SAM—SUBJECT INDEX

ABATEMENTS
Crediting......c.ceeeereieieccee s
Journal Entry, Kinds of .
Ledger Entry POStING........ccooverecinmnininicccieiesneeee

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

ACCIDENT
Ambulance Service, Responsibility for ..............ccccc...... 2581.2
Claim of Suit Against the State...........c.cocevereinrncnennne 2461
First Aid, Institutions .

First Aid Kits........cccoeune.

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

Motor VehiCle ...

Recovery of Damages
from Third Party........ccocovvecnnne

Reimbursement for Damage....

Repairs to State-Owned Vehicles

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

Reporting, Vehicle Accident............ccceoveenrnincninnnnne

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

Transportation of Injured Person

WOrK CONNECLEd.......cooviririeiiirsieieee e
ACCOUNTABLE FORMS, Disposal of ..........cccccevreiniiinnnne 1750
ACCOUNTING

Allotment-EXpenditure............cccoeoevvvnieiccnninns 8300 et seq.

Audit Assessments ...

BasiS Of ... e

Books of Original ENtry..........cccccevernecieiennsecenenns 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...........ccveeeeninirnierciinseeieeenesnes 8596
Miscellaneous Procedures...........cccccevririncee. 8299.1, 8700-95
OFFSELTOr .. 8790.8
Program Cost Accounting ...9200-44
Property ... ...8600 et seq
RECOTUS ...t 7220
Reports .... .7230, 7900-82
SYSEEM OF .. 7150
Uniformity, Necessity fOor..........ccovvrrecriinnsecensnes 7120
Withheld Payments, Accounting for..........ccccovvnnninneee 8795

ACCOUNTS
Allotment-Expenditure
Approved Depositories
BaNK ..o
CONLIOIIEI™S.c.ic s
Controller’s, Adjustment to.
Federal Funds

General Ledger (See General Ledger Accounts).............. 7605
New, Centralized State Treasury System......... 8001.1
Numbering of Accounts..........cococeuerenne ...8814
Outside State SYSIEM......ccvureeiiirrireeerse s 8002
Payable .....ccoviirecee s 10544
Receivable ..o 8776-76.7, 10407-13
Collection Procedures............cocovevveieceeenne 8776.5-76.7
Damage to State Property.. ..8776
Deferred Accounts................. .10417
Discharge from Accountability...........ccccccorreunnee 8776.6
General Ledger.......cccovvvvvvrereereerernrenens
RECOVEIY.....oiiiieiicetee e
Savings & Loan Assn.
Service(s) to EMPIOYees........ccoovveeccnenireninns 11071-75
Subsidiary Revenue ACCOUNTS .........cccervevrerreeeennnes 8213
TrEASUIEIS .ttt e 8900-32

Rev. 395

Page 1 SUBJECT INDEX

ACCRUALS
Abatements and Reimbursements................. 10407-16, 10602
Accounts Payable..................... .10608
Change(s) in Method of Accrual..........cccccecvevrvvirriecininnnns 8793
Interest Earnings........c.coveeveeenreniccnens 8290.2, 8290.3, 10605
Reporting Changes in Subsequent EVents ............c.ccccevven. 7981
Reports to Controller’s Accounts.........c.cccceeverenee 7952, 10730
Revenue ..10409-16, 10602, 10610
TrUSE ACCOUNTS......oiiiiiieiisicireeese s 19305
WOTKShEELS ... 7953, 10740
Year-end ......ccvuveririnininieeeeiese e 8380, 8860 10602-10

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

Information Technology & Services
(See PROCUREMENT, Information Technology)

Real Property ... 1323, 8705
Unbudgeted Equipment. ..3521.4
VENICIES ... 3620
ADMINISTRATION
Reorganization/Organization ...........cccocoeeeeevnenneseieienens 0101
Capitol Area Plan ..o 1310.1
Reorganization, Approval of .........ccccovvevcinininnne 0101, 606
Information Technology .........ccoeeevirinnccieninreeee 4852
Financial Policies........... ..7110
Fiscal Management, fOr.........cccooeeiinnnecicene 7300-80
ADMINISTRATIVE COSTS
Central SErvice COSES ......cccovviriririreiriririsireee st 8753
Direct and INAINECT.........covvveveeriirrecees et 8757
Federal Programs, Recovery
of Costs Related t0 .......coovvvvrcciiiicecees 8756.1
Interagency
ADVERTISING
Fixed Completion Contract .........ccccovvvvveereeereresnnneeeenns 1458.4

Help Wanted..........cccc.c..... ...0530

Limitations......cccovvvveeeieienireeereressieeens ...1397

Paid Advertisements in State Publications ...0580

Public WOrks COoNtracts.........coveeerernrereerereessennsesseeenens 0540

Sale of Real Property.........cccocoinnneciennnneccreeeeseies 1323

Signs, ComMMErCial........coeevriririeeeriire s 1323.14
AGENCY ACCOUNTING AND

FISCAL PROCEDURES. .........ccceeiiiirrieirieiceinnns 7110-7240
AGREEMENTS

INEEIAGENCY ...vevieeiiieie e 8758.1

Master Service Maint. & Rental..........cccooevveeinnnnne 3532-3
AIRCRAFT

Federal USe TaX ..o 8737

Pilot Qualifications.
Privately Owned.
RENALL....ooviiiiiicctc e 0745

AIR TRAVEL (See TRAVEL)

ALCOHOL PURCHASES, TAX FREE
(See PURCHASES, ALCOHOL)

ALLOTMENT-EXPENDITURE ACCOUNTING

Allotment-Expenditure LEdger..........coovevenirrvierecninnnenns 8302
Allotments,
ACCOUNTING .ot 8300-82
Capital OULIaY.........coovveerieiirccce e 8363
Personal Services.. ..8341
Salaries and Wages.........ccccovvriicricennnnieeees 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
AAVANCES 10 ... 8100-8111.2, 10418
AOTEA ... 8320
Budget ACE......ccccevvrvreeeeerseeenns ...8301.1
Budgets Not Specifically Authorized .............ccccoeennnee. 8301.3

Capital Outlay ......ccccovevvveeccriririnns ..8362, 8422.2

ADPPropriations .........cccceeeeveeerenreneeeenes 1460.1-60.3
CONtiNUING ..vevviriieeeeese e ..8382
Invoices, Payable from Reverted Funds ... ...8422.7
Other Appropriation and Executive Orders. ...8301.2
Prior Year AdjuStments........cccovrureeeninnneee s 10240
Reversion

Special Construction FUNAS ...........ccoceeverncenenns 1460.4

Unclaimed Trust MONEYS........coeevevrereriereeennnns 18424.7

ARCHITECT AND CONSTRUCTION,
STATE OFFICE OF ..ot 1450
ARCHITECTURE

ASDESLOS Program..........ccoceinirinieiieninenseee e
Asset Planning and Enhancement..

ATSS (See TELECOMMUNICATIONS)

ATTENDANCE RECORDS .......ccoiiniinreiniencereesecn 8539-40
AUCTIONS
AVErtISING OF ..ot 0510
SUIPIUS PTOPEITY ...t 3520.8
Vehicles, OFA Conducted ...........cccocvevvveveiericiiereierenns 4111
AUDIT
Assessments, ACCOUNTING TOr.......ccccevvrirrrverieieriiseieenns 8286
AULhOIILY ..o 6045
Finance, Department of . 7240
Freight Bills..................
Frequency of..
Information Technology..........c.ccceeueueee
State Agencies by Bureau of State Audits
Travel EXPenses ........ccccoeeevevrineceenes 8422.114-22.115, 8711.3
AUDITING OF STATE AGENCIES........cccoceviinne 20000 et seq.
Administration of Federal Pass-Through Funds............. 20070
Audit Cycles, Objectives, and Control Points..... ....20050

....20070
....20040
...20050

Identification of Federal Pass-Through Funds
Internal Auditing Standards ...

Internal Control.................... .
Letters of Representation ..........cccocovvvvreeeninsseecninns 20020
Notification of Actual or Suspected Fraud and

IrreguUIArIties ......c.covovvcci e 20080
Requests by Federal Agencies for Audits of

State AGENCIES .....cveuvirieirieireseiee e 20020
Review and Reporting

on Internal Controls ..........ccocovevvecieninneeceens 20060
State Agencies Required to Report on

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

AUGMENTATION FOR CONTINGENCIES OR
EMERGENCIES........c.coociiii 6536
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AUTHORIZED SERVICES TO EMPLOYEES, OTHER.......11050

AUTOMOBILE OR AUTOMOTIVE (See VEHICLE)

AWARDS
Merit Award Program...........c.ccceeeverneeeienennnenns 4700 et seq.
SEIVICE AWAITS......cveviriiiiieeeiereesisee et seseesenes 4700

_B-

BANK
ACCOUNES ...ttt 8001-02, 19462
DEPOSIES ...t 8030-36
DraftS ..cooveiceiecccese e 3580,8122
Reconciliations .. 7901, 7920,, 7923, 8060
SEAtEMENTS ...t 8050

BENEFIT TRUST FUNDS (See TRUST FUNDS)
BIDS, COMPETITIVE

Construction CONtraCt............ccceerirnniiicsessneeee 1454.2
Information Technology.... ... 5205-16.9
Invitation for Bid (IFB) ........cccccvvvnninicieciiincces 5212
Limiting ....ooveeinenne .. 3503,3555
PUFChASING ......cvvieiciiiiiiece s 3503
Request for Proposal (RFP).........ccccviinnnieeinnineceens 5213
Request for Quotation (RFQ)......ccccovririrerireeirinirnieeenens 5214
SOl SOUICE ...ttt 5209
Surplus Property . ..3520.8
TYPEWITLEIS ..cvieete e 3674
BILLING

Automotive InSPection Service(s) .......coweverrerrrereiererenenns 4113
Bills Of Lading.......ccvivriririiieeerireieeresssiee e 3840
Codes, General SErVICeS........cvrureerinrereeieereseseseeienas 8471.7
Late Payment Penalty ...........ccceovrvvveeieinnrinieennns 8474-8474.
Freight Bills and

INVOICES....covvviriinne, 3800.3-01, 3850-51.2, 8422.101
Services of Employees, Hourly Rates.............ccccoerrnnnne 8740
Services Rendered
Stores Purchases......
Travel EXPENSES.......ccivviririeieeiiresieieee st

BINDING PUBLICATIONS (See PRINTING)
BLANKET

ClAIMS ..ttt 8710
Organization of Fiscal Management.............ccccoeovvrnenenns 7340
BOND FUNDS.......coiiiiiinieeeeee s 14400
BONDS
Insurance and SUFELY .........cccvovvrrreeeeninnieeeenenns 2400-82.1
State Treasurer’s Responsibility
for General Ledger ACCOUNES........covververeernnean 8930-32
Surplus Money Investment Fund ...........ccccccovnneee. 8284.1

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

BUDGET ...ttt 6000 et seq.
Administration
Program Objectives and Descriptions.................. 6108.5
Program Requirements..........cccoovvreiececeiennnnnns 6108.5
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BUDGET ...ttt 6000 et seq.
AOTMENT TraNSTer .....vvvevceei e 8324
Annual Financial Plan
Development & Enactment.........ccouovvvvveevrnnvceernnnnenienns

Preparation and submittal
Appropriations, Reconciliation with

Augmentation, Ltrs of Necessity for Appropriation ........ 6536

Bill ANAIYSIS.....ccviviiieiceiiiisee e 6960
Budget Act/Final Budget Summary...........cccccceeeenne 6333,6350
Budget Allotment, Transfer of .........cccccccevvvvveeieininnnnns 6539
Budget Bill ..o 6325
Budget Revision, Preparation of

and STD.. FOrM .....cccvevniieneieieininns 6533, 6542-6545
Capitalized ASSELS ....covvvveeveeeiricisere e 6800-6899

Introduction and General 6801-6809

Planning and Budgeting..........ccccovvvvvirernnnnnne 6810-6839

Administration of Capital Outlay................... 6840-6868

Capital Assets Financing Glossary Index,

Terminology, Acronyms and Forms............... 6899

Category Transfers.................. 6548
Conference Committee, Budget. 6340
Contracts, Budgetary Approval of . ...6530
Conversion Code LiSting .......cccccoveeeiennnisceininnieeiens 6430
Deficiency Authorization.........cccovveveeiernnseeerennnesnnns 6536
Department Budgetary Presentation . ...6400
Economic Impact Statement.............. 6680
Emergency Services by State Agencies ..6560
Enrolled Bill Report........ccccccovvvvvnnne ..6965
EQUIPMENt ... ...6457
Federal Funds, Supplementary Schedule. ...6460
Final Change BOOK............ccccoiiniiiiiincecece e 6355
Forms

9 (STD.) ittt 6453

10 (STDL) it 6453

22 (RESD.) .. 1321.1

23 (RESD.) .. .1321.12

25 (STD.)... 6533,6539

26 (STD.)... .6533, 6542-6545

Y10 T

399 (STD.) oo 6601, 6621, 6650, 6680

B07 (STD.) o 6448, 6527

613 (STD.).

625 (STD.) o 6512

4083 (OREDS) ....cocviieiririeriiieiniieinisieensiesnesesseienes 6453
Forms, Finance BUdget ..........cccoveeiiinnnieecinnseeiees

Fund Condition Statements
Governor’s Budget, Publication, Distribution,

Ordering and Public Sale ..........ccccocevevrvrvierecnnne
HEAIINGS ...t
Information Technology.........cccovvvveieenievinirierennns
Introduction to Budgeting Section.
Legal Basis for Budgetary Control
Legislative Analyst’s Analysis of the

Budget Bill .......covvveeeiicecc s 6330
Legislature
Legislative Calendar............cccoeeervrerereereerenineeereeseseenas 6905
Local Mandates ............ccoeeennninireenineee s 6600-6670
Operating Expenses 6451-6457
Overview of California’s Budget Process .............. 6100-6220
Personal Services ...........ccoeevevvnnenn. 6403-6406, 6506-6527
Policy, BUQEL ........ccoooiiririciieriiee s 6305
Positions:

BIANKEL ... 6439, 6518

Budgetary Approva

Certification for Continued Payment

of Established Positions..........c.cccevveevnnne. 6521
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Certification of Availability of Funds............cccccc.... 6524
Expiring, Filled........ccccoovvvrvncicnnnne ...6436
Limited-Term. ...6515
New .......... ...6512
Permanent.........cceovverieninieceeee s 6509
ReimbUursements ..........cooveeeeeeeinn s 6463-6466
Revision of Programs and Allotments ...........ccccovveeieens 6533
Salary SAVINGS ....ccveveeeriiiirieieeee e 6409
Schedule:
TA s 6415-6419
8 ... 6424-6429
8 SUMIMAIY ..ottt 6448
9 Supplementary Schedule of Equipment... ...6457
10 Supplementary Schedule of
ADPPropriations.........cceeeveerreccienesrseeeees 6484
11 Supplementary Schedule of Operation
Expenses and Equipment ...........cccoevnncinnns 6454
Section:
26 Category Transfers .......ccoovcveinnnnccncresreieens 6548
28 and 28.50 Letter Additional
FUNAING...ciiiccee e 6551-6557
31 Personnel Transactions.. 6406, 6418
Space Action Requests (FOrm 9)........ccccovvrriennnnininnes 6453
Staff BENefitS.....c.coovvriiicicee s 6412
Summary by Object.......c.coccveninnnnne ...6475
Temporary help or Overtime Blankets... ...6518
Tort Liability.......ccccoeeernininnne ...6472
Two-Year Legislative Session ...6905
Vacant Positions Report....... ...6445
AVZ:] (o R ...6345
BUILDING IMPROVEMENTS .....cooiniiirieinirnneneeieieieens 1452.4
BUILDINGS & GROUNDS
Asbestos NOtifiCation ... 2591
Building Maintenance ...........cccoovreeiirinnsecienseeeens 1330
Charges for Services...........c.c...... 1330.1
Display of Art, Posters and Notices 1330.7
Facilities Planning...... ..1310
Grounds Maintenance........... ...1330
Purchase and Display of Flags 1330.8
Smoking in State BUildings..........cocceeveinninecnininnn 1330.5
Use Outside of Regular Working HOUrS .........cccovvvveeicnnnee. 1330.3
BUREAU OF STATE AUDITS ...ccooiiiriieeesirsreseeeees 7380
BURGLARIES (See CRIMES)
BUSINESS USE CERTIFICATION, APPEAL OF.................. 1735
—C-
CALENDAR OF REPORTS AND ACTIONS .....coocovviririnnns 7990

CALIFORNIA ACCESSIBILITY
REFERENCE MANUAL.......cccoiiiiincis 1456.3

CAPITAL OUTLAY
ANOIMENT ..
Appropriations.
CONLINUING ..ot
Capitalized ASSELS .........ceeeriirirrieeeriree e
Capitol Area Plan ...
ENCUMDBIANCES. ..ottt

CARDS
Credit (See CREDIT CARDS)
POSE e 2232
Signature
State Treasurer’s, FOrm 38 .........ccocoovvervrinrnans 8001.2-02
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ACCOUNEADITITY .. 8021
Advance..........ccocevviennne

ApPProved DEPOSItOrIiES ......ccovvvririerereeiresiseieeresesseeserenens 8031
Cash Management Improvement Act
DEFICIENCIES ...t
DEPOSIES ...t
Fiscal Agents..
GeNEral ...c.oveiiciee e
General Ledger ACCOUNTS.......cccvvrvveereeerireseereeesesessenenens 7610
Handling, Separation of Duties.. 8080.2
Non State Money................. ....8002.5
Overages and Shortages... .8070-72.1
Payment Funds (Institutional)........ccccoveeierirnneerennne 8121
Payments, Services to Employees.........c.ccccceeeereerninnee 11072.1
Petty Cash (See REVOLVING FUNDS (OFFICE))
Purchase FUNGS..........cccovrirnciniireeee e 8112-12.6
PUIChESES .......cvviviiiiciee s 3580
Receipts............... .8020-23
Reconciliations............. ...8060
Recovery by Collection..........ccoveeiininnrecniinnecee 8593.1
Recovery by Offset .......... ..8790.1-90.
Revolving Fund, Cash BOOK..........c.ccconiieiinnncccene 8191
Separation of DULIES.......cccvveeeerirvririeeiinnns 8080-80.1, 8580.1
Shortages, Adjustment ...........coccoevevvnreerinnnnnnns 8072, 10509
SEABMENTS ... 8050
Transfer Receipt (Form STD. 440) ...8021
WIthArawals .........cceinniiicneiseceeres 8040-48
CATALOGS AND PRICE LISTS
Material Services SECtion...........ccoevrecreiinnsecieinnns 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.........ccooeverirrircccninne 11027

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

CHARGES
Interagency Services . .
LiVING QUANEIS ...t

CHECKS (See WARRANTS)

CLAIM
Against an EMpIOYEE .........ccceovvircieiinnsceeeeeiens 8790.7
AGaINSt the STALE ...ovvveceeee e 2461
Board of CONtrol ..........ccocoiiineiceirecceeee e 8710
Capital Outlay Appropriations...........ccoveveeierererrsennns 8422.21
Claim Schedule
Consumer Use Tax Data .........c.ocveerererrveerecrininennnes
DGS Services.............
Disbursements..
Freight BillS........cccooeiiinecccces
“No Warrant” Claim ........ccccovvniccinnnnnenn.
Processing Claims......
Real Property Acquisition.
Refund Claims.........
Standard Entry NO. L......cccoovvvvvveininninrieeeneesnees

Corrections (FOrm AUD=16) ........cccccvrururereninirinineeens
Damage to
Commercial Automobile.......
Employee’s Personal Property ......c..cccocoeeeeervririnnenns 8423
Private Vehicle............... 0757, 2430-42.1, 8777.1-77.2
State Property, Third Party ..8778
Delinquent Invoices ...........cccc.... . -8474.4
Direct Transfer by DGS .......ccccoovvivivneeeieivsseeens 8471.13
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NO WaArrant .........ccocoveeenininieniseieeeee s 8471.25-71.63
Purchase and EXPENSe .......cccovvvvvvveueererireeisininnienns 8170, 8422
Claims for Refunds........cccoovveeieivrinnsecierseeeeeens 11073.2
Gasoline Tax ....8745.1-45.4
Governmental Cost Funds..........cccovvevee 8240-41, 8424
Revolving Fund(s)
AAVANCES ...t ees 8595
ClaIMS ... s 8170
Claims t0 EStablish..........ccccocevivnirinnccininsseeinns 8425
Deficiencies............. ...8072

Standard Entry No. 1

Warrants..........coceeveene. .
Short or Damaged Shipments.. 3860-69
TOrt Liability. ... 8712
Travel Expense Claim (See TRAVEL)

USE TAX ittt 8730

Workers' Compensation (See INSURANCE)
CLASSIFICATION OF FUNDS ...t 7400 et seq.
COMMERCIAL VEHICLES (See VEHICLE)
COMMUNICATIONS (See TELECOMMUNICATIONS)
COMPETITIVE BIDS (See BIDS, COMPETITIVE)
COMPUTERS (See INFORMATION TECHNOLOGY)
CONDEMNATION DEPOSITS FUND

INEEreSt INCOME ....veveeeiieieie e 8284.2

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

Rooms, Use After HOUIS ........ccccevveeviereieeciee e 1330.5

TFAVEL 101 0724
CONFIDENTIALITY

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

Classification of Information ...........cccoeevveevinrirnrnnnnn. 4841.3

Confidential Information...... ...4840.4
Contract Requirements..... ...5281
Information Practices ACt.........c.cceeveervieviievicerieesienenns 4840.2

CONSTRUCTION
Project Undertaking (RESD Form 23)...
Public Works Board Approvals

Safety of Schools and Hospitals............ccccccevvrinicrnnae

Services Available, DSA........ccccocooveiiiennieneeeeene
CONSTRUCTION MANAGEMENT AND QUALITY

ASSURANCE MANUAL.......ccoeiiicieeceeeee e 1454.3
CONSTRUCTION REVIEW........c.cooiiiieisetee e 1456.2

CONSTRUCTION SERVICES, OFFICE OF
Construction Management and Quality Assurance

ManUal ..o 1454.3
Contacts............ ..1454
Internet Location ...1454
Phone Numbers .. 1454.3
Program Purpose ...1454
SBIVICES. ..ttt 1454
Statutory AULhOTItY ....cvvvvveceeere e 1454

CONSULTANT SERVICES
ATChItECTUral ... 1452.2
Information Technology .........cccoovvviniciceiinnee 5222
Feasibility Studies & EDP Acquisition...........c.cccovecvnne 5202
CONTAINERS, RETURNABLE .......coooitiiiinrricicieeins 8765
CONTRACTS
Construction Services Areas -1V, HQ.......c.ccccvervevvennne. 1454
DESIGN SEIVICES ...ttt 1452
ReguIation SErVICES.........cccoiririrreeriini e 1456
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World Wide WeD........coiiiiiicsceeeene
CONTRACT(S) .... .
AAVErtiSING SPACE ....c.cvvericieiriririeee e
Approval
General SErVICeS......couovvreeenirirreee s 1215,1216
Fixed Completion Date........cccceevvrvrirvreeeinrnrienns 1458.4
Authorization of AQreements........c.ccocoeviiiiciiiiiiiccnns 1208
Budgetary Approval.........ccooeeeeeninnieeeinnnnneeeeenennens 6530
Centralized Purchasing (See PURCHASES)
CONtracts REGISTEN .....cvvvveeeeeiirieieieieeesee e 1233
Exempted from General Svs. Approval ..1215
Extensions and Renewals............cccoveeecnennneniccnennns 5210

Freight Shipments ........ .3802, 3885
General .....cocoeevvveeenieieriees ...1200 et seq.
General Svs. Approval Required ...........ccoveeieiinnnicnens 1216

HAZArAOUS........cvveiiei s 1216
Information Technology
(See PROCUREMENT, Information Technology)

Lease & Lease PUrChase..........ccveueenininiriceccneninnn 3700, 8632
Microfilm Services.... 1216, 1652
Optical DiSK SEIVICES........ourueueiiriririeeeirisisieee e 1652
Policy ..o 1200, 1205
Private ArchiteCt........ccovruiiiiiiinncesee e 1453.1
Project Undertaking (FOrm STD. 23) ......ccccoevvvrvrieernnnns 1452.2
Public WOrKS.........ccccoeeviirnccinne ...0570
Rental........ccoooveieninnne, 1216
State Contracting Manual. ...1205
Substitutions Committee.................... 1456.3
With Other Governmental Jurisdictions ...........c.ccveeenene 8479
CONTROLLER, STATE

ACCOUNES ...t 8800-8890
AJUSEMENES 10t 7955
Fund Ledgers...... 8810-14

Numbering of Ledger ACCOUNtS.........cccoervrerrreerenenens 8814
Conversion Deck Listing .........cccccovvnninicncnnnnens 6116.3
Disbursements by

TrANSTEIS...cviiieeec s 8451-60

Warrants ........cccoeereeneecnennns .8421-27
Organization for Fiscal Management ... 1320
Payroll Functions .. JE TP TR OO 8520
ReCEIPLS .. 8593.1, 8830, 10512, 18424.5
Remittance Advice (Form CA-21)...
Salary Warrants, Distribution of ...........c.cccovrienne

CONVENTIONS (See TRAINING, OUT SERVICE)
CORRECTIONAL INDUSTRIES (See FURNITURE)

CORRESPONDENCE
Format (Letterhead)..........ccocoevieviceiininecceeee s 2820
GoVvernor’s OFfiCe ....ovvvvceirirreee s 0211
MEMOIANAUMS......oviviieicicietee et 2820
Return Address, USe Of .......ccovreeiirinreeienennsee s 2250

COST ACCOUNTING (See ACCOUNTING, COST)

COST CONTROL ..ottt 1324, 1452.4
COUNTERFEIT CURRENCY ....ccoeiivieiieicceeese s 8072.1
COURT WITNESS ...ttt 8594.1
CREDIT CARDS

Acceptance of Credit Cards ........cccocevvrvrrrvrerierersneenens 8023.1

Air Travel ... 8711.1
Automotive Equipment ...3629
Billing Requirements ... 8711.2
Charge NOotice Card........coeveevierireerneieisnisseeeeresesssees 11061
Department Responsibility for...........cccooeeeeennnne 4108, 8711.1
Deposits

Emergency PUrChases..........ccoovreeieiinnneecnsseces 3629
RECOTd OF ... 8711.1
Vehicle Related Purchases............ccccoeevnircccnne. 3590.1-90.
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CREDIT REPORTS ..ottt 3514
Burglary, Robberies, and
CRIMES
Burglary, Robberies, and
Robbery Attempt ... 8000
Stolen Property . ...8643

Copying Prohibitions. ...2880

Data Access/Fraud............ ...4840.2

Exemptions from Reporting .........ccccoocevviicinnnnne 8640, 8643
Notification of Actual or Suspected Fraud and

IrregQUIATTEIES ... 20080

Reporting by State Agencies (All) ........cccceoevvrriicinnnene. 4845

CUSTODIANSHIP, OFFICE REVOLVING FUNDS.............. 8130

-D-

DATA PROCESSING (See INFORMATION TECHNOLOGY)

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

DECEASED PERSONS

AGE O DESIGNEE ...vvvviereiceererisieiee e seienens 8477.26

Deceased Employee Property Release ...........cccccvenne 8477.32

Deceased Inmate’s Personal Property .........ccccoeevvvennnes 19425.1

Funds and Property, Release of

RELUIN OF ..
DEDUCTIONS, PAYROLL ...c.ocevviirriieirieirieieins

DEFALCATIONS (See CRIMES)

DEFENSIVE DRIVER TRAINING PROGRAM .........cccccevuene 0752
DEFERRED CHARGES AND INVENTORIES ..........ccccccovuen. 7627
DEFICIENCY APPROPRIATION.....ccooeiiiinieireineceeins 6536
DEFINITIONS

Agency Trust Cash FUNd.........cccceevvivireeieinnisseeenens 8090.1

Allotment-Expenditure ACCOUNtING .........cocovrervrerircnirenene 8301
(2 UTe o] .6000 et seq.

Bill o 6325
Cash, General .........ccocerrnniiiece s 8090
Change BOOK ... 6355
Conversion Code LiStiNg........cuveeeereririeieeersresisesseeranens 6430
Drawings, Architectural 451.3
Equipment.... 8614

Federal Funds ........ccccoceueuenene .17105
Federal Funds, Expenditure of .........cccooeeeieiiinnineiennnns 7974
FOMMS . 1710, 1735
Freight Bills ..o 3800-3800.1
Governor’s Budget .
HEAAGUAIETS ...
INCOME <.
Information Technology 4819.2
Liquidated Claim........... ...8473
Minor Capital Outlay. ...6807
Offsetting ......cccoovvvreennnne 8790.1
Permanent APpPOiNtMENt........ccvvvveereririreeeeereresseeeeereens 6509
Position(s),
Limited TerM ... 6515
New .......... ...6512
Permanent.........ccocoeveionnnnccnnns ...6509
Temporary Help or Seasonal Blanket ...................... 6518
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Program Statement ............cooveireriniiseee e 6220
Regulation ............. ...6602
Reimbursement... ...6463
ResIdence ........cocoevvvrnieinenen, ..0710
Security and Risk Management . 4840.4
State PIANS ...t 1105

DEFICIENCIES (See SHORTAGE)
DELINQUENT INVOICES,

DUE GENERAL SERVICES.......ccocooniiiirnieirininenns 8471.51
DELIVERY SERVICE, PARCELS........cccooeivnnniieiceininnnee 3831
DEMURRAGE, FREIGHT ......cooviiiieieieiceineiceieesee 3810
DEPARTMENT OF FINANCE

AUIT s 7240

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

General AULNOTITY......ovvvveeiiire e 0005
DEPOSITORIES, APPROVED.......ccootuiieirireinesieniieineeiennens 8031
DEPOSITS

GUANANTY ..t 19410

Introduction .........c.cccceeeeenne ...8030

Large, Reporting Information . 8032.5

LOSE o ...8035

Miscellaneous, Unclaimed .. 18424.4

PrOCEAUIES. ...t 8030-8036
DESIGN SERVICES, OFFICE OF ......cccceovininiiiinieiine 1321, 1452

Background ........cccoevveeieninirsee s 1452.4

Building Improvements 1452.4

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

Cost Control ... 1452.4

Information..... 1452.3

Major Policies .... 1452.2

Program PUIPOSE ......coveierieirieirieeeieeeieesie s seens 1452

Project Management...........cccoovcereninnineenenesesisieenens 1452.4

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

Special Programs... 1452.4

Statutory Authority.... 1452.1

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

(See RECORDS MANAGEMENT)

DIRECT CONSTRUCTION .....cooviiiieirinirinireneneee e 1328.12
DIRECT DELIVERY, COMMODITIES.........ccccouvvirnnininen. 10832
DISABILITY (See EMPLOYEE)

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

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

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

General ....ccooevereeeninnnns 8400.1

General Ledger ACCOUNIS..........ovveveienerenreieseeneneeieneiees 7610

Reportable Payments..........cccocoevvnnicnicinnnne 8422.19 et seq.

Payrolls.......ccccovnniene. ....8421, 8451

Late Payment Penalties ...........ccocccovnvnciccinnnns 8474 et seq.
DISCOUNTS. ...ttt 3573, 8113
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DISCHARGE FROM ACCOUNTABILITY ..o 8776.6

DISHONORED CHECKS
Income Adjustment, EXamples..........c.cocoveiccirinnnnn. 8290.9
Redeposit Charge ... 8043-43.
Standard Entry
No. 710507
No. 810508
No. 910509
NO. 20 oo 10510
NO. L1 oo 10511

DISPOSAL

Information Technology
EQUIPMENT....coiiiiciieeiiseceee s 5901-03
Supplies ... 5951-53

Personal Property........ccocceeervrerivieeeinnsneenessennnns

Property ACCOUNEING........cccoeverinirinieeiirisieiens

Surplus Personal Property ....

Unused Accountable Forms .

VENICIES ...

DOCUMENTS
ACCOUNtING RECOTUS ...
Copying Prohibitions
Distribution of

Publications ..........cccccevvvevicivieiceeceene

Free to PUBHIC.......ccovveiiicecee e
Posting, Controller’s ACCOUNES .......ccooovvvrueeeerinirinieeenens 8830
Printing Of ..o 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 ..ot 8080-80.1
DEPOSIES ..t 8032.3

_E-
EARNINGS FROM INTEREST, MAXIMIZE ...........cccovvunnen. 8099
EASEMENTS.....coiiiicc e 1323.15

ELECTRONIC EQUIPMENT & SUPPLIES
PURCHASE .......coiiiiiiirr s 5291

EMERGENCY
Death or SErious INJUIY .......cocevrveirieeeriinssee e
Purchases........c.ccco....
SerVIiCeS....coovrvrvrrrearann
Sub-Purchase Order Use .........
Vehicle Equipment, Purchase o

EMPLOYEE(S)
ADSENCES ...
Accident/Death—Rpt. to Attorney Genera
Attendance Report Form (STD. 672)
Benefit from Purchasing.........cccccoveeieinnneicninnneeeens
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Deceased
Return to Headquarters ...........cocecvevvvvvrvreeeereserennenns 0772
Warrant Rel€ase .........cccocevveeviceceeviecee e 8477.1
Disability .........cccee.... .0483.1-83.
EXEMPL. ...t 0400
Extra Hours, Auth. & Comp. (See SPB PTM)
Housing, Equipment Furnished for..........ccccocovviiiinnnnne 6227
Jury Duty "
Leave RECONM........c.ceviiiieiiieteieieiee e 8534
Maintenance Credit Notice
Meal, Cash Payment for..........ccocoeeiennnincnnne. 11072.1
Meal Ticket
Refund for Unused Service........ccoevvevveerverennennn. 11071
Meal Ticket BOOKS ......c.cevriririereieiiirecisecisssses s 11022
Parking ......cccceuvuuee. ..4118

Physical Examination... ..0191
Prohibited PractiCes..........cocoeverrrciiinrnieeeesesseeees 3504
Recovery of Funds from........ccccccovvveieinncscnnnn 8593-93.3
Relocation and Moving... 3820-29.2
ROSEr Card......c.cveeieeiriiiccieieieirs s 8520
Separated EMpIOYEes .........ccovvcerinirininininns 8580.4, 11072.21
SEIVICES 10 .. 11000-75
Service Awards ...
Suggestions ..........
Travel AQVANCES. ..ot
WAITANTS ...
ENCUMBRANCES
Accounting INStrUCtiONS ........covvvvveveeeinririseee e 8340-43
Capital OULIAY .......ccooeiiriecece s 8343
General Ledger ACCOUNTS........couovrvreereeeeiereririeeseneessneens 10465
Lag oo
Leases (Form STD. 1)
ENDORSEMENTS
FOr DEPOSIL.....coeiiieiiiiiieeicer s 8034-34.4
Revolving Fund Checks ... 8160
ENERGY ASSESSMENTS......coootiiiiriininereeeeie s 1323
ENTRIES, STD, GENERAL LEDGER..........cccccceun... 10501-10651
ENVELOPES
For Paper Stock Checks ... 3696.2
USE OF oo 2261-62
EQUIPMENT (GENERAL)
AULOMOLIVE ... 3620-29
BUAGEL ..ot 6457
DEfiNEd ..o 8614
Information Technology..........ccccovviriccninnnnicniee 5210.1
Acquisition (See PROCUREMENT, Information
Technology)
Definition ......ccoeveeeiiscec e 4819.2
Disposal.... 5901-03
Terminal .....ccooveeininseceee ....5291-93
Food Preparation and Vending Machines...............c.c..... 1330
Heavy EQUIPMENT.........cccooiiieceirseceessee e 3615
1deNtIfICAtION ..o 3693
Lease/Purchase,
ANALYSIS ..ot 3700-31, 5207
FOMAL ..ot 3731
Lease-with-Option-to-Purchase .3750
Present Value Techniques........ ..3730
Review of Lease DeCIiSIONS.........ccccoerirvrieerenirennnnns 3761
Lost, Stolen or DeStroYed.........cccovvvrerereerceinnereeeeninenas 8643
Property INVENLOrY ..o 8652
Purchase of ............... ..3558-58.1, 8631
Records, LiVeStoCK.........ccovvvevvieriiiieieecec e 10991.1-.2
ReNtal OF ... 1216
Rental and Loans of ........ ...3522-22.1
Sale, Trade-In or Transfer ... .8633, 8640-42
SUrplus, INSPECLION.........c.curviviiriiricccceree e 3521.1
TelecommUNICALIONS .........oveveveiiireiecereeeee e 4530
Unbudgeted Acquisitions of ...........cccccovvnvniiiccnnnnns 3521.4
Rev. 395
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EQUIPMENT (OFFICE)......ccsiiiiiieieieienienie s 3671-78
BUAGEL. ... 6457
Identifications of. . 3692, 8651
Lease/Purchase............... 3700 et seq.
Lost, Stolen or DEeSLrOYed........cccovvurereeereririnieceiresisieienens
MICTOFIIM .ot
Purchasing .......

Rental and Loans.
SEOTAGE ...t
SUrpIUS, DiSPOSAL.....ccovivirieeeieiisirie e
Typewriters, Care and Cleaning...
WOrd ProCeSSiNG......ccveveeevrerireereereeresseeeseesesennns

(See EDP Equipment Definition 4819.2)

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

Appropriation INCreases ...........cocoveeeeene. 1460.2-60.3
CONSLIUCLION .o 6800 et seq., 1452.2
CONFIMMING.....covieiiiiiee s 3511.1
Purchase (FOrm STD. 66)........cccccvrvrurrrreeinrnrerrsnenns 3550-59.2
Register
Books of Original ENtry .......ccoeeevienirriseesiesnenns 7222
Established Positions...
Standard Entry No. 2...
Transfer of Alotment.........coovceinnnrcciciecre
REQUISITIONS ...
STD. 96
Correct Problems...........cocervevinnnniencicieneennens 3566.1
ENCUmbBIances. ... 8340-43
Inc./Dec. of Est., Purchasing..........c.ccccevvvvvnne 3559-59.2
ESTIMATING AND ORDERING STORES ........ccccvcevvirinn. 10806

EXECUTIVE ORDERS (REGULATIONS)
Appropriations.

BalanCeS.......ceuiiiiiicieei e 7957
Budgeting .... ..6601-6603
PUBHCAtIoN OF......c.ciiiiciiec e 0530
EXEMPT
EMPIOYEES ...t 0400-22.1
Excise Tax (See TAX)
From General Services Approval:
CONLIACES ..t
Form STD. 23 .
Freight BillS ...
EXPENDITURES
ADAEMENES ... 8364, 10220

Accounting for. .... 8300-82, 10210
Capital Outlay.........cccoovvreiriciciieree

Federal Funds, Report Of ..o
General Ledger Accounts..
Information Technology..................

Operating Expenses and Equipment ...........cccoceevverirviennns 8362
Parking FEES .......cviiriirrieiceiere e 0755
Personal SErVICeS........cccovviiiicieeiiritciees 8361

Pool Car Expense, Claim for ..o 0756
Purchase & ExXpense, Claims.........ccccouvveiveeeninninineenens 8422
Relocation.......ccvevvveniiiieisesse s 0721, 0775, 3820-29.2

EXPENSE CLAIMS (See TRAVEL)

EXPRESS SHIPMENTS ..ot 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 ......ccccooovviriiicirinns 10990
FEASIBILITY STUDY
Information Technology.........ccccoeveerererriecierinnnns 4920-30.1
TelecommUNICALIONS .........ccoueueiireieeeseee s 4511
FEDERAL
Administrative Cost RECOVErY .........cocvieucerriirnenn. 8753, 8755
Cash Management Improvement Act (See CASH)
GANTS .ot
Letter Of Credit.......ovveeiiieccesece e
Notice of Levy.........c......
Publications, Purchase of "
Report of Expenditure of Funds...........cccocoevnniniccinnees 7974
Supplementary Schedule of
Federal FUNAS.........ccceiciinniccccesee 6460
SUIPIUS PTOPEITY ...ttt 3521
Temporary Advance for Working Funds
U.S. Agency for International Development............ 8122
Trust and Agency FUNAS .........cccccoeerinnniniicnienns
Use Tax on Civil Aircraft
VOUCKENS. ....coiviiiiiiictce e
FEE SCHEDULES
Medical and Related Services............covvniennee 0190.1-91-4

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

FINANCIAL CONDITION
Dun & Bradstreet .........ccccovvivreeeeniinseceesse e 3514
Special Deposit FUNGS...........ccoveiiieicriiinicieins 18420
FINANCIAL INTEGRITY & STATE MANAGERS'
ACCOUNTABILITY ACT (FISMA) ...ccvveerierrienn. 20040
Internal Auditing Standards
Review and Reporting on Internal Controls................... 20060
FINANCIAL PROFILE INFORMATION REPORTS............. 3514
FIRE MARSHAL, APPROVAL of SPACE PLANS........... 1321.18
FIRST AID
Certified SUPPHIES........coveiieciccici e 2582.1
TO OFAEN . 3571-3571.1
FISCAL MANAGEMENT
Bureau of State AUCILS ........ccvevreieirrirccesreeeea 7380
Controller, State ...........
Legislative, Analyst..
Organization for ........ccccoevvvveeieinivsserereeenns
FORMS MANAGEMENT ....cooviiriinnieinesienneeneeeeeenens 1700-50
Agency Forms Coordinator Appointment ............c.cceeuene 1705
Agency Forms Coordinator Responsibilities............c.cccuevvrnnns
.......................................................... 1700 et seq
Agency Forms Responsibilities ........ ..1700 et seq
Appeal of Business Use Certification............ccccovveennns 1735
Business Use Forms/Reports ............ ..1710, 1735
Catalogs......ccoevreeeecrinirnenn ..1725, 1730
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Control NUMDETS ..ot 1740

(FMC) Forms Management Center ............cccceervnne 1700, 1701

Inventories and IndeX ..........ccccceeeeee . 1735, 1740

Legal Impact, ReVIEW fOr.......cccccveeieiirirreeeneseseeenns 1725

POLICY ..ttt 1700

Privacy Laws and Regulations...........c..cccocevvrvninirineininnns 1745

Procedures .........ccccovvniricnns

Public Use Forms

Resource Documents/Handbooks ............c.cccc....... 1700 et seq.

Rules and Standards ..........c.oceeeeeinnnnccecesssees 1701

Standard State (STD.) FOrms .........ccccceveenee 1701, 1710, 1730

Unused Accountable Forms, Disposal of ..............cccceevnn. 1750
FORM 23

AUthority fOr REVIEW........ccocvviieieiirrcceseceene

Request for Project Undertaking.. .

Request for REVIEW ..........cccooivriiciiincccn e
FREIGHT

Agency ResponsSibility ... 3804

Bills and Invoices

AUILS .
Bills Of Lading......ccovovvvveeeririricsecereeseeeeneees

Definitions, Rates, etc.
DGS Approval Needed

Exempt from DGS Approval.........c.ccccoeeeniinncenne. 3851.1
Carrier SeleCtion........ccovereinrrceces 3800.1
Centralized SErviCeS.........cooueeenirniniseeriersseeens 3801
Claims.......ccccouuene 3860-69
DEMUITAGE ..ot 3810
Insurance Rates...........ccccovvvvrnreciennnnnenns 3811, 3820.1
MoVINg & StOrage ........cceveerirererireeierieiririenenes 3820-29.2
Rate AQreemeNts .......covvevverieenieeneesiee e 3885
ROULING GUIE ... 3800.1
Short and Damaged Shipments............ccccevevneee. 3860-69
Split Pickup and Delivery
Tariffs oo
Tonnage Distribution Report............ccoveeviienirninnns 3880
FUELS AND PETROLEUM PRODUCTS
INVOICES. ... vttt 8422.102
PUIChaSING ..o 3681-89.2
FULL COST RECOVERY ..ottt 8752

FUND BALANCE, ANALYSIS OF CHANGE IN
Nongovernmental Cost Funds

Retirement ........cccoovvviiiciii e 16400
Trust & Agency Funds Federal..................... 17101-400
Non-Treasury
OLhEr ...
FUND BALANCES, VERIFICATION OF.......cccocceviirniriiernn. 7910
FUND DISTRIBUTION, CHART OF .....ccoiiiiciriirnccee 7610
FUND LEDGER,
STATE CONTROLLER’S ACCOUNT ......cccovvernnne 8810-14
FUNDS
AdVaNCe PAYMENLS .......ccvirireieieiie s 1216
Bond FUNGS.......covvniiicieiiiiceee 7410, 14400
Cash Purchase (Petty Cash).........ccccovvnrnineinnnneceens 8112
Classification Of ... 7400
Condemnation Deposit Fund
Entry No. 32 Interest Received .........ccoccovveeninnne 10532
INtErest INCOME .......cvvcvrieiriiicice s 8284.2
Discharge from Accountability .... .8776.6
Establishment of New State Funds.............cococovvvnniinnnns 7450
Federal
Federal Trust & Agency Funds............ 7410, 17101-400
Report of EXpenditures...........cooveieennnninicnees
Temporary Advances for Working Funds
Trust and Agency FUNdS .........cccooeevnrniiicicenins
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Governmental Cost Funds

Accounting INStructions..........cccceevvveeervrvrinens 10200-994
DefiNItioNS.....ccoiiiieiecicc e 7410
General Funds (State)..... ....7410, 7610
General Ledger Accounts.. ...7610, 10401-75
REPOIES .. 7950-82
Institution Cash Payment FuNd............cccovrreiiiinnnncens 8121
Nongovernment Cost Funds....
REPOITS .t
Retirement FUNGS ..o
Trust and Agency Funds
Federal ... 17101-400
Non-Treasury ... .... 19400
OthBF . 18420

Office Revolving

(See REVOLVING FUND (OFFICE))

Surplus Money Investment Fund..............ccccceeenne 8284.1
TrAVEL oo 0733, 8116-1

FURNITURE/FURNISHINGS

Modular Systems FUMNIture..........cccoovenciceeinnennn. 1321.17

Prison Industry Authority. 3505, 3672

RECYCIEA ... 3520
G-

GARAGES, STATE (See Vehicle, State-Owned)

GASOLINE
Purchase of ........ccccveveveiiiciiceccnn 3687.1-87.2, 8422.102
Tax REFUNAS ....ovvvviiecce e 8745.1-45.5
GENERAL FUND, STATE ..ottt 7410
GENERAL LEDGER ACCOUNTS........... 7605-80, 10401-10475
Charts, Treasurer.......ooveveeerererereeeeerenenens 8911, 8921, 8931
Governmental Cost FUNdS..........cccoevvvevveiincirieennns 10401-75
Integrated Chart of
NUMDEIING ..t
Purpose and Nature of ...........ccccovrvveieieiennnesscenennns 7605-80
State TrEASUIET......civeiveeiriirieeieeesieeee et 8900-32

GENERAL OUTLINE OF PROCEDURES
ACCOUNTING ..ot 7200-50

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

GENERAL SERVICES, DEPARTMENT OF ......ccccovvriuninnas 8471.1
Collection of Delinquent INVOICES ..........cveeveeriririnnne 8471.51
GIFTS
Documents ReqUIred..........cccoreeeniirnisceinnseeeesea 8634
Personal Property
RE&I PrOPEITY ...t
Special PUrPOSE TIUSES .....cvveveeerireisieee s 19440

GLOSSARY (See DEFINITIONS)

GOVERNMENTAL COST FUNDS (See FUNDS)
GOVERNOR’S OFFICE ......coeiiniireeeeeeeeees 0200 et seq.
GRANTS ..ot 0900
GROUNDS (See BUILDINGS & GROUNDS SERVICES)
GUARANTY DEPOSITS......cocieiiirreeeerenes et 19410

HANDICAPPED
Rev. 395
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ACCESS REGUIALIONS. ......cvveeiiiiiiece e 1456.2
HAZARDOUS MATERIALS CERTIFICATION.................. 3840.1
HEALTH & SAFETY CODE COMPLIANCE...........ccco.e... 1321.18
HEALTH & WELFARE FUNDS, CONTRIBUTIONS TO

HOLIDAYS ... 8740
HOSPITALS AND MEDICAL SERVICES AT STATE FACILITIES

........................................................................................... 0190
HOURLY RATE ..o 8740
HOUSING, STATE-OWNED

Rental by EMPIOYEES.........cccvvrvvieeiinrereceerenenes 11031-33

—1-
IDENTIFICATION OF FORMS .......cccoviinniniiiicinienns 1720, 1740
INCOME.......iiiiei e 8200 et seq.

ACCTUAL ... 8290-90.4

Definition

From INVEStMENts ..........cccocvviiiiiiiiiccecs 8284

Overpayment & Underpayment ...........ccooereeeenererenieeenes 8241

SUNARY HEEMS ... 8281-84.2

TAX oo 8572, 8572.1-.2, 8572.5
INDIRECT COST ..ottt 8755.1-.2, 8756
INDUSTRIAL INJURY EMPLOYER’S REPORT

PAYTOIIS ... 8535

Workers” COMPENSation...........ccocvrvveereeeeiennresiseeeesesenenns 2580
INFORMATION

Access to

AULNOTIZING. ... 4841.5
by the Auditor General ... ..4841.9

by the Legislative Analyst..
Classification of..
Inquiries...........
OWNEISNIP OF .o 4841.4
Responsibilities of

Custodians .
OWNEIS.coteiiiieiiiee et be st e s

Security and Risk Management.............ccccoceeerinnnnn. 4840-45

INFORMATION TECHNOLOGY .....cocooviiirierieniinieniens 4800 et seq.
Agency Information Management Strategy ................ 4819.31,
4819.34, 4819.37, 4819 42, 4900.1-.03, 4925

Audit Requirements.........ccocoveveerirnnenn.
Authorization of Agreements ..
Budgetary REVIEW ........cccviureiiiinirineeesseeeeseas
BUAGELING ...

California Software Management Policy ..........c.cccoeeenne 4846
Certifications ..........cccocoeveiennnnne 4819.39, 4832, 4843.1, 4845,

Computer Assisted Retrieval-Microfilm....................
Data Centers
Definitions Pertaining to ...
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Desktop and Mobile Computing..........cccccceereneee. 4989-4989.3
Delegation ..........c.ccceueene 4819.34-.38, 4900.2, 4926, 4989.2
Disaster Recovery Planning. .4843-45
EXCIUSIONS ..ottt 4819.31
Feasibility Study. .34-.35, 4920-30.1
General POlICIES.........oceiveeeieiirrcccecee 4800-19.42
Information Management Planning ...........cccoceeuee
Information Technology Infrastructure Policy .
Management PrinCiples...........ccocoevierrrcieninnseeeesesas
Ongoing Information Technology Activities...............
Organization and Staffing ..........cccovvrriinnniccene
Planning.....cccccovvvivnvrininnn. .4819.31, 4900-03.4

Previously Approved Effort...........cccovvinrieinnnnee
Procurements (See PROCUREMENT,
Information Technology)
Project OVersight........cocoveeeererinsieeereessieieenens
Project Review, Reporting, and Evaluation...........
Maintenance and Operations Plan Policy ..
Post Implementation Evaluation Report.
Special Project Reports..
Property ACCOUNEING ......cccueeiiriririeiieeceees
Reports
Agency Information Management
Strategy (AIMS)............vn.
Budget Change Proposal (BCP) ..
Feasibility Study Report (FSR)........
Operational Recovery Plan ...............
Post Implementation
Evaluation Report (PIER).......cccoeeervrirernnns 4947
Security Incident ...........cccceuee. ...4845
Special Project Report (SPR) .
Project Reporting Criteria..........coceoeeinnnnscienicren
Reporting Exemption ReqUESt .........cccoovvveveeieiereririnen
Risk Management............cccoeuue.
Security and Risk Management

Staffing APProval.........ccveeeiirinveeieierse s 4852
StANAArAS ... 5100-80
Statutory Provisions

Applicability

Governmental Code .........coovvvenieieieeinnnees 4810

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

in EDP Equipment Definition.............ccccoevnnenes

in Information Technology Definition

Annual Reporting of COStS .......cccoovrreirininininnns

Voice/Video EXCIUSION .......ccccovvnriiiicinicinine,
Training and Employee Development ...........ccccoevneinnens

INJURY REPORTS, RESPONSIBILITY FOR
(SEE ACCIDENTS)

INJURIES INVOLVING THIRD PARTY
NEGLIGENCE.......ccoooiviiiiiiiici s 8537

INQUIRIES BY PUBLIC (See INFORMATION)

INSPECTION(S)
Architectural ConStruCtion..........ccceervrvviviseriereresseeienns 1454.2
State-Owned VENICIE .......cccvveiieiicece e 4113
INSTITUTIONAL FARM OPERATIONS................. 10900-10994
INSTITUTIONAL STORES ACCOUNTING............. 10800-10892
INSURANCE
Air Travel .............. ...2410
Approval ReqUITed..........cccovieuiieinnniicccceesneees 2410
Automobile, Privately Owned. 0753, 2420
Legally Uninsured...........ccoviicninnninicceesnees 8780
Motor Vehicle Liability.........cccoceoevirinrnennns 2420, 8777-77.2
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Nonindustrial Disability ..........ccccoveieieiinnniiieeees 8538
Surety Bonds .................
Temporary Disability.

UNemMPIOYMENT .....ooveeiiiceeeriseeee e renens

Workers’ Compensation

AUIES s
Agency Responsibility ...
Benefits, Notice of (CIF Form C-68) ..
BUAGELING ...
Claims, EMPIOYEE......ccovrvvvreereeiireeiseiee e
Claims, Self-Insured Agencies..
Expenditures..........ccovevrvrvrnnen.
Medical Treatment
Responsibilities & Procedures ........c.cccoveveene. 8536-37
Reporting and Investigating Accidents/Incidents
Involving State Employees or State Property .......... 2455
INSURANCE AND SURETY BONDS. .........ccocveunee. 2400 et seq.
INTERAGENCY
Agreement ........cocoveeen ... 1200-15
Services, Charges for.........covcveenrncccninenns 8758-58.1
INTEREST EARNING, MAXIMIZATION OF........cccovurirnnnnas 8099
INTERNAL CONTROL,

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

Business Use FOrMS/REPOItS..........ccceervrvrvreeeernnnns 1710, 1735

Annual, of Mobile EQUIpMENt..........ccoveiieninirrrcciene 4114

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

PUDIC USE FOIMMS ..ot 1745

Purchased StOres..........ovveieeeceriennnieceieeisnens 10860-61

Report, LIVESTOCK ........cvueeiriiiririciciereieceees 10991-91.1
INDEPENDENT CONTRACTORS......covovniernireieerens 8422.116
INVESTMENTS

General Ledger ACCOUNES.........ouvveueueerireniririecieens 7622, 7820

INCOME FrOM.....oiiiiiir e 8284

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

AAVEITISING ..o 0550

ATTTINE o 8422.114

Automobile Rental..........ccooovvieicnnncccens 8422.115

Billing (DGS) .

Blueprinting and Reproduction.............cccccevnnnee. 8422.105

Cash Purchase FUNS...........ccovrieiinnnccc e 8112.2

Containing Freight Charges . ..3851.2

Contested .......ccoeoervrriienens .8471.52

Contractual Services... .. 8422.104

Delinquent, General SErvices..........ccocovvvrrnreeeiernnnnas 8471.51

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

Freight and Transportation ...........cccocveevereinnseceens 8422.101

General Services, Dept. Of........cccceeivvricnnns 8422.24,8471.44

General Services, for Services Rendered..................... 8471.24

Notice of Correction..........cccocevvirineee 8422.5, 8780.1, 10808

Payable from Reverted Appropriations...........c.cccoeeene. 8422.7

Payment, Preparation of ..................... 8422.1-22.115

ReVOIVING FUNG ..o 8422.108

Service Revolving Fund, Scheduling..........cccccovviviee 8471.44

Sole Proprietorships ........coceevenrniceiennnsseeens

Telephone & Telegraph, Audit of ...

Travel Expenses, Verification of...........c.ccoveiininnn
Vendors Institutional StOres............cooveiccnrininnen.
ITEM CHANGE, PROPOSED NOTICE OF ......ccccovteiniiiiinnns 3560
ITEM COUNT, BANK DEPOSITS......cvtiviiiiieiienceiienn. 8033.2
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—J-
JOURNAL ENTRIES ..ottt 10501-53
Controller’s 8452, 8830
Plans of Financial Adjustment............ccccoo.... 8452, 8715
JUDGMENTS AGAINST EMPLOYEES’ SALARIES. ........... 8593
JUNKED PROPERTY ..ottt 3520.9, 8643

K-

—L—

LAND (See REAL PROPERTY)
LATE PAYMENT PENALTIES............coeiinnnn. 8474-8475.1
LAUNDRY AND DRY CLEANING SERVICES............ 11041-43

LEASE, LEASE/PURCHASE
Contracts.......ccoveveneee.
Information Technology......

Competitive Acquisition .
MOAEI LEASE ...t

Lease/Purchase of Equipment
(See EQUIPMENT GENERAL)

Office and Warehouse Facilities............cccoovvrrnicnnee
Authority .............
Leasing Services..
Space Allowances.................
Sublease of State Leased Space....

State-Owned Property, Leasing to Others
Automated Teller Machines in State Buildings....1323.1

Competitive Bidding Requirements............c.ccce.... 1323.1
LEDGERS
Allotment-EXpenditure.........cccovveeerenrireeeninnnenns 7829, 8302
Fund, State Controller’s ACCOUNtS.........ccccvrvrerveeninne 8810-14
Postings and FOrMS ........coveieeminnncccnieees 7223-23.4
Prior Year Adjustments................. 7831-32
Receivables, Office Revolving Fund.........cccccooveinicecnnnee. 8192
Stores, Institutional Stock Records ..10851-52
Treasurer’s Accountability...........cccocoevvrnniinicneiinne 8880
LEGAL BASIS FOR
Budgetary Control............ 6503
Finance and DGS Controls . 0150
Freight (Control of).......... ...3800
MailiNg LISES ....cveuiviirieicieiiierieiee st 3150-51
MICTOFIIM. .. 1650
Purchases .
Reorganization Proposals.............cccvrvrreeierernseerennnnes 0130
LEGISLATIVE ANALYST ..ot 7360
LEGISLATIVE BUDGET COMMITTEE. .......ccoovoenieiniiinnnee. 6130
LEGISLATIVE/LEGISLATION.....cooiiviererneieeneerneenenes 6900
Bill Analysis...........ccceuue. ..6960
Bills ..o ..6915
Constitutional Amendments....... 6920
Departmental Proposed Legislation.. .6950
Enrolled Bill Report...........c....... ...6965
HEAINGS ..o 6955
Legislative Calendar..............cccoeeiinnniiniceeinnes 6905
Legislative Process.... ...6945
RESOIULIONS ...
LETTERHEAD
FOIMAL ..o 2820
PRINEING .. 2820
USB OF 1t 2820
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LIABILITY

Contingent and Real ...
Insurance, State-Owned Vehicles
Tort, Payment ProCeAUIES ..........cvereeeeerinmnieisieenesseenenes

LIBRARIES, COORDINATING DISTRIBUTION.................. 3120
LICENSE (S) AND PERMIT (S)
Federal Communications COmmIsSion ........c.cooveeerennns 4530

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

LISTS, MAILING
(See MAIL MANAGEMENT SERVICES)

LIVESTOCK
INVENtory REPOI.......cooveevieiveireceese e 10991-91.2
SUrplus, Sale Of .....c.cviiiccie e 10950
LIVING QUARTERS, STATE-OWNED ......cccocoovvririmrierninene 11030
LOAN AND RENTAL OF EQUIPMENT ......ccccoovvnniiicnnnn 3522
LONG-RANGE FACILITIES PLANNING.......cccooveiiicirins 1310.3

LOST, STOLEN OR DESTROYED
INfOrMation ASSELS........cevivririririeeerisieeee et sees 4845
Meal Tickets, Certification for
Personal Property.........c.c.....
Prohibited Practices
Property ...............

Resistance during Robbery... 8000
State Property .........c...... 8640, 8650-51
SUNVEY REPOIS ...t 8650
LUMP SUM PAYMENTS, RECOVERY OF......cccooconiniinnnn. 8596
M-
MAILING LISTS oottt 3151
PARCEL DELIVERY ....coiiiiiiiieieieensietee s 3831
MAINTENANCE
Buildings and Grounds...........cccoeveeiciennnnncieeennns 1330
Information Technology .........c.coeeerivnneciiinnseee 5220-.1
Model Contract for Information Technology....... 5255.11-.1
TelecommUNICALIONS..........ccveeiirre e 4525
Vehicles, State-OWNed ..........ccoeveveviererieeieeveeceee e 4101
MANUALS
Agency Accounting.......c.cceeevrenne ...7150
California Accessibility Reference ............cccovivnicine. 1456.3
California State Structural Safety Interpretive
MANUAL......ciiiiiiiiee e
Defense DIiVING.......ccovvriireieerireseseessee e eeeseseeeesens
State Administrative Manual
OFA State Fleet HaNdbOOK ..........coviviecveieiinirniccies
MAPS, U.S., GEOLOGICAL SURVEY, PURCHASE OF......3695
MASTER AGREEMENTS
Approval by General SErvices........ccoovevivririrseeienennnenns 1215
Equipment, Lease/Purchase.. 3532-33
EXempt from CSCR......c.coeiiiirieeeeer s 1233
Information Technology ...........cccoeeininnncieiinineecene 5207.5
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MATERIALS MANAGEMENT ......ccooiiiiiiiincsesceee 3535
MATERIALS SERVICES SECTION ......ccooeeiiirnieccinnnes 3540
MAXIMIZATION OF INTEREST EARNINGS.........cccovnnnne 8099
MEALS

Business Related ...

Meals and Meal Tickets ..
OVEIIME ottt

MEDICAL & HOSPITAL SERVICES

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

After Hours, State Building ..........ccccoeonnnvccnnnnnienns 1330.3

CONTEIENCE ....vvv s 0724
MEMORANDUMS

FOIMAL ... 2820
MERIT AWARD PROGRAM .......cccoovvnierinirierrinns 4700 et seq.

Eligibility of SUGQeStion ...........ccocceveiinnieciiineecee 4702

AWaArds........cooveeeeniininenn ..4700

Eligibility for Participation . ..4702

Nonadopted Suggestions..... ..4702

Responsibilities.................... ..4702

Special Acts and Services ... ..4700

Superior ACCOMPIISNMENTS .......ccovvrueeiiiririreeeereeiene 4700
MICROWAVE

EQUIPMENT ..ot 4525

MILEAGE RATES (See VEHICLE, PRIVATELY OWNED)

MISCELLANEOUS
ACCOUNTING PROCEDURES. ..........ccooovuiinne 8700 et seq.

MISUSE OF STATE PROPERTY
Copying & Duplicating Equipment ..........cccccovvrcnenene. 2880
Motor Vehicles.........cccovvvnniineee ..4105
Nonstate Money ...
Prosecution for ..

Purchases....... ..3504

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

PUICNASES ..ottt 3571
MONEY ORDERS

ACCEPTANCE OF 1. 8023

Endorsement of ..........ccccveviiviiiciiccseee 8034.1-34.2
MONEYS, UNCLAIMED TRUST ....ccoovveeeieririerns 18424-24.7

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

MOVING AND STORAGE
EMployee Charges..........ccccevrvrireneeinnsineeeessseseeessenens 3824
Household Effects.... .3820-29.2

MODile HOME......cviieceisee e 3827
Office and Institution Moves .. ..3811
OVerseas ShIPMENTS .....c.vovvvevceriirreeeeeeee e 3825

Relocation................. .3820-29.2
Self-Haul MOVES ..o 3826
MOVING EXPENSES .....c.veeciiniirinieiceisisisie e 8572.1
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—N-
NARCOTICS......ooeireerreerreeiernese e 3661.1
NEGOTIATIONS

Freight and Storage Rates..........cocoeeeerireniricccnennne 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 .........coovoooreeseeesoccreeeesesss 0180
ol =To3 =TI L = 1330.6

OFFICE REVOLVING FUNDS
(See REVOLVING FUNDS (Office))

OFFSET
ACCOUNING TOF ... 8790.8
Claim Procedure ........ccovveevieenieiesernseneseseeeseenns 8790.1-90.

OIL (See FUELS AND PETROLEUM PRODUCTS)

OPERATING EXPENSES AND EQUIPMENT
Accounting for
BUAGELING ...vvviiiiccee e

ORDERING AND ESTIMATING
Institutional STOreS........covverviievviireiees e
Supplies from Material Services Section

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

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

Collection Of .......ccvoevieircicceee e 8776.5-76.7

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

PARKING
Charges, Reimbursements for .........ccccoveeeierininnseininnns 0755
Employee Parking ..o 4118
Loading Dock Areas............. .1330.4
Parking Lots, Maintenance of ...........cccocoveeinnnnniciecns 1330
Vehicle HOME StOrage........covveeeeevrnrieenieesiennresiseeeeneenens 4109
PAY
Periods, Beginning and Ending Dates...........cccocovveennne 8512
Plan, State ......ccocvevieiiceiceeecee e 8510
PAYROLLS.....ooiiriiiitieniereieneieissie e 8500 et seq.

Collection of Overpayment........8776.5-76.7, 11072.2-72.22

Disbursements .........ccccoerrceiennnneeeeeeceene 8421, 8451
Expenditure Accounting 8590 et seq.
EXpenditure REGISLEr ........cocoieiririreiirerisirece e 8361

Warrant REGISTErS .......ccvviririreeieeinres e seeens 8361
PERFORMANCE STANDARDS
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Information Technology

Productive Use Requirements.......c..coovveevrvrerernenns 5203
PERIODICALS AND BOOKS, PURCHASE OF ..........cccco.... 3691
PERSONAL PROPERTY

Claims for Damage t0 .......cccvvvrurerreeiernrireeeeresesese e 8423
Sundry, Private TruStS........cocoeeenrnssce s 19424-425.3
PERSONNEL ......cooitiiiciiinieiece e (See SPB Manual)
EXEMPL.civiiiiiceiceee s 0400-22.1
General Procedures, Payroll...........c.ccccovoennnnccicninnne 8531-35
Help Wanted AdVertisements ............cocoeereecevnnnneeees 0550
Personal Services
Quarterly AHOtMENLS..........cocoiieiireiiirieccnes 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 ..ottt 0747
PLAN REVIEW ..o 1456.2
PLANNING
Long-Range FacCilities .........cocoeeennrncciseeceens 1310.3
Metropolitan Areas..........ccvviierieierininn e 1310.3
PLANS e
Agency Information Management Strategy
......................................... 4819.31-.42, 4900.1-.03, 4925

Of Financial Adjustments 8452, 8452.2, 8715
Organization, Approval of ..
Statewide Planning..................

Telecommunications, Review of

POLICIES
Architectural Revolving Fund.............ccccocoeiinnnnnnen. 1452.2
Authority for Form 23 Review
Request for FOrm 23 ReVIEW ..........cccoveiiecuricecinnninenn, .
Request for Project Undertaking...........cocooeerveinnnncnnns 1452.2
POLYCHLORINATED BIPHENYLS PROGRAMS.......... 1327.13

POOL VEHICLES (See VEHICLE, STATE-OWNED)

POOLED MONEY INVESTMENT BOARD.......c.cccocevirininns 7350

PORTFOLIO MANAGEMENT ....ccoviriiiniiieinieeireneeeeees 1310.3

POSITION(S)
BIANKEL .....oviiiiiicce e 6439, 6518
Code NUMDETS.......cvviiiieieieieieis e 8533
Downgrading................ ...6406
Information Technology.........cccovvvvveeererininieeieesseeeeens 4852
EStablished .........occoceiiiinieececceeeene 6521, 8531
EXEMPL. v 0400-22.1
Personal SErviCes ..........oceiierncciinsreeeee s 6403
Reclassification ......... ...6406
Salaries and Wages ... .8341-41.1
Schedule ......ccccovvinee. 6424-6429
Vacant PoSition REPOIT ........cccoviurieiiriniririeeeessesieieins 6445

POSTCARDS (See CARDS)

POSTAGE ...ttt 8115
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PUIChAse Of ....c.ooveiiiiccceee e 8115
POWER OF ATTORNEY-REVOLVING FUNDS .................. 8160

PREVENTIVE MAINTENANCE
(See VEHICLES, STATE-OWNED)

PRICE LIST AND CATALOG, CENTRAL STORES............. 3542
PRINTING . ..c.oiiiceiceserse e 2800 et seq.
AQVEITISING ..o 2825
Brochure, Pamphlet and Poster Printing .........c.cooceeennns 2820
Computerized Addressing Services
Copying and DUPliCating .........ccocevevrerireereeeeresseseeenens
Costs2810, 2860
Desktop PUBIISNING..........coceiriireeeieerse e
Dup. and Repro. Services
Electronic Publishing (Disk or Internet) ...........cococeevvnne 2820
EStIMALES ...t 2810
Forms Printing ........... .2820
Interagency Mail Service................. .2820
Legislative Printing and Distribution. ...2820
Mass Mailing .......cccoeeeeennninincnene. ...2820
Master Service Agreements.. ...2820
Ordering FOM ......ouciiiiirceeee s 2810
Print BUYING......ceiiiiiceeesisiee e sssessssenenens 2820
Prison Industry Authority. 2850, 2855, 2860, 2865
Publication Printing........cccccvviveeiereiininsseeesesseseeenens 2820
Quick Printing .
Scheduling
Services or Supplies,
Authorization for ........c.cooeevvcvesnnene. 3571, 8472.1
Stationery Printing.........ccoeeeeinnnseeie s 2820

UNIoN Label ..o 2870
PRIVACY LAWS AND REGULATIONS ......cccocevviviiiiiieiiens 1745

PRIVATELY OWNED AUTOMOBILES
(See VEHICLES PRIVATELY OWNED)

PRIVATE TRUSTS ..ot 19420-25.3
PRISON INDUSTRY AUTHORITY
AULNOTIEY . 8476
PrINtiNG .c.ooveveeiciiecc e 2850, et seq.
PUICNESES ...t 3505
PROCUREMENT
Information Technology
Authorization of AQreements..........c.ocecevciinneee. 3507
Certification...........ccccoevvrcrenne. 4819.41, 4832, 5200.7
Competitive Procurement Policy .........c.ccccovviinnee. 5205
Computer Terminal Equipment. ... 5291-93
Consultant Services................ 5202, 5222
Delegation Authority ... ..5210.1

Extensions and Renewal of Contracts..

General Process ........coovvveevveerieennas
Interagency AgQreement .........c.cccccvevrvrneeiniesenennenns 5240
Invitation for Bids (IFB) .........ccccoeeinnininrcniiiinienenes 5212
Model Invitation for Bid .........cccccoveecrinnnne. 5221
Lease Purchase .........c.cccoeveee. 5206, 5207
Model Lease............... ...5252
Limited Competitive AcqQUiSition..........c.ccceceervrenne. 5209
Maintenance
GUIEIINES....ovvevirieiceeeeee e 5220.2
Model Contract.........ccceeeverererereeeene. 5255.11-.1
POLICIES vt 5220-.1
Master Agreements.................... ..5207.5
Model Personal Services Contract... .. 5271-72
Multi-step Procurement Procedure... .. 5216-.95
New Equipment Requirement ............cccoveeerinnnene. 5204
Procurement Plan............ccoevvvveviieveicriceveceennn 5200.6
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Productive Use Requirement ...........cccoveeerinrennnnns 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)........... 5209
OFfiCE OF .o
Area Offices
SEIVICES ..ttt bbb
PRODUCE STORES
Institutional Accounting..........ccoevevriececenae 10822, 10920-94
PROFESSIONAL POLICY ..ottt 1456.2
PROGRAM CHANGE
Letter 0f NECESSITY ...c.cevviviriiiiciiii e 6536
PROGRAM PURPOSE
CONSErUCLION SEIVICES ....c.cvvvieiriiiicicieieese s 1454
Design Services.........

Regulation Services
PROJECT MANAGEMENT ....oooiitictiisiecteeses e 1315

PROJECT PLANNING
Architectural Planning ........ccocoveeeieivinsesenensseens
Cost Control Engineering.
Review Of PIans..........cooooveeicninnccecssses

PROJECT UNDERTAKING, REQUEST FOR..........cocuu.... 1452.2
Agencies Exempt From Review
FOrM 23 ..o
POHICIES ..o

PROPERTY (See also REAL PROPERTY)

ACCOUNTING ottt 8600
Acquisition (Real EState) .........cveereivrvririreeererisisieieenens 8705
ClASSES OF ...t 8652

Damage t0......cvveeereireereer e 8777.1-78

Disposal.............. ...0510, 1322.15, 8640
Federal Surplus... ....3521, 8422.107
JOUMNAl ENLFIES.....c.viciciciiiieie e 8670
Ledger, Subsidiary RecOrds........cc.cocveueeivrerreeerninrininnns 7821
Lost, Stolen or DeStroyed..........cceerieirerinieeinireseieees 8643
Management................ ...8600
Reconciliations... 7924
Records.... ...8650
REPOITS .o 8660
Reutilization 3671, 3520
SCrAPPEA ... 3520.9
Survey Report (FOrm STD. 152)......cccceevivrvrinirinieernnns 3520.3
Livestock
Vehicle DiSPOSal .......covvrvrieveeeeeriiisieeereieseseeeenens 4111
TrRANSTEE oo 3520.4
PROPERTY SURVEY BOARD .....ccccoovnininireinininirrnineceees 3520.3

PRO RATA GENERAL
ADMINISTRATIVE CHARGES...........ccoooiiiiiiics 8754

PUBLIC INFORMATION (See INFORMATION)

PUBLIC WORKS BOARD
Preliminary Plans, Approval of...........cccoceeiiiinnncicennne 6851
Real Property Acquisitions ........
Working Drawings, Approval of

PUBLIC WORKS PROJECTS

ApPropriations.........c.ocevevenneee 1458.21-58.22, 1460.1-60.3
Design and Construction.. 1451.3
Disbursements.............. ...8454
RESD FOrm 23......c.coviiiiiinccess 1321.12

PUBLICATION OF REGULATIONS (See REGULATIONS)
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PUBLICATION(S)
ACCOUNTING TOF...iviiiicceie e 8785
Administrative Regulations.. ...0530
Definition of ...........c.c...... ..3121.1
Distribution for Libraries.. 3122.1-23
Exception to Definition .........cccceeervrvrveeeieisiesseeenns 3121.3
Federal, Purchase of ..o 8114
Libraries (See LIBRARY DISTRIBUTION ACT)
Publications and DOCUMENLS .........ccccoeveriruririeeninirinicieenens 3120
PUrChase Of ..o 3571
State Administrative Manual ..0001-0030
SUDBSCIIPLIONS oo 3690-91
PURCHASE AND EXPENSE CLAIMS,
DISBURSEMENTS ...ttt 8422
PURCHASE ESTIMATE (Form STD. 66)
Estimating QUArterly .........cccooeeieinnniceie s 10806
REQUISITIONING ..vcviviiiieeeisie e 3550
PURCHASE ORDER......cccootiiitiieiesiesisree et 3565
INSEIEULION ... 10807
PURCHASE ORDER CHANGE
(FOrM GSOP 7).ttt
Sub-Purchase Order...........ccouoeeevnnnnicicceinenns
PURCHASE(S) ..vvveveieieieiniriiirieeie et
AICONOI, TaX FIEE ...t
Bookkeeping Machings..........ccoovviiciiennnnnicicieenens
Centralized Purchasing, Relief from..
Contracts, Centralized Purchasing ...........c.cocccoveennnnines
Delegated Purchasing.........c.coceeeerievneneeicnnns
Delivery Commitments..
Fresh Produce .........cveeeviinnecieissennns

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

Institutional Stores..........cccooverceennninenn. .10808
Lease/Purchase Option Credits (EDP) ........cccccovevreienncns 5208
Light GIODES ...
Limit ..o

Delegated

Model Contract

Pencils, etc., for Employee USe.........ccccovveeinnnnccnens 3676
POSEAJE......coiiiiiii e 8115
Printing (See PRINTING REQUISITION)

Prohibited PractiCes...........ccovvieceinnniccicessen 3504

Publications..........
Requisitioning Procedure ............cccccoeevnnniiicnnenns 3550-58

“R-
RATE, AGREEMENTS, FREIGHT SHIPMENTS ....... 3801, 3885

REAL PROPERTY
Acquisition ..
Appraisal......
Easements. .
GIftS o
INVENTONY ..ot
Leasing State-Owned Property to Others..
Posting of State Property..........cccocoevvvnninicnennnns
Proactive Asset Management...........cccovvveeennneneeneens
Real Estate SErviCes ........cooiieieinnniccreessss
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Relocation ASSIStANCE ........cccovevvieeeieicreiserese e 1323.12
Statewide Real Property INVENtory .........ccococevvevrvrnnne 1324.14
Surplus State Lands........cccoveeueeennennisieienessieieenenens 1323.13
Transfer of Control and Possession Between

State AGENCIES.....c.ciriiririeieirierieee e 1323.12

RECEIPTS

Cash TranSaCtioNnS ...........ccceeririrerieieieinree e 8020
Institutional Stores Accounting.. ..10821-23

Private Trusts.........ccccevvvneee. ....19420

TFRANSTEE 1. 8021
RECONCILIATIONS

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

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

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

(0] 01 72N 7924

TYPES OF ot 7920
RECONCILIATIONS AND REPORTS ......ccoovverrerenne 7900 et seq.
RECORDING SERVICE ESTIMATE

ADVANCES .......covviiitieniensieneeneeneenns 8471.23-71.61
RECORDS

ACCOUNTING oo

Employee Attendance ..

Farm ProdUCES .....c.coviiniiiciceientcceessee

Stock, Institutional Stores............c.coe..... 10851-52, 10860-61

Subsidiary, ACCOUNLING ........coovriiricieirinecrias 7800-32

RECORDS MANAGEMENT
Abolished Organizations.

ASSISTANCE ...ttt
Biennial Progress Report on

Records Management..........ooveeeenenernesieeenenenennns 1611
Development/Implementation. ..1602
Electronic Records............... ..1600

Establish/AdMINISIEN ........ccccvivrviereriirseeeesee e 1602
Forms Management.. 1700-50
Government Codes........cccccuun... ...1602
Guidelines, Fact Sheets, Handouts............ .1695

Management Practices/Recommendations .. ..1614

Obsolete RECOrdS ........ccouovvererieiinirieirieins 1611

PUbBIIC RECOTTS ... 1602

Records Disposal.. 1602, 1611

Transfer of CUSTOY......cccovvvveeeriririsseerse e 1687
RECYCLE

Garbage ColleCtion............oeeerieirneieiini e 1900-60

Paper (White) .......

Recycle, Project.

RECYCIING ..o
REFUND(S)

ACCOUNTING TOF .. 8240

Cash Accounts... ..8095

Claims............ ..8424

Gasoline Tax . ...8745.5

REVENUE ...t 8240

Unused Services, Claims for... 11073.2

Utility Services LiNeS........oovveieririninreeisnnsseeennesnnnas 8750
REGISTER, BOOKS OF ORIGINAL ENTRY, ACCTG......... 7222

REGULATIONS, OFFICE OF
(See EXECUTIVE ORDER) ......cccovviveiniiiririnn. 1456-1456.3

REGULATION SERVICES, OFFICE OF
CONLACTS .. 1456
Functions...........

Internet, Location..... :::1456.3

Program PUIPOSE ........cccuvcieiiiirinccncinse s 1456

Publications.......... ...1456.3

Statutory AUtNOFILY.........ccoeevircceee s 1456.1
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REIMBURSEMENTS
Advances for Travel EXPenSeS.......c.oovevierirervreereierennnenns 8117
Budgeting for.........c.ccccoeenne.
Cash Purchase Funds.. .
Classification Of ..........ccoeveiirniieieine e
Crediting Of ..o
Interagency ApPropriations..........ccccoeevreeierenerenieenesenens 8453
MiIlBAGE ...ttt 0754
NON-State EMPIOYEE........cvoureiiiririeieeiree e 0774
RENTAL PAYMENTS ..ot 1322.1
REORGANIZATION ..ottt 0130
REPORTS ..ttt ittt ettt et e a e eae s 7900 et seq.
REQUEST FOR PROPOSAL ..ottt 5213
REQUEST FOR QUOTATION......coiviriririiriieieieinisseneneeees 5214

RESEARCH GRANTS (See GRANTS)

RETIREMENT FUND(S)
List of Retirement FUNAS..........cccoevvieiiieveierciescsses 16400
OffSet-RELIrEMENt .....cccvevivieiiececcece e 8790.1
Payroll FUNCLIONS..........coeeiiirireceese e 8520

RETURN ADDRESSES (See CORRESPONDENCE)

RETURN OF STOCK ..ottt 3543.4
RETURNABLE CONTAINERS ......ccooiiiceeeeceeeee e 8765
REVENUE

Accounts, SUDSIdIArY .........ccoveveririnnneienissseeens 8212-13

Statements OF ...ovcveiicre e 7956
REVERSION (See APPROPRIATIONS)
REVOLVING FUND (OFFICE)

Accountability ........... 8100-93, 8111.2, 8112.6, 8121.1, 8130
Accounting and Cash BOOK...........c.cccoueervnnncnnnnn. 8190-93
Advances ... .. 8425, 10501

Cash Purchase Funds

Invoices..............

Reimbursements .8112.5

SAIANY ..o 8595

Travel..ccennccee, 8116-17

U.S. Agency-Working Fund...........c.ccceoenvinnncnnns 8122
AUGMENTALION ... 8170
Cash, Ledger Account....... ...10402
Claims for Reimbursement............ccccoevviinicicnnnnnenn 8170
CUSEOAIAN ...ceee e 8130
DEFICIENCIES ...vivieee e 8072
Disbursement Voucher (Form STD. 438) ........cccoveennne 8140
Endorsements (Power of Attorney)..........cccoccevveevnninine. 8160
EStablishing Of ... 8170
Establishing Funds for...........ccccccoeveiinnncicins 8425
Institution Cash Payment Fund .............ccccoervvinnnccrcnnnene 8121
Invoices Scheduled for Reimbursement

Discount INVOICES .........oveveveiirrisieirei s 8113

Reimb. Voucher & Invoice Recording.. 8422.108

Replenish Cash Purchase Fund...........ccccoovvuenne. 8112.5
Office Revolving Funds .........cccccovvnnicicciinnnn, 8100-93
Payment Authorization for

Discount INVOICES .....c.cvuvvririeiriiicicierisneecis 8113

Registration FEES ........coovvvieieniineceresseiceens 8120
Petty Cash Funds

Cash Fund (INStItUtion).........ccceeeerrneecriinneeeens 8121

Change Funds........... . 8111-12.1

SHOMAGES ... 8072
Purchase of

Bank DraftS.........ccceevirrneeriinnseeenensseeeeees 8123

POSEAgE. ..ot 8115

Publications, Federal ............ccccoonniieininnnccene 8114
ReconcCiliations .........ccccceveevveeieiieisereceevee 7922, 8193
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Reimbursement, Claim Schedule........................ 8170, 8422.25
Salary AdVANCE .......cooviirieieeiissiee e 8595
ShOMAgES IN...viiiiciee e 8072

REVOLVING FUND (SERVICE-GENERAL SERVICES)

AAVANCES ... 8471.63
Advances and Estimates.. ...8471.1-71.23
ATCITECIUIE ... 1452.2
Billing for Services ......... .8471.24
Direct Transfer for SErvices.........ccooovveivveevieiiveeiienns 8471.13

INVOICES ... 8471.24, 8471.44, 8471.63
Preparing Service EStimates...........cccovvrreierenennienen. 8471.41
Processing Claims fOr ........ccccovvieiinnsce e 8471.63
Recording ENtries........covveeinininnieeennssise e 8471.42
Recording Estimates........ .8471.61-71.62
Returning Unused Balance...........ccccoveenvnnnienenineniennns 8471.64
ReVising EStIMAteS ........ocoveveierininieecerseeeneee 8471.43
Service Revolving Fund.. ...8471.1-71.25

ROBBERIES (See CRIMES)

ROUNDING FIGURES.........ccccoviiniineneneeeeeeeens 8299.1

—S—

SAFES AND VAULTS ..ot 8024
Placement of for Security Reasons ...........ccccceevrerueeeenee 8025

SAFETY
Construction of School and Hospital .............ccccceveiee. 1454.2
Operation of Vehicle..........coccoeovnnnienns .0750.1-5.
Requirements for Privately Owned Vehicle...................... 0753
Standards for State-Owned Vehicles . .3622-22.4
Structural Safety........ccccovvvvnnnnee 1450, 1456
SUQGGESLIONS ..ot 4700

SALARY
AQVANCE.......ciiiiicieie et

Allotments, Budget Control
Billing for Services .............
Budget-Schedule 8 ...

Hourly Rate for Services.
JUAGMENt AQAINST.....cvvveecieeiirie e enens
SAVINGS w.eieiieeieitie et
Warrants
Deceased EMPIOYEES.........ccveeiririririniceeririeienas 8477.1
Distribution of ........ccoovvvieeiicc 8580-80.5

SALE

Real Property ... 1323
Surplus Products, Farming Operations .
Surplus Products, OffiCe ........coceveveinvnnrieenirreeene 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 ...viviieiecteere e sieere e
Depositor’s.........ccccceeenenne
Information Technology
Investments of Trust MONeYS..........cceeevvrnneccninennnenns 19464
REGISTEN ...t 10564, 19422

SEISMIC BUILDING PROGRAM........ccoeviiiiicnnii 1327.1
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SEISMIC CERTIFICATION ..o 1321.18
SELLER’S PERMIT ...cooiiiiiiiii s 8721
SEPARATION OF DUTIES (See DUTIES, SEPARATION OF)
SERVICE AWARDS (See PERSONNEL)

SERVICE REVOLVING FUND
(See REVOLVING FUND SERVICE)

SERVICE(S)
Architectural and Construction ............ccoveeenne
Automotive Equipment Inspection..
Billing for Services (General) .............
Buildings and Grounds Maintenance............cccocceveveennene 1330
Billing fOr ...cvovieiiiiecc e
Copier Maintenance ......
Direct Transfer by DGS
Duplicating and Reproduction
(See REPRODUCTION)

EMErgency SErviCe.......cooviieceienneticrieieeeseseees 6560
Employees

Grounds MaintenanCe............ccceerrriieeeecerennn s 1330
Interagency Administrative COStS ...........ccccovrenne 8758, 8758.1
Medical and Hospital.................... .

Motor Vehicle Repair
Provided by Department of

General Services........cccooveicinncnicinene, 8471.1-71.25

Shipping (See TELECOMMUNICATIONS)

To other than State AGENCIes .........ccevverirrnererinrreenes 8753

TO TENANES ...t 1330
SHORTAGE

Budget DefiCIENCIES .....o.vcveveeeriirieieereersee e 6536

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

PUFChESE.......cooiiiir 3571
SMOKING

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

ACLION REGUESE ... 6453

Allowances

Interior Space Planning and Design..........cccccoevvnnicneee 1320

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

Acts of Service (See MERIT AWARD PROGRAM)

Deposit FUNd .....ccocvvveeeiireeeeseeiens 18420, 18424.5-424.7

PUIPOSE TIUSES ...t 19440
SPECIAL ACCOUNTS

(See OTHER GOVERNMENTAL COST FUNDS)
SPECIAL PROGRAMS......cootetritirinienieiseeieeie e 1452.4
SPECIAL PROJECTS ...t 1456.2

SPECIALIZED TRAINING (See TRAINING)

STATE ADMINISTRATIVE MANUAL (See MANUALS)
STATE ARCHIVES.......coiiiiiis 1614, 1673.1
STATE BOARD OF CONTROL (See BOARD OF CONTROL)
STATE BONDS, ACCOUNTS.......ccoovvviiiiinnnes 8931-32

STATE BUILDINGS
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Building Maintenance..............ccoeoeviernrcieinnneeeeseeens 1330
Charges fOr SEIVICES .......cccrvriririeeieriresreeeeseesesseerenens 1330.1
Display of Art, Posters and Notices.. ...1330.7
Grounds Maintenance.................... ..1330
Service INFOrmMation...........ooeeieirnnecieireeee e 1330
Use Outside of Regular Working Hours.............ccce....... 1330.3

STATE COMPENSATION INSURANCE FUND
(See INSURANCE)

STATE CONTRACTING MANUAL ......cocciviviniciiicee 1205

STATE CONTROLLER’S ACCOUNTS
(See CONTROLLER, STATE)

STATE PRICE SCHEDULES. ..........ccooiiiiiiiiiiie 3531-33
STATE TREASURY SYSTEM .....ccoovviiiciiiiiiicnen, 8001, 8890

STATE TREASURER’S ACCOUNTS
(See TREASURER, STATE)

STATEMENT OF

OPEIALIONS ...t 7963

Financial Condition...........ccccocevvveviiiicincecee e 7979

FUNA Condition.........ccooveeiieiireiirercceees e 6481

REVENUE ..ottt 7956
STATEMENTS, BANK......ccoovviiiiie e 7967, 8050, 8060
STATEWIDE COST ALLOCATION PLAN .....cccovvervririnnn 8755
STATEWIDE PLANNING.......cccoviirrirnineiieeseeniens 1100 et seq.
STATIONERY

Letterhead.. "

PriNting Of.....ccciviiiccc s
STATISTICAL RECORDS FOR PROPERTY

ACCOUNTING ..ot 8660
STATUTORY AUTHORITY

CONSEIUCLION SEIVICES ...cvevveviieririeiieiesiee st 1454.1

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

STOCK RECEIVED REPORT
(Form STD. 106)............. 8422.20, 10808-10822.1, 1087273

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

STOLEN (See LOST, STOLEN OR DESTROYED)

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

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

SUB-PURCHASE ORDER

(FOrm STD. 40A) ....coovvviriiiicere 3570-75.1, 8422.103
SUBROGATION RECEIPTS.......coooiiiiiiicincic s 8775
SUBSIDIARY RECORDS (ACCOUNTING)............... 7800 et seq.
SUBSIDIARY REVENUE ACCOUNTS ..o 8212-15
SUB-STANDARD COMMODITIES.........ccccooviviniiiiiinns 3510.4
SUB-STOREROOMS.........cceviiiiiiiicneas 10831.1
SUCCESSFUL PLAN REVIEW.........coiiiiiiiiiiciciins 1456.3
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SUGGESTIONS, EMPLOYEE (See MERIT AWARD)

SUPPLIES

Accounting, Institutional ..............ccccecceinnnnnnen. 10800-892
Blanket EStIMALES .........cocovriiririeieiirnseeee s 8342.2
Catalog and Price LiSt ........ccceverivrnrnerininnecerenessieienas 3542
Deliveries from Material Services... .3543.2
LeAGEN ..ttt 7818
Ordering from Material Serv. Sec .. 3543-43.1
Produced, Stock Records..........ccccovevvvevveververinnennn, 10920-980
Stock Received

Report .......cooveneee 8422.20, 10808-10822.1, 1087273
Warehousing and INVENOrY ..........cccoevernnieecenenns 3535-36

SURETY BONDS (See INSURANCE-SECURITY BONDS)

SURPLUS
Data Processing EQUIPMEeNt...........coceeiirneecieinneieeens 5903
DISPOSAL ....coviviiiriiictcee 8643
Farm Products, Sale Of ..........cocooeivinnneciiineceene 10950
Heavy EQUIPMENT ........coiviiiiiecnees e 3615
Information Technology Equipment ... .5901-03
Information Technology Supplies.........c.c.cccccoeinnnenn. 5951-53
Money Investment FUNd...........cccooorneeiiennneeeene 8284.1
Office EQUIPMENT ....c.oiiiiceee s 3520
Property, Purchases .... . 3521, 3671
Property, UtIHZation ... 3671
State LandS ...c.cvvvveveeeiirieieeerseee e 1322.15
SURVEY REPORT, PROPERTY .....ccovrimmniemneirnerieerneenens 3520.3
T
TAX
Federal
EXCISE TAX ..ttt 8711.3
Exemption, Motor Vehicle Fuel..........c.c.cccveuenenn. 8745.5
Exemption, Purchases ..... .3574.1, 3585
Use Tax on Civil Aircraft........ccocoevvinnnnnennnens 8737
Income Tax, Withholding......... 8572.1-4
MOVING EXPENSE....c.vvveieeeiirieieieeresesie e 8572.1
Personal Property.... .3574.6, 8736
Refunds, Gasoline .........c.ccooeeenee. .. 8745.1-45.5
Reportable Payments to Individuals............c.ccccoeeenene. 8422.19
Sales & Use TaX ....oovvvveevreeerirerinnninns 3574.2-74.5, 8720-35.4
Non Taxable Sales.........ccccocverrrnriienieeces 8722
ULIHIEY USEI™S 1o 8422.11
Withholding ......cccvernieniencns 8572, 8572.1-.2, 8572.5

TAXI SERVICE (See VEHICLE, COMMERCIAL)

TD SERVICES. ..o 4540
TEACHERS' RETIREMENT SYSTEM (See RETIREMENT)
TELECOMMUNICATIONS (See Chapter 4500 Index)
TELEPHONES (See TELECOMMUNICATIONS)

TELEPHONE DIRECTORY, STATE.......ccoeiviiiniiiiiins 4550

TEMPORARY DISABILITY COMPENSATION
(See INSURANCE)

THEFT (See LOST, STOLEN OR DESTROYED)

TERMS AND DEFINITIONS .....coiiiiiiiiiieieieeisieriseieieeiias 1710
TIME OFF
EXPErt WItNESS....cvcveiiisieiceiiisieieieeese s 8594.2
HOBIAAYS.....eceeeei et 8740
JUNY DULY e 8594
Subpoenaed WILNESS...........ccciirnrieeeereesieiee s 8594.1
Travel Status, While 0N ..o 0726
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When Charging for Employee Services..........cccocoveeenens 8740
TORT LIABILITY

Accident INVeStIgation ..o 2455

Budget .

Payment Procedure
TRADING STAMPS ..ottt 3613
TRAFFIC MANAGEMENT.....ccconinieneerneereneeenens 3800 et seq.

AJENCY ASSISTANCE ...t 3803

Forwarding Bills for Approval..........cccccoeeeiiinnncnennne 3851
TRAINING

Conventions 0724

Driver .

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

CONVENLIONS ...t 0724

Out-0f-State Travel .......c.ccccvevnnrceenrecceees 0762

Registration FEES........ccovvririririeereriressiee e 8120
TRANSFER(S)

Budget AHOtmeNt ..........ccceevrrieicneeceas 6539, 8324

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

Equipment within a FuNd.........ccoceeeiinniciinecee 8640

Surplus Property. 3520.4

VENICIE. ... 4112
TRANSMITTAL OF CORRESPONDENCE,

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

Advance...........ccoeeeeienen. .8116-17, 8180

Advance Approval to Travel... rereenn. 0760

AIICTaft, DY ..o 0740

Use Tax on Civil Aircraft..........cccocoevvvvnnnnncns 8737

Audit of Transportation Invoices... .8422.114, 8711.3

AULOMODIIE, DY ... 0750
Bordering States.........coeeeenvnnicicienreeienen

Conventions, Conferences, or Business Meetings............ 0724
Credit Cards.........coovevvevevereeesee e 3629, 8711.1-11.2
Deceased Employees, Return to

HEAAQUAITETS ... 0772

Agency Verification 8711.3
Extra Hours, Credit for.........oovreinnneccneecee 8540
Insurance ........ccccce..... 0746, 2420
NoN-State EMPIOYEES......cccovvviiririiirrieiceerseee e 0774
Out-of-Country.......... ...0760
OUL-OF-SEALE ...t 0760

Per DIEM....oviiiriiieciceies s
Public Transportation, Use of .
Relocation AHOWANCES .......cceverrriiiriciniensn s
Rental Cars, Commercial ...........ccccoeoernnrneiennniseeens

Time Off During Travel Status ..

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

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

ACCOUNES ..ottt 8900-32

Bond Accounts... .8931-32

Management.........cccovvereeernenreenens ...8900

Organizations for Fiscal Management............c.ccccuvevninine 7330
TREASURER’S

ACCOUNTABILITY LEDGER.......cccouoevirrriirnnns 8900-32
TRIAL BALANCES ......coiiiitienieirneieneesesiesese s 7962
TRUST

Agency Trust Fund Cash.........ccoeeeieinnirsecereisseieens 8090.1

DepOSItS LEAGEN ..c.cvvereeieiiirisieieiee et 19421

Inmate’s Personal Property ........... 19421.3, 19425.2-19425.3

INVESTMENTS.......oviriiciicriee s 19460-64
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Private (Money Securities &

Personal Property) .....c.cccveeeerererveeerennnennnnns 19420-24
Special Deposit Fund.. .18420
Special PUIPOSE ....ccvviieieieiciririeeee e s 19440
Trust & Agency Funds

Bank ACCOUNTS ... 19462

Federal

NON-TFEASUIY ...ttt 19400

SaVINGS & LOAN ....cvivveeeceiisse e 19463

Other.....ccoeuue.

Unclaimed Moneys

TYPEWRITERS (See OFFICE EQUIPMENT)

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

UNEMPLOYMENT INSURANCE (See INSURANCE)

UNIFORM SYSTEM OF ACCOUNTING,
INTRODUCTION.......coriiiriiiiincni s 7110-7150

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

UTILITY BILLS, CONSOLIDATION OF
REMITTANCES ..ot 8422.110

UTILITY SERVICE LINES, CONTINGENCY REFUNDS....8750

V-
VAULTS AND SAFES........cooiirniicie s 8024-25

VEHICLES, PROPERTY REUTILIZATION
General Services, Department Of...........cccooveiiennnneenns 4112

VEHICLE, COMMERCIAL

ACQUISTTION ..o 3620
Automobile Rental............ 4117.2,8422.115
Damage, Reimbursement for...........cccoovvneiciennnncieens 0758
INSUrANCE COVEIAQE .....cvevviveririeririeieieieie e erens 2420

VEHICLES, PRIVATELY OWNED
AcCident REPOMING.......cccovovrrereeeiirisieeeees s 2440
AUhOrIZation 10 USE .......cccvrviviriiiiceieinnne e 0753

Damage, Reimbursement for-....... 0757, 2541.1
Insurance and Safety Requirements............cccccovvnnicnnee 0753
INSUFANCE.......ieiiiiicicirc s 2420
Mileage Rates .. ...0754
Motorcycle....... ...0759
Parking Charges..........cccouveriiiieeeeinnineeecsieeseseeeens 0755
Use on State BUSINESS..........ccocovviiiieicinnines 0750-55

VEHICLES, STATE-OWNED
Accident Reporting.
ACQUISTTION 1. 3620
Annual Inventory
Auctions...........

4111

Automotive Equipment, Purchase of ...........c.ccccceeinne 3620-29
Credit Card USe ......ccccovvririieiennnns 3629, 3590.1-90.5,4108
Damages t0 ......cvvvevireircseeee e 8777.1-77.2
DEfiNItioN......ccciiiiircccee e 2520.1
Disposal of 4111
Fleet Vehicle, Typical ...... ..3620.1
Fuel and Petroleum Products............cocoveeierirnninne 3681-89.2
Glass and Windshield Replacement............ccccoovreeincns 4115
Handicapped, EQUIpped for.........cccocvivvirivreeieninrieeeenns 4100
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Home-to-Office Use of and Home Storage ..........cccoo...e. 4109
1dentification ........cooviiiciriri e 4104
Inspection
Insurance .
Liability INSUFANCE ......c.ceiiirieireirecee e
MAEINTENANCE ...
Maintenance Standards
Misuse Of ......ccoovveurinne
MOdifiCatioN .....cccoeieirrciceiece e
POOI VENICIES......coviiiiiice s
Charges for.......... .
Preventive MaintenancCe ...........coovvveieeceeiennnsnneceiens
PUICRASE ...ocviiiiiccc e 4110-12, 6220
Responsibility for..........ccccccvvvvccicinsceceen 4100 et seq.
Safety Standards... ...3622-22.4
Special Passenger.
SUIPIUS ..t
TrAVEl LOGS ..vevevveiceeieei e aesenns
Use Private/State-Owned
Usage Report.......cccocvvvniene .
Utilization, Responsibility for...........cccooviriiiinnnciccnnn 4105
Window Decals and InSignia ..........cccoevvvveeeeiinnnseeenens 4115
VENDING MACHINES ..ot 1322.1
VERIFICATION OF ACCOUNT BALANCES.........ccocoerunnne 7921
VOUCHERS, PURCHASE AND EXPENSE CLAIMS
FILED WITH STATE CONTROLLER......c..ccecvnivririnne 8422
~W-
WAGES (See SALARY)
WAREHOUSING, EQUIPMENT ....ccviiiiciiennnecienas 3536
WAREHOUSE FACILITIES ...t 1322.1
WAREHOUSING, SUPPLIES .......cccooiviiitineneeeee s 3535
WARRANTIES, MANUFACTURER’S
EQUIPMENT ...t 3515
WARRANTS
Alteration or FOIgery.........cocounnieiiinnseecesesseens 8041.1
Canceled........cccc......
Check Drawn
Check Signing Maching .........c.cooevviiiciennnnccenes 8081
Check Signing Rubber Stamps .........cccoveeereinneceenens 8082
Checks Received, General Handling
INSEIUCLIONS ... 8020-99
CheCK StOCK......civveeieieieiiciieiee e 3696.1-96.3
Deceased EMPIOYEE ........ccovvvreieenininnieecense s 8477.1
Delivery of Claim or Invoice,
Payment for ... 8041.2, 8422.6
Deceased Employee, Payable to .........ccccovvvirirenes 8477.1
Salary Warrants............c.ccceeeene.

Disbursement by Controller
Dishonored Checks .........ccovvriecininnnienn

Disposal of Check StocK.........coccciiinniniccciines
Employee Separations.....
Endorsements............

Erroneously I1SSUE .........c.ceueiririnierciinieeeeee s
Forged Endorsements...........cccoevvnireccerienennnne

Loss of Blank Check Stock...................

Lost or Destroyed State-Issued Checks ...... 8044, 8426.1-26.2
Ordering Paper Stock Checks .........c.coeveeiviinnnnne 3696.1-96.3
OULSEANAING ..o 8042, 8281, 18424.1
Payable to Claiming Agency..........ccooevrrieerenenneenns 8422.25
Payable to COUNtIES........ccceeiririrecere e 8422.26
SAIANY .o 8580 et seq.
SECUMLY OF 1. 8041-41.1

Rev. 395

Page 19 SUBJECT INDEX

Signatures REQUITEM ...........cceeiirrerieieee e 8041

Uncashed or unclaimed ................... 8042, 8281, 18424.1-24.7

Undelivered Salary ...

Unsigned Checks Received (Endorsement)...

Unused Checks, Disposal Of............ccooonnnnicinnnnceens
WATER, BOTTLED ..ot 3571.2, 3612
WITHDRAWALS BY CHECK .......cooorierrireereeeeas 8040-48

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

DEfiNItIONS ....ooviiiiie e
EXCIUSIONS. ...ttt
Roles and_Responsibilities
Statewide POICY ......cooovvveeeircccecees
WORKING CAPITAL AND REVOLVING FUNDS............ 13400
—X—
—Y-
YEAR-END ACCRUALS ......ccccoovrniinnns 8380, 8860, 10600-15
YEAR-END REPORTS......oooiiiiiiiiiiiiiii e, 7950 et seq.
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