveninincnn. ...5201

Interagency Agreement ..

Invitation for Bids (IFB) .... ..5212
Model Invitation for Bid ..........cccccevverveinenene.
Lease Purchase ..........c.ccceenene.
Model Lease
Limited Competitive AcqUISItioNn.........cccovvviriecuneee 5209
Maintenance
GUIAEIINES ..ot 5220.2
Model Contract... 5255.11-.12
POLICIES .o 5220-.1
Master Agreements.............c...... ..5207.5
Model Personal Services Contract..........c.c....... 5271-72
Multi-step Procurement Procedure................... 5216-.95
New Equipment Requirement
Procurement Plan...........ccccoevvveiiienieniccseeennn
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Productive Use ReqUIrement...........ccouvueeerinniseenenreseeeees 5203
Protests, Disposition of ...... 5210.2
Purchase Option Credits..... 5208
Request for Proposal (RFP) .. ..5213
Request for Quotation (RFQ)........... ..5214
Sole Source (Non-Competitive ACQUISItion) .........ccccvrvrvriereiennns 5209
OFfICE OF ..
Area Offices ..
SEIVICES .ottt
PRODUCE STORES
Institutional Accounting.........ccceeeeerereniriciens 10822, 10920-94
PROFESSIONAL POLICY ....ccoviiiriiieniierniereneienneeneeeenns 1456.2
PROGRAM CHANGE
Letter Of NECESSITY ....vvveveiiiririreeerere e 6536
PROGRAM PURPOSE
CONSEIUCLION SEIVICES ..ot 1454
Design Services .
Regulation SErviCes..........cocevvniicriciern s 1456
PROJECT MANAGEMENT ....c.cetiiiiriieirieineieneeeeee e 1315
PROJECT PLANNING
Architectural Planning .....
Cost Control Engineering.
ReVIiew Of PIans.........coovveeiiiinneeeese e
PROJECT UNDERTAKING, REQUEST FOR...........c.c...... 1452.2
Agencies Exempt From ReVIEW...........cccoevvvrninicnnenn 1452.2
FOrm 23 ..o ..1321.12, 1452.
POIICIES ... 1452.2
PROPERTY (See also REAL PROPERTY)
ACCOUNEING oottt 8600
Acquisition (Real Estate) . ...8705
ClaSSES OF ...t 8652
Damage to.........coeviirriirei e 8777.1-78
DisSposal.......cceeveiniieieee 0510, 1322.15, 8640
Federal SUrplUS........cccoooiviiveecieccceae 3521, 8422.107
JOUMNAL ENEFIES.......viiiiicice e 8670
Ledger, Subsidiary Records ..7821
Lost, Stolen or Destroyed. .. 8643
Management................. ...8600
Reconciliations... ..71924
RECOTUS ...t
REPOITS .t
Reutilization
SCrAPPEA ...t .
Survey Report (FOrm STD. 152)........cccccervnnnrinicnneen 3520.3
LivestocK........ccoevreerenee ...10991-91.
Vehicle DiSposal .........ooveiininisnieeenisseeeees 4111
Transfer ... 3520.4
PROPERTY SURVEY BOARD ......ccccovimmiremnerneireenieenens 3520.3

PRO RATA GENERAL
ADMINISTRATIVE CHARGES...........ccoooiiiiiiiiis 8754

PUBLIC INFORMATION (See INFORMATION)
PUBLIC WORKS BOARD

Preliminary Plans, Approval of ... 6851
Real Property Acquisitions

Working Drawings, Approval of ...........cccoeeiinninncicens 6852

PUBLIC WORKS PROJECTS

AppPropriations............ccevvieeeee. 1458.21-58.22, 1460.1-60.3
Design and CONSLrUCTION...........ceeeeueueirinirinericcieieieiens 1451.3
DiShUISEMENLS ......c.cviviiiriiiiicrcee e 8454
RESD FOrm 23.......cccoviiiiiiiicesiccse 1321.12

PUBLICATION OF REGULATIONS (See REGULATIONS)
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PUBLICATION(S)
ACCOUNTING TOF ..o 8785
Administrative Regulations..........cccoovevienirrreeieninenns 0530
Definition of ..........cccoc...... .
Distribution for Libraries..
Exception to Definition..... ..
Federal, PUrchase of .........ccccoouveeeeiiniseece e
Libraries (See LIBRARY DISTRIBUTION ACT)
Publications and DOCUMENES ........cccovrvrvrverereernrisirieeeeeanens 3120
PUIChase Of .......coiiiiciicccee e 3571
State Administrative Manual ..0001-0030
SUBSCIIPLIONS ... 3690-91
PURCHASE AND EXPENSE CLAIMS,
DISBURSEMENTS .....oooiiiiiciccceeeee e 8422
PURCHASE ESTIMATE (Form STD. 66)
Estimating QUarterly .........cccooovvvvnieneeeesnne s 10806
REQUISILIONING ...t 3550
PURCHASE ORDER.......cccotiiiininiiinieieeieee e 3565
INSEIEULION ... 10807
PURCHASE ORDER CHANGE
(FOrM GSOP 7).ttt 3566-66.2
Sub-Purchase Order...........ccouvevveeviereneeseesere e 3570-72
PURCHASE(S) ..oovvvveeeoeseeesseeeeesseesssssssssssssssssasnseens 3500 et seq.

AlICONOl, TaX FIEE...cviviveeiicteeteceecee e 3661.3
Bookkeeping Machines................... ...3678
Centralized Purchasing, Relief from.. ...3500
Contracts, Centralized Purchasing .........c.ccccccevvnnccnnnns 3500
Delegated Purchasing...........ccceceevrvririeernnnnns 3506, 3571-71.1
Delivery COmMmItmMeNnts..........cccoeeririrnreeieninnssieeneens 3511.2
Fresh Produce .........c.cocevvvnnicccicenns .10807.1

Improper Ordering on Sub-Purchase Orders.
Installment & Lease/Purchase Accounting ...

Institutional StOres.........ccvcevvvervveivneininens 10808
Lease/Purchase Option Credits (EDP)........c.cccouevveeveuennnne 5208
Light GIODES ... 3631
Limit

Delegated........oceeiirireecee s 3506
Model Contract

LLBASE .ttt 5252

Maintenance ..... 5255.11-.12

Personal Services.. .. 5271-72
Purchase................ ... 5261-62
Model Invitation for Bids..........cccoveeiiiinnneciirnccene 5221
Pencils, etc., for Employee USe.........cccovviniciicnnnnnenn. 3676
POSEAGE ... v 8115
Printing (See PRINTING REQUISITION)
Prohibited PractiCes.........cccovrnieeiininneece st 3504
PUBIICALIONS ... 8114
Requisitioning Procedure ..........cccocoveeiennnsccicnenns 3550-58
_Q_
QUALITY, CODE DEVELOPMENT .....ccotiiiciiirinriieeene 1456.2
-R-
RATE, AGREEMENTS, FREIGHT SHIPMENTS ....... 3801, 3885
REAL PROPERTY
ACQUISTTION <.t 1323.12
Appraisal...... .

Easements
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GIES oo 1323.12

INVENEOTY ..o 1324.14

Leasing State-Owned Property to Others . ...1323.1

Posting of State Property.......ccccccovvevue ..1323.14

Proactive Asset Management.. ...1310

Real EState SErViCeS ........covviiiieiiiiiiinseeeeieesssees 1322
Relocation ASSISTANCE ..........ccevvriririiieicieieers e 1323.12

Statewide Real Property Inventory .1324.14

Surplus State Lands.........cccevvreieeiennnnneeneeeeens 1323.13

Transfer of Control and Possession Between

State AGENCIES ....oveieereieieieirrre e 1323.12

RECEIPTS

Cash TranSactions ..........cccceeeennninecceee s 8020

Institutional Stores Accounting..........c.coovevevervenenn. 10821-23

Private Trusts

TRANSTEE 1.
RECONCILIATIONS

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

Bond and Treasury Sys. ACCLS. .......cccoeerrrerrrenenenene 7923, 8060

Office Revolving FUnds.........cccoovviviciciinncinen. 7922, 8193

Property........c.ocoevnene

TYPES OF ot

RECORDING SERVICE ESTIMATE

ADVANCES ......ccoooiiiiieeeeese s 8471.23-71.61
RECORDS
ACCOUNTING vttt 7220-23.4
Employee Attendance ..........cocoeveirnreeciennnse e 8539
Farm ProduUCES .....c.coveiniiicicieensseeee e 10920
Stock, Institutional Stores . 10851-52, 10860-61
Subsidiary, ACCOUNTING ......ccvvvereeriririreeieeere s 7800-32
RECORDS MANAGEMENT
Abolished Organizations...........c.ccceeeeerrneecnnnneceens 1687
ASSISTANCE ...t 1695
Biennial Progress Report on
Records Management...........ooeeeeninenireseenenenenennns
Development/Implementation. .
Electronic RECOMS ..........ceeiieiririeieeirrieiee s
Establish/ AdMINISTEr ........c.ceviririiieceeee s
Forms Management...
GOVErNMENE COBS.......cvevvviierrerereeeieier s
Guidelines, Fact Sheets, Handouts............ccccceevririceenene. 1695
Management Practices/Recommendations .. ..1614
Obsolete RECOrds .........cocoevivrnericcerineens ..1611
PUbBIIC RECOTAS ...t 1602
Records Disposal... 602, 1611
Transfer of CUSLOY.......ccoovvriireeeeieeers e 1687
RECYCLE
Garbage ColleCtion............oceerieirinieeiinireeeeeene 1900-60
Paper (White) ...1900
ReCyCle, PrOJECE.......cooveueieiiiieieeire e 1900
RECYCIING. ... 1900-60
REFUND(S)
ACCOUNTING TOF ...vviire s 8240
Cash ACCOUNTS.......ccriiirieieierieirieieie et 8095

REVENUE ...ttt
Unused Services, Claims for ...
Utility Services LiNeS........cocoovveeuiennnnniceeiesssnnns

REGISTER, BOOKS OF ORIGINAL ENTRY, ACCTG......... 7222
Rev. 397
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REGULATIONS, OFFICE OF

(See EXECUTIVE ORDER).......ccccoevurivinniniiencnes 1456-1456.3
REGULATION SERVICES, OFFICE OF
CONLACES ... 1456
Functions ............ 1456.2
Internet, Location ... 1456.3
Program Purpose ...1456
Publications ........ 1456.3
Statutory AUthOFILY .........ccceeiinccee e 1456.1
REIMBURSEMENTS
Advances for Travel EXPENSES........ccccvrvrvrerirrereerereseseerens 8117
Budgeting for.........c.cccceeenne. ...6463
Cash Purchase Funds. 8112.5
Classification of...... 11071
Crediting Of ..o 8287
Interagency ApPropriations..........ccccoeevreeererenreseenesnnens 8453
Mileage ......ccccovvvrircrcunnne
Non-State Employee
RENTAL PAYMENTS ..ot
REORGANIZATION ..ottt 0130
REPORTS ..ttt et e et e et e e 7900 et seq.
REQUEST FOR PROPOSAL .....coiuiirininirieirieeeiesieisisese s 5213
REQUEST FOR QUOTATION......coiiriririnirieeieinieisesereeeees 5214

RESEARCH GRANTS (See GRANTS)
RETIREMENT FUND(S)

List of Retirement FUNAS..........ccccoovveiiieveiseecccen 16400
Offset-Retirement
Payroll FUNCHIONS...........ociiiiirece e

RETURN ADDRESSES (See CORRESPONDENCE)

RETURN OF STOCK ......cociiitiiiieeiietcteeeree e 3543.4
RETURNABLE CONTAINERS ..ot 8765
REVENUE

Accounts, SUDSIAIArY ..........ccceeeervrinineeinriresseeeens 8212-13

Statements OF .......covvveiiciice 7956

REVERSION (See APPROPRIATIONS)
REVOLVING FUND (OFFICE)

Accountability ........... 8100-93, 8111.2, 8112.6, 8121.1, 8130
Accounting and Cash BOoK........c..cccccevivrvrirneieininnns 8190-93
AAVANCES ..o 8425, 10501
Cash Purchase Funds............cccceevvevvieveenennane. 8112-12.5
INVOICES.....cviveiinan ..8112.2
Reimbursements 8112.5

U.S. Agency-Working Fund..........cccccevvreccninnnenn. 8122
AUGMENTALION ... 8170
Cash, Ledger ACCOUNT ........cvreveeeririnieieee e 10402
Claims for Reimbursement... ..8170
Custodian............oceuuee. ...8130
DefiCIenCIes ......cvvvvricciciceiee ...8072
Disbursement Voucher (Form STD. 438). .8140
Endorsements (Power of Attorney)........ ...8160
Establishing Of ..o 8170
Establishing Funds for..........cccoovvinicieinncccene 8425
Institution Cash Payment Fund .............ccccoevvennnccninnnene 8121
Invoices Scheduled for Reimbursement

Discount INVOICES ........cccvvvicriiirciesecs 8113

Reimb. Voucher & Invoice Recording. .. 8422.108

Replenish Cash Purchase Fund..........c.cccocceeeeninne 8112.5
Office Revolving FuNds ..o, 8100-93
Payment Authorization for

DiscoUNt INVOICES ......c.cuvvivrrriiiiciciceie e 8113
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Registration Fees........coceeriririreiceinisreeeeeren 8120
Petty Cash Funds

Cash Fund (Institution) .. ...8121

Change Funds............. .8111-12.1
ShOMAGES ..ot 8072
Purchase of
Bank Drafts ........cccoooeviveveiiiceceee e 8123
Postage
Publications, Federal............cccocevvveviienicinieiieenns 8114
ReconCiliations.......cccovvveeeirivieeece e 7922, 8193
Reimbursement, Claim Schedule..............ccceu.... 8170, 8422.25
Salary Advance
SHhOMAgES IN..veiiieeee e

REVOLVING FUND (SERVICE-GENERAL SERVICES)
AQVANCES ...
Advances and Estimates...
Architecture..................
Billing for Services ..........
Direct Transfer for Services
INVOICES ..cvveveeiireeieee e
Preparing Service Estimates
Processing Claims for ...
Recording ENtries.........ccoovoircciiinrsecee e
Recording Estimates.........
Returning Unused Balance..
Revising Estimates............
Service Revolving Fund...........ccccoconinniicninnnne

ROBBERIES (See CRIMES)
ROUNDING FIGURES...oooccecccccereeessesssescerreeessessssssereeeeson 8299.1

SAFES AND VAULTS ....cccoovninen .
Placement of for Security Reasons ...........cccoeeervevrrnnenes 8025

SAFETY
Construction of School and Hospital ....1454.2
Operation of Vehicle.........ccccoeovvniinnns .0750.1-54
Requirements for Privately Owned Vehicle...................... 0753
Standards for State-Owned Vehicles........................ 3622-22.4
Structural Safety ... 1450, 1456
SUGGESLIONS ...t 4700

SALARY
AVANCE....cooiiiitie e
Allotments, Budget Control
Billing fOr SErVICeS ....ccovvvivriieeeierie e
Budget-Schedule 8 ...

Hourly Rate for Services..
Judgment Against......... .
SAVINGS vttt
Warrants
Deceased EMPIOYEES.........cccvvvririiicneicinieisininenes 8477.1
Distribution of ..., 8580-80.5

SALE

Real Property
Surplus Products, Farming Operations .............c.c.ccceuee. 10950
Surplus Products, OFfiCe ........cccoveininnrrceireece 3520.4

SAVINGS ACCOUNTS, TRUST AND AGENCY FUNDS
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SCHEDULE (See BUDGET, Schedule)

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

SEAT COVERS, AUTOMOBILE (See VEHICLES, STATE-
OWNED)

SECURITY
ACCOUNTS, TIEASUIEI S ...t
DEPOSILOI™S ..ottt
Information Technology........ccccocovevivniririninnnnnns
Investments of Trust Moneys..
REGISTEN oot

SEISMIC BUILDING PROGRAM ........cccovviminniniiincnne,

SEISMIC CERTIFICATION ..o 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 .............cccoccevenne 1450-1456.3
Automotive Equipment INSPECtion...........ccovvvvreerirenenn 4113
Billing for Services (General) ......... 8740, 8753-58.1
Buildings and Grounds Maintenance...........ccccocevrreeenens 1330

Billing for ........cocooeniiicininnne 1330.1
Copier Maintenance .........ccccoovrereeeninesirieee s 2130
Direct Transfer by DGS.........cccovviiiennnnnneeeienes 8471.13

Duplicating and Reproduction
(See REPRODUCTION)
EMErgency SEIVICE ........cccoeiririririeeeine e
Employees .................
Grounds Maintenance..............
Interagency Administrative Costs...
Medical and Hospital................
Motor Vehicle REPAIT........cccvirriiiieiiiersreeeeieieias
Provided by Department of
General Services........ccoovvicinniniccnnn,
Shipping (See TELECOMMUNICATIONS)
To other than State Agencies ..

To Tenants
SHORTAGE

Budget DefiCIENCIES .....vvveveeeriireieeree e 6536

ReVOIVING FUNG ..o 8072
SICK LEAVE AND VACATION RECORDS..........ccccorirruneae 8539
SIGNATURE CARDS (Also see CARDS) .......ccccovvvnienneee. 8001.2
SMALL BUSINESS

PUFCRESE. ..o 3571
SMOKING

Ban on Smoking in State-owned or Leased Space ........ 1330.5
SPACE

ACHION REQUESE ... s 6453

AllOWANCES ..., 1321.14

Interior Space Planning and Design..........ccccoeevrureeenene 1320

Office and Warehouse Facilities (See LEASE)
SPECIAL ..ttt

Acts of Service (See MERIT AWARD PROGRAM)

Deposit FuNd .........ccovevieeieinnieees 18420, 18424.5-424.7

PUIPOSE TIUSES ...t 19440
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SPECIAL ACCOUNTS

(See OTHER GOVERNMENTAL COST FUNDS)
SPECIAL PROGRAMS. ..ot 1452.4
SPECIAL PROJECTS.......coiiiiiiicinic s 1456.2

SPECIALIZED TRAINING (See TRAINING)

STATE ADMINISTRATIVE MANUAL (See MANUALS)
STATE ARCHIVES ... 1614, 1673.1
STATE BOARD OF CONTROL (See BOARD OF CONTROL)

STATE BONDS, ACCOUNTS ... 8931-32

STATE BUILDINGS

Building MaintenanCe ...........ccoeeevevvnnnicceressneeens 1330
Charges fOr SEIVICES ........cccorrrreeriirreeeeeesesieieeens 1330.1
Display of Art, Posters and Notices.. 1330.7
Grounds Maintenance................. ...1330
Service Information............ccoeveueee ..1330
Use Outside of Regular Working Hours...........c.cccce..... 1330.3
STATE COMPENSATION INSURANCE FUND
(See INSURANCE)
STATE CONTRACTING MANUAL .....coorivernierrriierieneeens 1205
STATE CONTROLLER’S ACCOUNTS
(See CONTROLLER, STATE)
STATE PRICE SCHEDULES..........ccooninieienineins 3531-33
STATE TREASURY SYSTEM .....ccovvivricrniiniriennns 8001, 8890
STATE TREASURER’S ACCOUNTS
(See TREASURER, STATE)
STATEMENT OF
OPEratioNS .....vvviiiiirce e 7963
Financial Condition............cccoveerinnnccciinncecese 7979
Fund Condition...........cccvvniiiciii e 6481
REVENUE ...t 7956
STATEMENTS, BANK ......ccoovirierriirienienas 7967, 8050, 8060
STATEWIDE COST ALLOCATION PLAN ......cccoovvvvnnines 8755
STATEWIDE PLANNING.........ccovmeniinierieneins 1100 et seq.
STATIONERY
Letterhead..........ococeuiveiiniice 2820
PriNting OF.....coovieeiec s 2820
STATISTICAL RECORDS FOR PROPERTY
ACCOUNTING ..ottt 8660
STATUTORY AUTHORITY
CONSErUCtioN SEIVICES ......o.vveeieiirirriri e 1454.1
Design Services

Regulation ServiCes..........cccoivrriceieniiriseeseesesisieeiens 1456.1

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

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

STOLEN (See LOST, STOLEN OR DESTROYED)
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STOP PAYMENT REQUEST (Form STD. 432)............... 8044-46
STORAGE .......cciistseee ettt
Bills, AUt OF .......cooiviiiiciccc e
Household Effects ..
RECOMS ...ttt

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

SUB-PURCHASE ORDER

(Form STD. 40A) ...coovvvrriiicceriis 3570-75.1, 8422.103
SUBROGATION RECEIPTS ... 8775
SUBSIDIARY RECORDS (ACCOUNTING) .............. 7800 et seq.
SUBSIDIARY REVENUE ACCOUNTS.........ccccovevniiiinns 8212-15
SUB-STANDARD COMMODITIES........coooviiiiiiniiciciene 3510.4
SUB-STOREROOMS. .........coviiiiiici e 10831.1
SUCCESSFUL PLAN REVIEW ......ccccovviniiiiciiccie, 1456.3

SUGGESTIONS, EMPLOYEE (See MERIT AWARD)

SUPPLIES

Accounting, Institutional ...........c.cccoeevrnnnnnenen. 10800-892
Blanket Estimates.......... ..8342.2
Catalog and Price LiSt ........c.cccoevrnniineeeninrnncces 3542
Deliveries from Material Services.........c.cccoveureeiencnns 3543.2
LEUGET ...t 7818
Ordering from Material Serv. Sec. .. 3543-43.1
Produced, Stock Records.......... ... 10920-980
Stock Received

Report ......ccoveneee. 8422.20, 10808-10822.1, 10872-73
Warehousing and INVENtory ...........cccoveevnnnienneen. 3535-36

SURETY BONDS (See INSURANCE-SECURITY BONDS)

SURPLUS
Data Processing Equipment.. ...5903
Disposal ........cccovreerienene. ...8643
Farm Products, Sale of .. .10950
Heavy EQUIPMENT ... 3615
Information Technology Equipment............ccccovunee. 5901-03
Information Technology Supplies... ... 5951-53
Money Investment Fund.......... ..8284.1
Office EQUIPMENT ....covviiiieceee e 3520
Property, Purchases ... 3521, 3671
Property, UIlization .........ccccovvveeeeiirseece e 3671
State Lands ...c.cvvvveeeeiiieieeeres e 1322.15
SURVEY REPORT, PROPERTY ....ccccovviriniiieinininnreeeenene 3520.3
T
TAX
Federal
EXCISE TaX 1vvvviveieieriirisieieeeesesie e 8711.3
Exemption, Motor Vehicle Fuel..............ccccccceeenne 8745.5
Exemption, PUrchases ..........cccocoeevvrerinnas
Use Tax on Civil Aircraft...
Income Tax, Withholding...........cccocvivriiinccinienne
MOVING EXPENSE.......oviiveniiirisieieei st
Personal Property.
Refunds, Gasoline ..........c.cccceuee.
Reportable Payments to Individuals...
Sales & USe TaX ....coveevirerirniccinns
Non Taxable Sales
ULIHILY USEI™S .ot
Withholding......cccccoevviviiricciceenn,

TAXI SERVICE (See VEHICLE, COMMERCIAL)
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TD SERVICES ..ottt 4540
TEACHERS' RETIREMENT SYSTEM (See RETIREMENT)
TELECOMMUNICATIONS (See Chapter 4500 Index)
TELEPHONES (See TELECOMMUNICATIONS)

TELEPHONE DIRECTORY, STATE .....cooiiiiiiereecce 4550

TEMPORARY DISABILITY COMPENSATION
(See INSURANCE)

THEFT (See LOST, STOLEN OR DESTROYED)

TERMS AND DEFINITIONS ........ccviiiiiiiicncce 1710
TIME OFF
EXPErt WILNESS ......cveiiiiieieiceiee e 8594.2
HOIIAYS ... 8740
JUPY DULY ..o 8594

Subpoenaed Witness ....

Travel Status, While on..................... .

When Charging for Employee Services...........cccccovvrieee. 8740
TORT LIABILITY

Accident INVestigation ... 2455

Budget .

Payment ProCeaUre...........cocvrieiririeeeriiriisieeese s 8712
TRADING STAMPS ..o 3613
TRAFFICTRANSPORTATION MANAGEMENT ......3800 et seq.

AQGENCY ASSISTANCE ...ttt 3803

Forwarding Bills for Approval............ccccoevvvnnnniccenne 3851
TRAINING

CONVENLIONS. ...t 0724

Driver .

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

CONVENLIONS ....cviiieee e

Out-of-State Travel . .

Registration Fees.........coceeririineiceiinsseeeeesesa
TRANSFER(S)

Budget AHlotment..........ccoeiviviereeercee s 6539, 8324

Controller’s .8451-60, 8830

Equipment within @ Fund ..o 8640

SUIPIUS PTOPEIY ...t 3520.4

VENICIE ... 4112
TRANSMITTAL OF CORRESPONDENCE,

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

Advance..........ccoeeinnenn. .8116-17, 8180

Advance Approval to Travel... ...0760

Aircraft, by ..o, ...0740
Use Tax on Civil Aircraft...........cccccovevnninnninn 8737
Audit of Transportation Invoices... .8422.114, 8711.3
AUtomMODIle, BY .....c.cooiiiiicie 0750
BOrdering States .........cccvrvririieieieirinsri e 0710
Conventions, Conferences, or Business Meetings............ 0724
Credit Cards........oovereverrreeeeenienseeeeseee 3629, 8711.1-11.2
Deceased Employees, Return to
HEeadqUATTETS .......ooveveeeiirerecc e 0772
Agency Verification
Extra Hours, Credit fOr...........occoevirncccieinnccccnes
INSUFANCE ..ot
Non-State Employees
OUL-0F-COUNLIY ... 0760
OULE-OF-SEALE ... 0760
Per DIBM ...t 0721
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Public Transportation, Use Of .........ccccooiiriiinnnninicieens 4117
Relocation Allowances......... ...3829
Rental Cars, Commercial...... 4117.2
Time Off During Travel Status

Travel Log (Form STD. 273) . 4107
Vehicle Use Determination ...........ccoveeereeneenereeeneens 0750
TREASURER, STATE
ACCOUNES ... 8900-32
BONd ACCOUNTS ... 8931-32
MaNAGEMENT ......coviviiiiri e 8900
Organizations for Fiscal Management ...........c.cocooeveeunnee. 7330
TREASURER’S
ACCOUNTABILITY LEDGER.......coovrierniirrinans 8900-32
TRIAL BALANCES ...ttt 7962
TRUST
Agency Trust Fund Cash..........ccoeervnnnniccnnnen 8090.1
DepOoSits LEAGEN ......c.cueuiniireeieieeeresieieiee e 19421
Inmate’s Personal Property............ 19421.3, 19425.2-19425.3
INVESIMENTS ..o 19460-64
Private (Money Securities &
Personal Property) ......c.cccoeeereenneccieinnnnnes 19420-24
Special Deposit Fund ....18420
Special PUIMPOSE ....ceeiiiieicieire s 19440
Trust & Agency Funds
Bank ACCOUNLS ......c.cccvvriniicicicieecriees 19462
Federal ........... 171001-400
NON-TIEASUIY ...ttt 19400
Savings & Loan .19463
OhET e 18420

Unclaimed MONEYS..........ccovvvrvrrierrinrinnnns 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........ooiiiiiiiicic s 7110-7150

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

UTILITY BILLS, CONSOLIDATION OF
REMITTANCES ..ot 8422.110

UTILITY SERVICE LINES, CONTINGENCY REFUNDS....8750

VAULTS AND SAFES. ... 8024-25

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

VEHICLE, COMMERCIAL
ACQUISTTION ..o s
Automobile Rental.........cccccovcenenricnienne
Damage, Reimbursement for
INSUraNCe COVEIAGE .........vvvrrerrererreeiemreserseeeemnesenseeneneens

VEHICLES, PRIVATELY OWNED
Accident RepOrting........ccouovveeeinnnnieeeneseseee s 2440
AUhOriZation 10 USE .....c.ccvvviriniriiiicieieisene e 0753
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Damage, Reimbursement for...........ccccovveiiinnnne 0757, 2541.1
Insurance and Safety Requirements.........cococeeervrvrvreeeennns 0753

Insurance ........ ..2420
Mileage Rates. ..0754
Motorcycle ......... ...0759
Parking Charges ........ccoveevriniviseeiesssee e eees 0755
Use 0N State BUSINESS ......ccovevrueeiririnieieice s 0750-55
VEHICLES, STATE-OWNED
Accident Reporting .........ocoevveeennnienneees 2440, 8777.1-77.2
ACUISTEION .o
Annual Inventory .. .
AUCTIONS ..ot
Automotive Equipment, Purchase of ...........ccccoovnneee. 3620-29
Credit Card USe.........coooerverrierrnirieennes 3629, 3590.1-90.5,4108
Damages t0.......cceeviririircer s 8777.1-77.2
DEfiNition .....c.cceiiiiircc s 2520.1
Disposal of..........cc.c..... ..4111
Fleet Vehicle, Typical ......... ....3620.1
Fuel and Petroleum Products ..............cccoveeeenviennnnne. 3681-89.2
Glass and Windshield Replacement............ccccccccvvnnnine 4115
Handicapped, Equipped for ................... ...4100
Home-to-Office Use of and Home Storage . 4109
Identification ... ..4104
Inspection..... ..4113
INSUFANCE ...t 2440
Liability INSUFANCe .........ocovvieciiiiiiccceeeee 2420
Maintenance .
Maintenance Standards ...........c.cccevrrnieicennnnees 4101
MISUSE OF ..o 4105
Modification... .3620.2, 4103
POOI VENICIES. ... 4100
Charges for ... ...3629
Preventive Maintenance............ococeveeinnerecennnsesenes 4101
Purchase .......cccccevevenene. .4110-12, 6220
Responsibility for...........occocoincciiieccc 4100 et seq.
Safety Standards..........cccoeeevrnninicceee 3622-22.4
Special Passenger .. ....3620.2
Surplus.......ccceue. ..4113
Travel LOgS ....ccovovrvennne ...4107
Use Private/State-Owned . ...0750
Usage Report........c.cccvvvenne ...4106
Utilization, Responsibility for............coooneiiininnnnns 4105
Window Decals and INSignia ..........ccccooereecnennnnceens 4115
VENDING MACHINES.......ocooiieeriereeeeeeeneens 1322.1
VERIFICATION OF ACCOUNT BALANCES.........ccocovvunee. 7921
VOUCHERS, PURCHASE AND EXPENSE CLAIMS
FILED WITH STATE CONTROLLER.......c.ccccenerninnne 8422
~W-
WAGES (See SALARY)
WAREHOUSING, EQUIPMENT ......coviiirnierrrereeneeies 3536
WAREHOUSE FACILITIES ... 1322.1
WAREHOUSING, SUPPLIES .......ccccooiniiiciennneccienes 3535
WARRANTIES, MANUFACTURER’S
EQUIPMENT ...ttt 3515
WARRANTS
Alteration or FOIgery.........cccmeennnniiiceeisseecies 8041.1
Canceled.........c.cceuune. .8042, 8281,8580.5, 8830, 18424.

Check Drawn................ ....8041
Check Signing Machine....... ...8081
Check Signing Rubber Stamps .........ccoveeeiennnireieenens 8082
Checks Received, General Handling

INSEIUCLIONS ... 8020-99
Check Stock

Deceased Employee
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Delivery of Claim or Invoice,

Payment for ........ccoeeeevvirvneeieiesse s 8041.2, 8422.6
Deceased Employee, Payable to ..8477.1
Salary Warrants ............cceeev.n. 8580-80.5
Disbursement by Controller ............c.ccccoevninccicnenne 8421-27
Dishonored Checks...........ccooveveverircinenn. 8043-43.1, 10511
Disposal of Check StOCK .........cccovrreierinirrieceirseieens 1750

Employee Separations....
ENdOrsements..........oveeenienninieenenennne

Outstanding
Payable to Claiming AgeNCY .........cccoevrriririeernueininnnens 8422.25
Payable to COUNLIES ... 8422.26
SAIANY oo 8580 et seq.
SECUNITY OF . 8041-41.1
Signatures REQUITE ..........cveernininiiicceiesccies 8041
Uncashed or unclaimed ................... 8042, 8281, 18424.1-24.7
Undelivered Salary .........c.cococevnnnininicncennses 8580.5
Unsigned Checks Received (Endorsement)..........c.ccccvuene 8036
Unused Checks, Disposal Of...........ccccouvevinnnicicceninns 1750
WATER, BOTTLED ..ot 3571.2, 3612
WITHDRAWALS BY CHECK......cooorierrierceeees 8040-48

WITNESS, COURT (See TIME OFF)
WORKERS’ COMPENSATION (See INSURANCE)
DESKTOP AND MOBILE COMPUTING

Definitions
Exclusions

Roles and_Responsibilities ............ccooveiecnnininnen. 4989.3
Statewide POLCY ......cooovvveieiirnccc e 4989-4989.
WORKING CAPITAL AND REVOLVING FUNDS............ 13400
—X—
—Y-
YEAR-END ACCRUALS .......ccoovverierrinns 8380, 8860, 10600-15
YEAR-END REPORTS......coviiiiiiiie e, 7950 et seq.
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