SAM—SUBJECT INDEX

—A—
ABATEMENTS
Crediting......c.ceeeverirecce s
Journal Entry, Kinds of .
Ledger Entry POStING........ccooieuiieieininnniccieessncies
ABSENCE REQUEST (Form STD. 634).......cccovcvvvereennn. 8594-94.3
ACCIDENT
Ambulance Service, Responsibility for ............c.coceueee. 2581.2
Claim of Suit Against the State...........cccoeeeriinnscienene 2461
First Aid, Institutions .
First Aid KitS.......ccccooveennne
Injury Reports, Responsibility for...........c.ccovviciiinnne 2581
Motor VENICIE ..o 2430-2441
Recovery of Damages
from Third Party........cccoovvviennnnnenns 8776, 8777.1-78
Reimbursement for Damage...........cccovveirieecieinnnneeens 0757
Repairs to State-Owned Vehicles ............ ...4115
Reporting, Supervisor’s Responsibility for ................... 2581.2
Reporting, Vehicle Accident............coccoeoevininncicnenne
Third Party Negligence...............
Transportation of Injured Person
WOrK CONNECEEA. ......cvvviieiecirieieiese e
ACCOUNTABLE FORMS, Disposal Of ..........ccooevrieeneiinenne 1750
ACCOUNTING
Allotment-EXpenditure............cccevvrrniciccnnens 8300 et seq.
Audit Assessments ...
BaSiS OF ..o
Books of Original ENtry ..........ccccovevrrciinnneccncne 7222
Cost Accounting, Maintenance of Structures.. ...8792
General Outline of Procedures..........cc....... ....71200-50
INCOME ..o 8200 et seq
Institutional Stores .... ..10800-92
Investment Securities ... ..8770
LUump SUM PayMENtS.........cceermieriireinieiesieesree e 8596
Miscellaneous Procedures............cccevvvrnnene. 8299.1, 8700-95
OFFSEL .. 8790
Allocation of Costs 9200-9205
Property ... ...8600 et seq
RECOTUS.....cvuviiite e 7220
Reports ... .7230, 7900-9082
SYSIEM OF . 7150
Uniformity, Necessity for..........ccccovrriinnnnecicin 7120
Withheld Payments, Accounting for..........cccecevvrvvveeennns 8795
ACCOUNTS
Allotment-Expenditure
Approved Depositories
BaNK .o
Centralized State Treasury SyStem .........ccccceeeerrerieeenene. 8001
Controller’s........coovvveeecnnens .
Controller’s, Adjustment to.
Federal FUNdS......c.cccovvnieeeceiiccceins

General Ledger (See General Ledger Accounts)
Numbering of Accounts .
Outside State SYStEM......ccovreueeirrrreeer e
PaYADIE ...

Receivable..........ccccoeennne. .. 8776, 10407-13
Collection Procedures..........ccooeevreeeverinennes 8776.5-76.7
Damage to State Property.. ..8776
Deferred Accounts................ .10417
Discharge from Accountability...........cccccovrnunee 8776.6
General Ledger.......ooooveiueinnnnnieenens 8911, 10407-1
RECOVEIY.....coiiiiiieiiiicsieeeee e
Recovery from Other Departments.
Savings & Loan ASSN........ccveeerinnirieeienenerenieeenas
Service(s) to EMpIOYees.........cccoevvveiriecrcennnn
Subsidiary Revenue Accounts .
TreaSUrer’S.....covciiiiiicc s
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ACCRUALS
Abatements and Reimbursements ................ 10407-16, 10602
Accounts Payable.................... .10608
Change(s) in Method of Accrual.
Interest Earnings..........cocovevvvcericvninnnnns
Reporting of Changes in Subsequent Events.................... 7981
Reports to Controller’s ACCOUNts............coeueuenene 7952, 10730
Revenue ..10409-16, 10602, 10610
TrUSt ACCOUNIS......ocuiiiiiiicii s 19305
WOIKSNEELS ...t 7953, 10740
Year-end .......coccevnnniinicie e 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 .........ccoceenniciceinccccenens 1323, 8705

Unbudgeted Equipment. ...3521.4

VENICIES ... 3620
ADMINISTRATION

Reorganization/Organization ..........ccccceeeeeeeeninneseeieens 0101

Capitol Area Plan ... 1310.1

Reorganization, Approval of .........ccccoevvieinininnne 0101, 606

Financial Policies
Fiscal Management, for

ADMINISTRATIVE COSTS
Central SErvice COSES ......ccvvvverieierieirieisieeeeesere e 8753
Direct and INAireCt..........ccoovevveviieeiieriseseceeeeeee e 8757
Federal Programs, Recovery
of Costs Related t0 ......cccveviveeeciiiccccees 8756.1
INEEIAGENCY ...t 8758
ADVERTISING ..ot 0500 et seq.
Fixed Completion Contract ...........ccceeevrrirceeninnininienes 1458.4
Help Wanted............c.c...... ...0530
Limitations........cocevevveevieiieeseeceeins ...1397
Paid Advertisements in State Publications .0580
Public Works Contracts............ccceeevvenene ...0540
Sale of Real Property........cccoeevrnniineeeeesnrnneceees 1323
Signs, ComMmMErcial.........coceeinrnieeeineeee e 1323.14
AGENCY ACCOUNTING AND
FISCAL PROCEDURES. .........ccooeieiiiricininineiens 7110-7240
AGREEMENTS
INTEFAGENCY ...vovvececieree e 8758.1
Master Service Maint. & Rental..............ccccoevevenenen. 3532-33
AIRCRAFT
Federal USe TaX ... 8737

Pilot Qualifications.
Privately Owned .
RENEAL. ...t 0745

AIR TRAVEL (See TRAVEL)

ALCOHOL PURCHASES, TAX FREE
(See PURCHASES, ALCOHOL)

ALLOTMENT-EXPENDITURE ACCOUNTING

Allotment-Expenditure Ledger...........cccovvvnericiecnnns 8302
Allotments,
ACCOUNTING ©vvovcieieee e 8300-82
Capital OULIAY ..o 8363

Personal Services..
Salaries and Wages.........oveeeennnniceieniesneeenas 8341.1

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

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

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

APPROPRIATIONS

AdVANCES 10 ....vevveviicecieecceeee e 8100-8111.2, 10418

AOLEA. ...

Budget Act .

Budgets Not Specifically Authorized .............ccccccovenee. 8301.3

Capital OUtIaY .......ccccovveiriiicceecee 8362, 8422.2
Appropriations . ..1460.1-60.3

CONEINUING ...cvveiiei s 8382

Invoices, Payable from Reverted Funds ..

Other Appropriation and Executive Orders. 8301.2
Prior Year AdjuStments........ccccvrvrereninnineseeneeessieienes 10240
Reversion
Special Construction FUNS ..........ccoorrccienieenene 1460.4
Unclaimed Trust MONEYS.........ccccovviiriecuricrennnnes 18424,
ARCHITECT AND CONSTRUCTION,
STATE OFFICE OF ..o 1450
ARCHITECTURE
ASDESLOS Program..........cccovoevririeeeeienininieeene e 1322.12
Asset Planning and Enhancement...........cccocvvenveciiciinninene 1310
i .1321, 1451, 1452.4
................................................. 1321.1, 1452.4
ATSS (See TELECOMMUNICATIONS)
ATTENDANCE RECORDS ......c.cocemiirriiierniernisinieieneans 8539-40
AUCTIONS
AVErLISING OF ... 0510
Surplus Property............... 3520.8
Vehicles, OFA Conducted ..........cccoeoeviveveiericiiereieens 4111
AUDIT
Assessments, ACCOUNTING TOr.........cccvevrvrvnecieiiseeeens 8286
AULhOrtY ..o
Finance, Department of
Freight Bills.................. .
FreqUENCY Of ..o
Information Technology..........ccccovreeiinnnsccii
State Agencies by Bureau of State Audits
Travel EXPenses ........ccccoeevrevreeiceenes 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 .
Internal Control.................... .
Letters of Representation ...........cccocovvieieninnncccnnnns
Notification of Actual or Suspected Fraud and
IrreQUIATITIES ....vvceee e 20080
Requests by Federal Agencies for Audits of
State AQENCIES.....cvverieieerrerereeiree et eeesees 20020
Review and Reporting
on Internal Controls ...........ccceeveerrnrnicicininnes
State Agencies Required to Report on
Internal Control Systems..........cccccvevvvrreeerernrenenns
State of Calif.—Central Audit Organizations .
Types of Auditors, Roles, and Standards...............cc.c.....

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

AUTOMOBILE OR AUTOMOTIVE (See VEHICLE)

AWARDS
Merit Award Program...........ccccceeerernereierennennnnns 4700 et seq.
SEIVICE AWAITS......cocvieiiiieieieeesisee et ssenes 4700

_B-

BANK
ACCOUNES .ttt ereens 8001-02, 19462
DEPOSIS ..ot 8030-36
DIaftS oo s 3580,8122
Reconciliations ..........c.ccceevnee. 7901, 7920, 7967, 7923, 8060

BENEFIT
TRUST FUNDS (See TRUST FUNDS)

BIDS, COMPETITIVE
Construction Contract....
Information Technology
Invitation for Bid (IFB).
LiMIting ..c.coeveveeniccceeee e
PUFChASING ..o
Request for Proposal (RFP)..
Request for Quotation (RFQ)..
Sole Source.......

Surplus Property . 3520.8
TYPEWITLEIS ...ttt 3674
BILLING
Automotive INSPection Service(s) .....c.cuweverrerrerreererenenns 4113
Bills of Lading.........ccccceevrvrunne
Codes, General Services
Late Payment Penalty .........ccccoevvrvrireecinrnnieinienen,
Freight Bills and
INVOICES. ..., 3800.3-01, 3850-51.2, 8422.101
Services of Employees, Hourly Rates...........c.ccccovrrnnnee 8740
Services Rendered ...........cccoveenene. .8471.24
Stores Purchases. ...3543.3
Travel EXPENSES. ....c.covviiirieeeeeeeiseeeieee e sesesees 8711.2
BINDING PUBLICATIONS (See PRINTING)
BLANKET
Estimates and Purchase Orders ............ccouccvrenrniennneen. 8342.2
Out-0f-State Travel.........coocvcrvrrnnccceersens 0761-62
PUrchase OFder ...t 3568
BOARD OF CONTROL, STATE
ClaimS ..o ..8710
Organization of Fiscal Management...........c.ccccevrvrvriveenenns 7340
BOND FUNDS.......cocotiiiiiieieieieississs et 14400
BONDS
Insurance and SUFELY ........ccccvrvrvreereeeinrerisieeeeennnns 2400-82.1
State Treasurer’s Responsibility
for General Ledger ACCOUNtS.........ccveveevvinenns 8930-32
Surplus Money Investment Fund .............cccovenee. 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...........ccccvvrreeenienninienes 6108.5
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BUDGET (CONL.) ottt 6000 et seq.
Allotment Transfer ... 8324
Annual Financial Plan
Development & Enactment.........ccouveveervrennereeernnenennns

Preparation and submittal.............ccccoovieiiiinnnnnne
Detail of Appropriations Adjustments............ccccceevrvrerenns
Augmentation, Ltrs of Necessity for Appropriation.........

Bill ANAIYSIS.....coiiiiieicieiisiseeee e
Budget Act/Final Budget Summary..........cccccoeeenenne 6333,6350
Budget Allotment, Transfer of ...........cccccervvvvceieinrninnns 6539
BUGEt Bill ... 6325
Budget Revision, Preparation of

and STD.. FOrM.......coovvvneeneinceennes 6533, 6542-6545
Capitalized ASSELS .......cvuevevrirrreeeeiee e 6800-6899

Introduction and General .. ... 6801-6809

Planning and Budgeting........... ... 6810-6839
Administration of Capital Outlay................... 6840-6868
Capital Assets Financing Glossary Index,
Terminology, Acronyms and Forms............... 6899
Category Transfers .
Conference Committee, BUdget...........ocoeevereninneciceenene 6340
Conversion Code LiSting .......c.ccovvrinieereinnnnnnicenenns 6430
Deficiency Authorization............... ..6536
Department Budgetary Presentation ..... ..6400
Emergency Services by State Agencies.........cccccevvvrnnieee 6560
Enrolled Bill REPOIT.......c.coviiiiieieiriirreeeees e 6965
EQUIPMEN ..o ..6457

Federal Funds, Supplementary Schedule.. ..6460
Final Change BOOK............cccoiiciiieiiniicceceee 6355
Forms
9 (STD.) ittt 6453
10 (STD.)..
22 (RESD.) oottt 1321.1
23 (RESD.) .o 1321.12
25 (STD.) ittt 6533,6539

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

300 (DF) o 6451, 6454

301 (DF) v 6460, 6466

302 (DF) ot 6450, 6457

399 (STD.)... . 6601, 6603, 6606, 6614, 6615

B07 (STD.) e 6448, 6527

B13 (STD.) i 6448

625 (STD.)....... .

4083 (OREDS)

Forms, Finance BUdget .........cccvvvveeeiririeeeeenesseeenes 6005
Fund Condition Statements.............ccccorervniniciccnnnnes 6481
Governor’s Budget, Publication, Distribution,

Ordering and Public Sale ...........cccoeoeeiiinnniriene. 6320
HEATINGS ... 6310
Information Technology............. 6700-6780
Introduction to Budgeting Section ............c.cooevveiivenninins 6000
Legal Basis for Budgetary Control ..........ccccovvvceiinininnne 6503
Legislative Analyst’s Analysis of the

Budget Bill .........cceiiiicieee e 6330
Legislature
Legislative Calendar............cccoeeerinnnneeinnnseeenene 6905
Local Mandates ...........cveeeernerernerieernereneeeeneeenens 6600-6616
Operating EXPenses.........ccoceveevrreeeeeenene ... 6451-6457
Overview of California’s Budget Process.............. 6100-6220
Personal Services ..........ccocoeeevninenne. 6403-6406, 6506-6527
Policy, BUAGEL .....c.coureiicicirieieircc s 6305
Positions:

BIaNKet .......cvveereeierccreeeee e 6439, 6518

Budgetary Approval..........ccccoeeennnniiiciieinns 6527
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Certification for Continued Payment

of Established POSItions ..........c.ccccoeervinnencnee 6521
Expiring, Filled
Limited-Term.....

NEW oo
Permanent.........ccocoviiiiiciii
Reimbursements ..........cocooeveeeinnins
Revision of Programs and Allotments
Salary SAVINGS .....veivieciciirice s
Schedule:
7A
8 .
8 SUMMAIY ...t 6448
10 Supplementary Schedule of
ADPPropriations..........ccoeeeveerreceienesrinee s 6484
Section:
26 Category Transfers .......ccovcveennnseseicieerens 6548
28 and 28.50 Letter Additional
Funding 6551-6557
31 Personnel Transactions... . 6406, 6418
Space Action Requests (FOrmM 9)........ccovveerinnninineieens
Staff BENEFitS. ..o
Expenditures by Category ...................
Temporary help or Overtime Blankets
Claims and Tort Liability Budget Procedure..................... 6472
Two-Year Legislative SESSION ........cccccrvrvreerreeeierererinennns 6905
Vacant Positions Report
VBIO o
BUILDING IMPROVEMENTS ......cccooniinnierneeeeeenenns 1452.4
BUILDINGS & GROUNDS
Asbestos NOtiIfiCation ............ocovveiciennne s 2591
Building Maintenance ...........cccooveeeierinnnecienseeeiens 1330
Charges for Services..........c.c.c...... .1330.1
Display of Art, Posters and Notices.... ..1330.7
Facilities Planning ..........ccooveeeninnccscesses 1310
Grounds Maintenance............cceeeeneniniiecreesseens 1330
Purchase and Display of Flags . ..1330.8
Smoking in State BUildings..........cccceeevvnrceiininnneeenns 1330.5
Use Outside of Regular Working Hours ...........cccoovviiiciennne 1330.3
BUREAU OF STATE AUDITS ..o 7380
BURGLARIES (See CRIMES)
BUSINESS USE CERTIFICATION, APPEAL OF .................. 1735
—-C-
CALENDAR OF REPORTS AND ACTIONS ......cccocovviriininen. 7990

CALIFORNIA ACCESSIBILITY
REFERENCE MANUAL........cccoooiiniiiiiinccce 1456.3

CALIFORNIA PROJECT MANAGEMENT
METHODOLOGY (CA-PMM) ........covrvrrrrrrree 4819.31(5), 4910

CALIFORNIA STATE STRUCTURAL SAFETY INTERPRETIVE
MANUAL. ..o 1456.3

CAPITAL OUTLAY
AHOTMENT ... s
Appropriations....
CONLINUING ..ot
Capitalized ASSELS .......c.oveveeiirreieeere e
Capitol Area Plan ...
ENCUMBIANCES. ...t
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CARDS
Credit (See CREDIT CARDS)
POSE e 2232
Signature
State Treasurer’s, FOrm 38.........ccccccvvvvivrinnne. 8001.2-02

CASH ..o
Accountability
Advance.........c.ccoeeuee
Approved DepoSItOries ..........cueemnrniiiceeierinneeeeees 8031
Cash Management Improvement Act..........c.ccccceeeninne 8010-14
Deficiencies
DEPOSIES ...t
FISCal AGENTS .....vviiiiriccete e 8002.1
General ...
General Ledger Accounts....
Handling, Separation of Duties..

Non State Money................. ....8002.5
Overages and Shortages... .8070-72.1
Paid AGeNnCy ChECKS ..........cceuirinniniiiicieiessne s 8050
Payment Funds (Institutional)...........cccoveeeiennnnccenene 8121
Payments, Services to EMPIOYEES...........cccoevvreennns 11072.1
Petty Cash (See REVOLVING FUNDS (OFFICE)

Purchase Funds... .
Purchases............

Receipts..............

ReconCiliations..........ccccvvviniiiiciin e
Recovery by Collection.............ccoveeeinnnniicccenns 8593.1
Recovery by Offset
Revolving Fund, Cash BOOK...........cccccovevivririnceieinnns 8191
Separation of DUties..........ccccoevrecnireninene. 8080-80.1, 8580.1
Shortages, Adjustment . 8072, 10509
Withdrawals .........cccevinniiiccee e 8040-48

CATALOGS AND PRICE LISTS
Material Services SECtioNn..........cccvvevveeviveecreeseseseeee 3542

CENTRAL STORES, OFFICE OF PROCUREMENT
(See MATERIAL SERVICES)

CENTRALIZED PURCHASING, PURPOSE OF.............. 3501-02
CENTRALIZED STATE TREASURY SYSTEM.......... 8001, 8890
CERTIFICATION

Lost or Destroyed Meal TicketsS.........ccccoeveririrnnieninnnne 11027

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

CHARGES
INtEragenCy SEIVICES .......ccceiiriririririeieesisesie e 8758
Living QUATEIS ...v.vvvciceeiisieie e 11033

CHECKS (See WARRANTS)

CLAIM
Against an EMPIOYEE ..........coveerniniciceeieneccnes 8790.7
AQaINSt the State ........coveveiiircccc e 2461
Board of Control .......... ...8710
Capital Outlay Appropriations..........cccoveveeiennnninnnn 8422.21
Claim Schedule
Consumer Use TaxX Data ..........cccvevvreririiineiiennns 8731
DGS Services
Disbursements..........cccovvvreeciinnneccees 8422-27
Freight Bills.........oooiciiicccceee 3851-51.2
“No Warrant” Claim .. ..8471.25
Processing Claims...... ...8170
Real Property ACQUISITION..........ccoevieeeiiiinireieenns 8705
Refund Claims................ 8240, 8424
Standard Entry NO. L......ccocoveiiininnccnereieienes 10501
Rev. 418
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Corrections (FOrm AUD=16) ........ccceurrrrreererenrinieeenes 8422.5
Damage to

Commercial Automobile.........

Employee’s Personal Property

Private Vehicle................ 0757, 2430-42.1, 8777.1-77.2

State Property, Third Party..........ccccoevvnrincecnnnns 8778
Delinquent Invoices.................... 8471.51-71.52, 8473-8474.4
Direct Transfer by DGS.......ccccoovvinicicinnniccnes 8471.13
NO WaArTant ........cooerveneieceeseenee e 8471.25-71.63
Purchase and EXPENSe .........cocveveieirvinnniieeieieieins 8170, 8422
Claims for Refunds........c.covveeiirinnseccneeee 11073.2

Gasoline Tax ... 8745.1-45.4

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

AAVANCES ... 8595

Claims............... ..8170

Claims to Establish.. ...8425

Deficiencies............. ..8072

Standard Entry No. 1 ....10501
WaAITANTS. ..o 8422.25
Short or Damaged Shipments...........cccoveerernrineienes 3860-69
TOrt LIability......covvrvniiicicie s 8712
Travel Expense Claim (See TRAVEL)

USE TaX i 8730

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

INEEreSt INCOME ......oviviiciriccee s 8284.2

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

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

TrAVEL 10 0724
CONSTRUCTION ..o

Project Undertaking (RESD Form 23)...

Public Works Board Approvals..............ccccoceenne.

Safety of Schools and Hospitals............ccccoerviricicnnnne

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

ASSURANCE MANUAL......oovriirienreneenisisens 1454.3
CONSTRUCTION REVIEW........oovniirrirnieneeneseienens 1456.2

CONSTRUCTION SERVICES, OFFICE OF
Construction Management and Quality Assurance

MaNUAL......cooiirierciecre e 1454.3
CONLACES .. 1454
INternet LOCAtiON ...cvovvveveieiieisie e 1454
Phone Numbers .. 1454.3
Program Purpose ..1454
Services............... ...1454
Statutory AUTNOTITY ... 1454
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CONSULTANT SERVICES
ATChITECTUNAL ... 1452.2
Information Technology..........

Feasibility Studies & EDP Acquisition..........ccccccceevvrnnne. 5202
CONTAINERS, RETURNABLE .......cccccoiiiriiiiencee 8765
CONTRACTS

Construction Services Areas -1V, HQ ........ccccceevvvrennnns 1454

DESIGN SEIVICES ....cuiiieeicieiiirisieie et 1452

Regulation SErVICES........ccciveiriririereeiireeeeee s sesesenes 1456

World Wide WED.........coemvinnenieereceeeees

CONTRACT(S) ...

AAVErLISING SPACE ....vvvieieieirsrs e

Approval

General SErViCeS........coveiveieerecneeneens
Fixed Completion Date .........ccovrerinieiririceeeene

Authorization of Agreements..

Budgetary Approval ...

Centralized Purchasing (See PURCHASES)

CoNtracts REGISEN .....c.cvveeeeieiiririeeeere s

Exempted from General Svs. Approval .

Extensions and Renewals............cccooeercernnnnicscicnenne

Freight ShIipments ... 3802, 3885

General ........occcveiinnnie, ...1200 et seq.

General Svs. Approval Required ..........ccccoevvneinicncinnne 1216

HAZArdoUS..........oeeiiieicce e 1216

Information Technology
(See PROCUREMENT, Information Technology)

Lease & Lease PUIChase........ccovcevvverveeieeinenininns 3700, 8632
Microfilm Services....... 1216, 1652
Optical DisK SErVICES........cccvrvvvrrreiciiirerecee s 1652
POIICY .. 1200, 1205
Private ArchiteCt........coevvveirerirciireesee e 1453.1
Project Undertaking (Form STD. 23) 1452.2
Public WOrKS ........ccoeevveieniciieins ...0570

Rental......coovveeiniinnen 1216
State Contracting Manual. ...1205
Substitutions COMMILEE ..........cccervvrririiciiceiee 1456.3
CONTROLLER, STATE
ACCOUNES ...ttt 8800-8890
AJUSEMENLS 0. 7955
Fund Ledgers.......cocoveeeninnnnnenns 8810-14
Numbering of Ledger ACCOUNtS.........ccccervrvrerereeenens 8814
Conversion Deck LiSting ........coceeerirrninieeeninirinieicnens 6116.3
Dishursements by
TraNSTrS...c.oviiicece e 8451-60
Warrants
Organization for Fiscal Management.............ccccovevrvrvrnnen. 7320
Payroll FUNCHIONS ... 8520
RECEIPLS ..o 8593.1, 8830, 10512, 18424.5
Remittance Advice (Form CA-21)...

Salary Warrants, Distribution of ..........c.cccevvrvnnnnee.
CONVENTIONS (See TRAINING, OUT SERVICE)
CORRECTIONAL INDUSTRIES (See FURNITURE)

CORRESPONDENCE
Format (Letterhead)..........ccoeuvvnninicciiciinccces 2820
GOVErNOr's OFfiCe ...vcvveirieeiei e 0211
MEMOTANAUMS......cviviieiiciceeetceeeee et 2820
Return Address, Use OF .......ccoccovveriieiciiseisenseseeeens 2250

COST ACCOUNTING (See ACCOUNTING, COST)

COST CONTROL ..o 1324, 1452.4
COUNTERFEIT CURRENCY ..o 8072.1
COURT WITNESS ..ot 8594.1
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CREDIT CARDS
Acceptance of Credit Cards..........cccoevvrnierieennnnnenes 8023.1
Air Travel ... 8711.1

Automotive Equipment .
Billing Requirements.
Charge Notice Card

Department Responsibility for ..o 4108, 8711.1
Deposits
Emergency PUrChases.........ccoccieennnniiiicicccnns 3629
ReCOrd of ... 8711.1
Vehicle Related Purchases ............ccccceevernninnnne. 3590.1-90.
CREDIT REPORTS ..ottt 3514
Burglary, Robberies, and
CRIMES
Burglary, Robberies, and
Robbery Attempt ... 8000
Stolen Property..... ...8643
Copying Prohibitions...........cocoveeiinnnciceines 2880
Exemptions from Reporting ..........cccceevevvvvvnccrenne 8640, 8643
Notification of Actual or Suspected Fraud and
IrregUIATTLIES ... 20080
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 ...vveveiieeeierireeie e
Deceased Employee Property Release ...
Deceased Inmate’s Personal Property ...
Funds and Property, Release of....... .
RETUIMN OF ..o

DEDUCTIONS, PAYROLL .....cccooviiniicniiiee

DEFALCATIONS (See CRIMES)

DEFENSIVE DRIVER TRAINING PROGRAM .........ccovuunne. 0752
DEFERRED CHARGES AND INVENTORIES ...........ccccuue.. 7627
DEFICIENCY APPROPRIATION.....c.cceviirrnieernieineeeeineienns 6536
DEFINITIONS
Agency Trust Cash FuNd...........ccccceevnnninicceninnn, 8090.1
Allotment-Expenditure ACCOUNtING .........cccovrvrvrrrecernene 8301
BUAGEL.......coeviiiiiccce e 6000 et seq.
Bill o 6325

Cash, General ..
Change Book ...
Conversion Code e 6430

Drawings, Architectural 1450.3, 1451.3
EQUIPMENT.....oiiiiicic s 8614
Federal FUNGS ..o 17105
Federal Funds, Expenditure of ..........ccooeveieiininnnseienens 7974

FOrmMS ..o 1710, 1735
Freight Bills......... 3800.1
GOVernor’s BUget ..........cccocvieerrnieieiiinine et 6120
Headquarters....... ...0710
INCOME ..o, 8200
Information Technology ...........ccccevvnnnniciicinnneens 4819.2
Liquidated Claim........... ..8473
Minor Capital Outlay. ...6807
Offsetting.......coveveee 8790.1
Permanent AppoiNtMeNt..........c.coceeinnnrecceeesreees 6509
Position(s),

Limited TerM ..o 6515

NEW i 6512
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DEFINITIONS CONT.
Permanent..........ccoovrerieiiennneeeeree e 6509
Temporary Help or Seasonal Blanket. ...6518

Program Statement ..........cccccovvevvreivnnennn ...6220
Regulation ............. ...6602
ReIMBUISEMENT........coviiieicieir s 6463
Residence

State Plans

Telecommunications

Travel Expenses

VENICIE. ...t

DEFICIENCIES (See SHORTAGE)

DELINQUENT INVOICES,

DUE GENERAL SERVICES........ccooinnienieireine 847151
DELIVERY SERVICE, PARCELS........ccoooimrieieiceeinne 3831
DEMURRAGE, FREIGHT ..o 3810
DEPARTMENT OF FINANCE

AUIT. ..o 7240

Organization for Fiscal Management.............cccccevvrnenee. 7310
DEPARTMENT OF GENERAL SERVICES

General AUTOTILY........cvviiniiiceees e 0005
DEPOSITORIES, APPROVED.........ccccccoiiiiccieieenee 8031
DEPOSITS

GUAFANLY ... 19410

Introduction ..........ccccccuenene ...8030

Large, Reporting Information . 8032.5

LOSt o ...8035

Miscellaneous, Unclaimed .. 18424 .4

ProCeAUrES. ......cocvviiiriicicice e 8030-8036
DESIGN SERVICES, OFFICE OF .......ccccovvniniiiciinnns 1321, 1452

Background ...........cvvennne ...1452.4

Building Improvements 1452.4

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

Cost Control ... 1452.4

INFOrMAtioN......ooviicce e 1452.3

MaJOr POKICIES ......c.vvierieiricii e 1452.2

Program Purpose........ ...1452

Project Management.. 1452.4

Quality Control... 1452.4

Special Programs... 1452.4

Statutory Authority.... 1452.1

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

(See RECORDS MANAGEMENT)

DIRECT CONSTRUCTION .....ccooviiiniiriieineeieieieneeeene 1328.12
DIRECT DELIVERY, COMMODITIES........ccoovivrierrienen. 10832
DISABILITY (See EMPLOYEE)

DISBURSEMENT VOUCHER (Form STD. 439)................. 8112.2
DISBURSEMENTS ......oiiiieeenee e

Claim Schedule (Form STD. 218) .

Direct Transfer by DGS ........ocoeeiinnnincineeiene

GENETAL ...

General Ledger Accounts.

Reportable Payments.... 8422.19 et seq.

Payrolls.......cccccvvunnnne. ....8421, 8451
Late Payment Penalties ...........ccccoevvvnicicnnnnne 8474 et seq.
DISCOUNTS.....oiiitriitirireieireeise e 3573, 8113

Rev. 418

Page 6 SUBJECT INDEX

DISCHARGE FROM ACCOUNTABILITY ..o 8776.6

DISHONORED CHECKS
Income Adjustment, EXamples..........c.cocoreicceinnenn. 8290.9
Redeposit Charge ... 8043-43.2
Standard Entry
No. 710507
No. 810508
No. 910509
NO. 20 oo 10510
NO. L1 oo e 10511

DISPOSAL

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

Personal Property........cccovciecninniceeienens

Property ACCOUNtING........cccoervrrniniceiireniene

Surplus Personal Property ....

Unused Accountable Forms .

VENICIES ..

DOCUMENTS
Accounting RECOTUS .......ccovevrieuiinieininieeeneesesieieeiens
Copying Prohibitions
Distribution of

Publications ..........cccoevvvevvieveeieeeens

Free to PUBHIC.......cccoveiieicecccee e
Posting, Controller’s ACCOUNES ........ccoovvveveeeenenirenieeenens 8830
Printing Of ... 2800 et seq.

DOCUMENTS AND PUBLICATIONS
(See PUBLICATIONS AND DOCUMENTS)

DONATED STATE PROPERTY .....cconierniiinniierneeineeeeneens 3521
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 ........ccccovvriuenne. 8099
EASEMENTS ... 1323.15

ELECTRONIC EQUIPMENT & SUPPLIES
PURCHASELEVERAGED PROCUREMENT AGREEMENTS5291

EMERGENCY
Death or SErious INJUIY .......cccovrveirieeieiiessee e eenens 2430
PUICRASES ... 3511-11.2
SBIVICES. ...ttt 6560
Sub-Purchase Order Use ......... 3571.2
Vehicle Equipment, Purchase of ...........ccccoevvnnnnnicnee. 3629
EMPLOYEE(S)
ADSENCES ...t
Accident/Death—Rpt. to Attorney General
Attendance Report Form (STD. 672).......ccceovvvnninicnnene
Benefit from Purchasing..........c.ccooeeennnnnsciennnceens
(Continued)
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EMPLOYEE(S) Cont.
Deceased

Return to Headquarters .. ...0772

Warrant Release ..........cceevvvnnniniiicnieiessseees 8477.1
Disability .........ccce.... ..0483.1-83.
EXEMPL. e 0400
Extra Hours, Auth. & Comp. (See SPB PTM)
Housing, Equipment Furnished for............ccccoevvnnninnes 6227
JUPY DULY .o 8594
Leave RECOI. .......ccuiuiiririicicicieir e 8534
Maintenance Credit Notice

Meal, Cash Payment for...........cccoovvniniciicinnnne 11072.1

Meal TICKEL ..o 11024
Refund for Unused Service... 11071
Meal Ticket Books.................. .11022
ParKING ..o s 4118
Physical EXamination...........ccccvreeeinnnneieenensseiees 0191
Prohibited Practices...... ...3504
Recovery of Funds from... .8593-93.3
Relocation and Moving .3820-29.2
ROSEEr Card........coeeeieiiirieieieer s 8520
Separated Employees 8580.4, 11072.21
SEIVICES 10 o 11000-75
SEIVICE AWAITS ... 4700
Suggestions ...4700 et seq.
Travel AQVANCES..........ceeurrriiriccieieee e 8116
WAITANES ... 8580
ENCUMBRANCES
Accounting INSrUCtIONS ........c.cveuerrrniiiccieriens 8340-43
Capital Outlay .............. ...8343
General Ledger ACCOUNTS.......c.cocevririniericniersnieeeee 10465
Lag s .8324,8342.1
Leases (FOrm STD. 1) ..cccovvniiiiciienrnieeicisieieenens 8342.3
ENDORSEMENTS
FOr DEPOSIT....c.cviiieieicieirieise s 8034-34.5
Revolving Fund Checks.........cveeiinnnncenssceices 8160
ENERGY ASSESSMENTS. ... 1323
ENTERPRISE ARCHITECTURE..........ccoovvevnenee. 4819.31(6), 4906
ENTRIES, STD, GENERAL LEDGER ........cccovevnnee 10501-10651
ENVELOPES
For Paper Stock Checks ..........ccccouvvniiicniesnniees 3696.2
USE OF e 2261-62
EQUIPMENT (GENERAL)
AULOMOLIVE ... e 3620-29
Information Technology...........coccvevnnnninicnene 5210.15200
Acquisition (See PROCUREMENT, Information
Technology)
DefiNition ..o 4819.2

Disposal
TerminalLeveraged Procurement Agreements ..5291-93

Food Preparation and Vending Machines..........c.ccccceenene. 1330
Heavy EQUIPMENT.......ccooviiieieeiersneeeeie s 3615
1dentification ..........cccocoivirrcee e 3693
Lease/Purchase,
Analysis. .3700-31, 5207
FOIMAL ... 3731
Lease-with-Option-to-Purchase ...3750
Present Value Techniques...........c.ccceevrnrvnnninecens 3730
Review of Lease DeCISIONS..........cocovviiricirieiinnnias 3761
Lost, Stolen or Destroyed .
Property INVENtOrY ...
PUrchase of ...
Records, Livestock 2
RENtAl OF ... 1216

Rev. 418

Page 7 SUBJECT INDEX

Rental and Loans of ..........ccccccevvieiviciscecceeenn 3522-22.1
Sale, Trade-In or Transfer 8633, 8640-42
Surplus, Inspection. 3521.1
Telecommunications......... ...4530

Unbudgeted Acquisitions of ...........cccoveieinnincneen 3521.4
EQUIPMENT (OFFICE)......ccooiirereinrieneeeeeeenens 3671-78
BUAGEL. ... 6457
Identifications of. .. 3692, 8651
Lease/Purchase............... . 3700 et seq.

Lost, Stolen or DeStroyed..........covvveeeerererereereereriseseeieenens 8643
MICTOTHIM ..o 1654
PUFChESING ..o 3671-78
Rental and Loans. 3522-22.1

SEOTAGL ..t 3536
Surplus, Disposal..................

Typewriters, Care and Cleaning.......c.cccovveeierinneiennnns 3671
WOrd ProCeSSING......ccveveveriiirieieicieenisisieieieeneens 3677, 4819.3
(See EDP Equipment Definition 4819.2)
ESTIMATES
Blanket, ENCUMBIanCes ...........ccoeevevvieiiieeeiciereeseiens 8342.2
Capital Outlay Projects
Appropriation INCreases ...........cccoovvrrrenees 1460.2-60.3
Construction ................ ..6800 et seq., 1452.2
CONFIrMING.....oiiiecieie e 3511.1
Office Machine Repair
Service REQUITE ........cooevvviiriciiciinccciceee 8460
Purchase (FOrm STD. 66)........ccccceeernrriecerininine 3550-59.2
Register
Books of Original ENtry .........cccoceoeeeninnnnccneennn 7222
Established Positions...

Standard Entry No. 2...
Transfer of Allotment..

REQUISIIONS ...
STD. 96
Correct Problems..........cocccreenniniicce 3566.1
ENcumbrances. ... 8340-43
Inc./Dec. of Est., Purchasing..........c.cccccceueennae 3559-59.2
ESTIMATING AND ORDERING STORES. ........ccccceviernenne. 10806
EXECUTIVE ORDERS (REGULATIONS)
APPrOPrIALIONS ...t 8301.2
BalaNCeS ..ot 7957
BUAGELING ....cveviiiiieice s 6601-6602
Publication Of..........c.cccoeiiniicc e 0530
EXEMPT
EMPIOYEES ..o 0400-22.1
Excise Tax (See TAX)
From General Services Approval:
CONLIACES....viviiiiec e
Form STD. 23
Freight BillS.........cccieiiiccccieicecis
Sales (See TAX)
EXPENDITURES
ADAEMENTS ... 8364, 10220
AccoUNting fOr......ccvviniiieeee e 8300-82, 10210
Capital Outlay.......ccoovveeeiiniirreciae 6800 et seq., 8363
Federal Funds, Report Of .........cccveeinnnreecesseeene 7974
General Ledger Accounts. 7605-7680
Information Technology................. 4819.2
Operating Expenses and Equipment ..
Parking Fees .......ccoovrrceinininin
Personal SErVICeS. ...

Pool Car Expense, Claim for

Purchase & Expense, Claims

Relocation.........cccooeiceeninnncccene
EXPENSE CLAIMS (See TRAVEL)

EXPRESS SHIPMENTS........ccooiiiiiiiiicn s 3830
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—F-
FACSIMILE SIGNATURES, USE OF .........ccc...... 8001.3, 8081-82
FARMING AND PROCESSING OPERATIONS............. 10900-94
FARMING OPERATIONS, REPORT OF ......cccccoovviniiicininns 10990
FEASIBILITY STUDY

Information Technology........ccccvevveeiererrieecriinnns 4920-30.1

TelecommuNICAtioNS .........ccovciriciiciicceee 4511
FEDERAL

Administrative Cost RECOVENY .........cocvvecuerinnnnnn. 8753, 8755

Cash Management Improvement Act (See CASH)

GrANES ..o 0912

Receipt of Federal Funds . ...8003

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

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

Report of Expenditure of Funds............cccccovvnniniccnnnne 7974

Supplementary Schedule of

Federal FUNGS.........ccceiveiiinecceeees 6460
SUIPIUS PTOPEITY ...t 3521
Temporary Advance for Working Funds
U.S. Agency for International Development............ 8122

Trust and Agency Funds ..
Use Tax on Civil Aircraft.
VOUCKHETS. ...ttt

FEE SCHEDULES
Medical and Related Services.........c..cocoevivrirnnne 0190.1-91-4

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

AU .o 7240

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

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

Organization for Fiscal Management...........c.ccccceevniruninee. 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......ceeeiiriree e 2582.1
TO OFder ..o 3571-3571.
FISCAL MANAGEMENT
Bureau of State AUItS ..........cccreeiniiciceees 7380
Controller, State
Legislative, Analyst...........cooccrennnnnicieen s 7360
Organization for........cccoevveeieriinvsseee s 0130, 7300-80
FORMS MANAGEMENT ....coviiiiinnieinisineeeeneseeneeens 1700-50
Agency Forms Coordinator Appointment ............cocceeueee 1705
Agency Forms Coordinator Responsibilities............ccccovvnenne
.......................................................... 1700 et seq
Agency Forms Responsibilities ..... ...1700 et seq
Appeal of Business Use Certification............ccccovreeencne 1735
Business Use Forms/Reports ......... 1710, 1735
CatBlOGS ....cvveietee e 1725, 1730
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Control NUMDEFS .....c.ocveicviceee e 1740
(FMC) Forms Management Center . .. 1700, 1701
Inventories and Index.... .. 1735, 1740

Legal Impact, REVIEW Or ... 1725
POlICY ..oveiiicece ...1700
Privacy Laws and Regulations............c.cocooeneciieinnnnnncnes 1745
PrOCEAUIES ...t
Public Use Forms .
Resource Documents/Handbooks .............c.ccceue. 1700 et seq.
Rules and Standards ............cccoeenerninneeneenneeens 1701
Standard State (STD.) Forms.................. 1701, 1710, 1730
Unused Accountable Forms, Disposal of..............cccceeua. 1750
FORM 23
Authority for REVIEW..........cveeeiinrcccscceene
Request for Project Undertaking. .
Request for REVIEW ........ccoovreeeniirneccneeeieeene
FREIGHT
Agency Responsibility ... 3804

Bills and Invoices

DGS Approval Needed..........ccooveviennnrieccninnnn

Exempt from DGS Approval.
Carrier SEleCtion........ccccevveereieneie s
Centralized SErviCes.........ccouvevrirrneeeniriereeeenens
Claims.......ccccevvune

Demurrage......
Insurance Rates..

... 3811, 3820.1

Moving & Storage ... 3820-29.2
Rate AGreements ..........ccceererrnreeeienessieeeeeeeeees 3885
ROUtING GUIDE ... 3800.1
Short and Damaged Shipments............c.cccceeene. 3860-6
Split Pickup and Delivery .........ccocooeviininsnceienenns 3870
Tariffs oo ...3885
Tonnage Distribution Report...........cccocevvvnicnienae 3880
FUELS AND PETROLEUM PRODUCTS
INVOICES.....viieccieie e 8422.102
Purchasing 3681-89.2
FULL COST RECOVERY ..o 8752

FUND BALANCE, ANALYSIS OF CHANGE IN
Nongovernmental Cost Funds

RELIFEMENT ..o 16400
Trust & Agency Funds Federal..................... 17101-400
NON-TTEASUIY ..ot 19400
OLhEr ... 18420
FUND BALANCES, VERIFICATION OF.......ccccccovvininninnne. 7910
FUND DISTRIBUTION, CHART OF .....ccoviiiicieieriiicees 7610
FUND LEDGER,
STATE CONTROLLER’S ACCOUNT ......ccccvurineen 8810-14
FUNDS
AdVaNCe PaYMENLS ........ccooovrrrieieiirirrieeee e 1216
Bond Funds............ccceuuee. 7410, 14400
Cash Purchase (Petty Cash).........ccccoeoirrnieeiiniiireceens 8112
Classification Of ..o 7400
Condemnation Deposit Fund
Entry No. 32 Interest Received .......c.ccococeevivninnnne 10532
Interest Income............cccceeeeee ...8284.2
Discharge from Accountability ... 8776.6
Establishment of New State Funds............ccccccovvvnnninnns 7450
Federal
Federal Trust & Agency Funds............ 7410, 17101-400
Report of EXpenditures...........cocoveeciennnninicneenes 7974
Temporary Advances for Working Funds ............... 8122
(Continued)
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FUNDS (Continued)

Governmental Cost Funds
Accounting Instructions. .10200-994
DEfiNitioNS......c.oviiriccece e 7410
Federal FUNGS.......cccoviieiinieceeee e 7610
General Funds (State).........ccoeeeervrerereeennnnns 7410, 7610
General Ledger Accounts..........ccccccen.e. 7610, 10401-75
Reports

Institution Cash Payment FuNd...........ccccovreeiiinnnnciens 8121

Nongovernment Cost FuNnds..........ccccoururvereeennnne 7410, 13400
Bond Funds..............

Reports ..o

Retirement Funds ..

Trust and Agency Funds
Federal ... 17101-400
NON-TTEASUNY ...t 19400
OthET oo 18420

Office Revolving
(See REVOLVING FUND (OFFICE))
Surplus Money Investment Fund.

Travel .o ....8116-17

Trust and Agency FUnds........cccoevveveenenen. 17101-18420
FURNITURE/FURNISHINGS

Modular Systems FUrNIture...........ccocoeveeiennnnncene 1321.17
Prison Industry Authority.

RECYCIEA ...

GARAGES, STATE (See Vehicle, State-Owned)

GASOLINE
Purchase of ........ccccovevvvvieneiieiice 3687.1-87.2, 8422.102
Tax RefuNdS ......coccvevvieiiieccccee e 8745.1-45.5

GENERAL FUND, STATE ....ccoiiiiitereceeesrse e 7410

GENERAL LEDGER ACCOUNTS........... 7605-80, 10401-10475
Charts, Treasurer .........cccoveevveeveeeveeesieeenenes 8911, 8921, 8931
Governmental Cost FUNDS..........ccocervverieiiivsiinenins 10401-75
Integrated Chart of ........... .7605-80
NUMDEIING ..t 8814
Purpose and Nature of .. .7605-80
StAte TrEASUIEN ......cveeveveieeriee e et 8900-32

GENERAL OUTLINE OF PROCEDURES
ACCOUNTING .....ccoiiiciier s 7200-50

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

GENERAL SERVICES, DEPARTMENT OF .......cccoecvnvenne 8471.1
Collection of Delinquent INVOICES ........ccvevevevrvrerrrinnen. 8471.51
GIFTS
Documents REQUITEd.........coovvvveereeriririreeeerese e 8634
Personal Property ...... ...8634
Real Property............. .. 1322
Special PUrPOSE TIUSES ......ocoveveueeiirenirisiee s 19440
GLOSSARY (See DEFINITIONS)
GOVERNMENTAL COST FUNDS (See FUNDS)
GOVERNOR’S OFFICE .....ccoviiirieiriereecseeiene 0200 et seq.
GRANTS L. 0900
GROUNDS (See BUILDINGS & GROUNDS SERVICES)
GUARANTY DEPOSITS.....ociieirieireiieeesee e 19410
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—H-
HANDICAPPED
ACCESS REGUIALIONS. ......cciiiiieiceer e 1456.2
HAZARDOUS MATERIALS CERTIFICATION. ................. 3840.1
HEALTH & SAFETY CODE COMPLIANCE...........ccco.... 1321.18
HEALTH & WELFARE FUNDS, CONTRIBUTIONS TO
HOLIDAYS ..o 8740
HOSPITALS AND MEDICAL SERVICES AT STATE FACILITIES
........................................................................................... 0190
HOURLY RATE ..ot 8740
HOUSING, STATE-OWNED
Rental by EMPIOYEES.......ccccovvirirreeiirniseecneeenne 11031-33
—1-
IDENTIFICATION OF FORMS .......cccoviiniiiiicicrenns 1720, 1740
INCOME ...ttt 8200 et seq.
ACCTUAL ... 8290-90.4
DefiNItioN......cccvvviiicice e 8200
From Investments..................... ...8284
Overpayment & Underpayment ...........cccoveverererenernenenns 8241
SUNATY HEMS ... 8281-84.2

TAX e 72,8572.1-.2,8572.5
INDIRECT COST ..ot 8755.1-.2, 8756
INDUSTRIAL INJURY EMPLOYER’S REPORT

PAYTOIIS ..ot 8535

Workers” COmMPENSation............occeveueurrrirneniieieieieisinenens 2580
INFORMATION

INQUITIES ..t 2464
INFORMATION SECURITY 5300 et. seq.

INFOAUCEION ..o 5300
Statutory Provisions

Applicability..... 5300.2
Agency Responsibilities. 5300.3
Definitions..........cccoc.uen. 5300.4
RisK Management............cococveerrreeenenssseeesesesesieenens 5305
RiSK ANAIYSIS......c.ceeiiiriseeeeriss s 5305.1

Agency Risk Management Program ...
Policy, Standards, and Procedure Management...
Organizing Information Security .... .

Agency Management Responsibilities. 5315.1
Agency Designations...........cc.c.cco.... 5315.2
ASSEL PTOtECHION ... 5320
Ownership of Information...........c.ccccceeevninnenenn. 5320.1
Responsibility of Owners of Information ... ...5320.2
Responsibility of Custodians of Information........5320.3
Responsibility of Users of Information... ..56320.4
Classification of Information ........... 5320.5
Human Resources Security ................ ...5325
Physical and Environmental Security ..........ccccocoveecnenns 5330
Communications and Operations Management ................ 5335

Information Integrity and Data Security .

Personal Computer SECUrity.........c.coovveecerveenrnene
ACCESS CONLIOL......oiiiiic s
Information Systems Acquisition,

Development, and Maintenance............c.cccceeevrernnenn.

Software Licensing Integrity Practices ...

Cryptography .......cccocevrrseeninnseeceee e
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INFORMATION SECURITY CONT.

Incident Management...........cooreeenininnsee e 5350

Information Security Incident
Reporting ReqUIrements ..........ccooeereeenerenrneenns 5350.1
Criteria for Reporting Incidents...........c.ccccevvvenene. 5350.2
Incident Follow-up Report...........cccceeiniirinircienns

Disaster Recovery Management .... .
Disaster Recovery Planning..........c.ccccoeeevvrininienes
Agency Disaster Recovery Plan............cccccoceevnnne 5355.2
Additional State Data Center Requirements.. 5355.3

ComMPlIANCE. ...

Compliance Summary

INFORMATION TECHNOLOGY .....coovvrirerririrreriinnenns 4800 et seq.
Agency Information Management Strategy. 4900.1-.03, 4925
Audit Requirements ..........cccoveeerirnnenn. 4819.34, 4844, 20013

Authorization of Agreements.........ccocoeeeivrirrireeieninnns 5205.3
Budgetary REVIEW .........cccucrrrceiineceese s 4819.42
BUAGELING ..o 6700 et seq.
California Software Management Policy...........ccccccevennne. 4846
Certifications .........cceevevvievecevicceeeenne, 4819.39, 4832, 5200.7
Computer Assisted Retrieval-Microfilm..................... 1650-52

Data CeNErS .......covriirereieirre s 4982-.2
Definitions Pertaining to.......... ...4819.2, 4900.1, 4989.

Desktop and Mobile Computing..........ccccccevnee. , 4989-4989.3
Delegation .........ccooeveeeerneeennn: 4819.34-.38, 4900.2, 4989.2
EXCIUSIONS ..o 4819.31
Feasibility Study. 4819.34-.35, 4920-30.1
General POlICIES.......c.ooviiciiciiirccccee 4800-19.42
Information Management Planning ...........c.coceeueuee 4900-03.4
Information Technology Infrastructure Policy ................. 4834

Information Technology Capital Plan.......... ...4904
Management PrinCiples...........c.cocvvnnne

Ongoing Information Technology Activities.. ..4819.40
Organization and Staffing ..........cccoceevevrvrrvseciniiinns 4851-52
Planning.......ccooeeennenneeeese s 4819.31, 4900-03.4
Previously Approved Effort.........cccoovveecinnnncienennn, 4819.40

Procurements (See PROCUREMENT,
Information Technology)

Project Oversight.........cccovveeiiniinninnns

Project Review, Reporting, and Evaluation...........
Maintenance and Operations Plan Policy ..

..4819.34-.36

Post Implementation Evaluation Report..................

Special Project REPOIS ........cccovvvrvveiceiiirrsiecieenes
Property ACCOUNING ......c.ccvrinnniiiciricereees
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
Post Implementation
Evaluation Report (PIER)..........ccccevennininnnes 4947

Security INCIAeNt .......coeevirrreee e 5303.1

Special Project Report (SPR) ...4945
Project Reporting Criteria.......... ..4819.37
Reporting Exemption Request ..4819.38
STANAArdS ... 5100-80
Statutory Provisions

Governmental Code ..........cccocvvviniiicceises 4810

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

in EDP Equipment Definition..............cccccovvvnne.

in Information Technology Definition

Annual Reporting of COStS ........cccccovvniiieicnnnnns

Voice/Video EXCIUSION .........cccoovviviinicncicine,
Training and Employee Development ............cocccvcennnene
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INJURY REPORTS, RESPONSIBILITY FOR
(SEE ACCIDENTS)

INJURIES INVOLVING THIRD PARTY
NEGLIGENCE ... 8537

INQUIRIES BY PUBLIC (See INFORMATION)

INSPECTION(S)
Architectural CONStrUCTION ........oviviveieiiriersieciiae 1454.2
State-Owned Vehicle.........coiiiiiiniccceee 4113
INSTITUTIONAL FARM OPERATIONS. ................ 10900-10994
INSTITUTIONAL STORES ACCOUNTING............ 10800-10892
INSURANCE
AT TIAVED s
Approval Required
Automobile, Privately Owned...........c.ccccceeenrinnne 0753, 2420
Legally Uninsured ... 8780
Motor Vehicle Liability........c.cccoovrnrennne 2420, 8777-77.2
Nonindustrial Disability .........c.cocoeiricieinnnciceene 8538
Surety Bonds
Temporary Disability..........cccoovvniniciiiinccens 2583.1
UNemplOYMENt .......coiiiiiiceeiece e 8535
Workers” Compensation
AUIES e
Agency Responsibility ..................
Benefits, Notice of (CIF Form C-68) ..
Budgeting .......ccccoeoeieininniiiine

Claims, Employee.
Claims, Self-Insured Agencies..

EXpenditures.......cccovvvevevennnne.
Medical Treatment............ccooeviiicininsices
Responsibilities & Procedures ............c.cocccueueae
Reporting and Investigating Accidents/Incidents
Involving State Employees or State Property .......... 2455
INSURANCE AND SURETY BONDS.........cccvniueinnne 2400 et seq.
INTERAGENCY
AGIrEEIMENT ...t 1200-15
Services, Charges for.........covvvvceinicininnnn 8758-58.1
INTEREST EARNING, MAXIMIZATION OF......coccovvriverenns 8099
INTERNAL CONTROL,

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

Business Use FOrms/RepOrts..........occueverrinirennenn. 1710, 1735

Annual, of Mobile Equipment............cccccovvniniiecnnnns 4114

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

Public USe FOIMS .......cccccviiniiiiciineecceeens 1745

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

Report, LIVEStOCK .......cc.cveeurieiiinniiicriciceeees 10991-91.1

INDEPENDENT CONTRACTORS.......ccoviiiiiiiie 8422.116
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INVESTMENTS
General Ledger Accounts
INCOME FrOM ...t e
Trust19460
INVITATION FOR BID ......coterriiiricneeeeeeeis 5212, 5221
INVOICES
AQVEITISING .. 0550
ANTINE o 8422.114
Automobile Rental 8422.115
Billing (DGS) ....covvevevrerrnen. ....3543.3
Blueprinting and Reproduction.. 8422.105
Cash Purchase Funds .............. ...8112.2
Containing Freight Charges ....3851.2
CONESIEA ..vviiiieieieee s 8471.52
Contractual SErVICES........cvueeririririeieeieeseieeeees 8422.104
Delinquent, General Services.. .8471.51
Direct Transfer by DGS....... .
Freight and Transportation...........c.ccceeevvrvvveieerennnenns
General Services, Dept. of ........ccoveeee .
General Services, for Services Rendered.................... 8471.24
Notice of Correction...........cccoevrueenns 8422.5, 8780.1, 10808
Payable from Reverted Appropriations ............cccceeeeee. 8422.7
Payment, Preparation of .................... .8422.1-22.115
Revolving Fund..........ccoceeciennnene 422.108
Service Revolving Fund, Scheduling 8471.44
Sole Proprietorships ... 8422.116
Telephone & Telegraph, Audit of .. 4590, 8422.106
Travel Expenses, Verification of ...........ccccovvvveennne 8711.3
Vendors Institutional Stores...........cccoevveverennrnecnenns 10808
ITEM CHANGE, PROPOSED NOTICE OF .......cccovveviicvnane 3560
ITEM COUNT, BANK DEPOSITS.......cooviviiiinieeiin, 8033.2
—J-
JOURNAL ENTRIES ...t 10501-53
Controller’s.......oovveeeneninneeeens 8452, 8830
Plans of Financial Adjustment.............cccc.c.... 8452, 8715
JUDGMENTS AGAINST EMPLOYEES’ SALARIES ........... 8593
JUNKED PROPERTY ..ot 3520.9, 8643
JURY DUTY Lttt 8594
K-
L

LAND (See REAL PROPERTY)

LATE PAYMENT PENALTIES.........coevviieeeen. 8474-8474.4

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

CONETACES. ..ottt 8632

Information Technology..........cccoerreiennnniccicnie 5206-07

Finance Review of Procurement Documents........... 5211

MOEl LEASE ....vevveveveverieivieeeceete e 5252

Lease/Purchase of Equipment
(See EQUIPMENT GENERAL)

Office and Warehouse Facilities..........ccccovvnerccinee. 1322.1
Authority .
Leasing ServiCes..........ooeieeeernnnniiciccieerseseee
Space AIOWANCES ........cucerveirirrieeieerieisieiceenne

Sublease of State Leased Space
State-Owned Property, Leasing to Others
Automated Teller Machines in State Buildings....1323.1
Competitive Bidding Requirements..................... 1323.1
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LEDGERS
Allotment-EXpenditure ...........cooveeeevnnnnnieeens 7829, 8302
Fund, State Controller’s Accounts.. ... 8810-14
Postings and FOrms............ccceuue. 7223-23.4
Prior Year Adjustments................... ... 1831-32
Receivables, Office Revolving Fund ...........ccccoovvvnninnes 8192
Stores, Institutional Stock Records ... 10851-52
Treasurer’s Accountability ........c.cocoveeeeninnenccees 8880

LEGAL BASIS FOR

Budgetary Control ..........coceenionnnccireceesseeene
Finance and DGS Controls...
Freight (Control Of) ..o
MailiNg LiStS.....cvvvviiieiiiicicieiisn e

Microfilm.....
Purchases............ccccuuee.
Reorganization Proposals..........c.cceeeennniccnennnnicenens

LEGISLATIVE ANALYST....oiiiiiiiiiicncen s 7360

Departmental Proposed Legislation
Enrolled Bill REPOIt ........c.cooiiireeecreecee e
HEAMNNGS ....cecevi e
Legislative Calendar ..
Legislative ProCeSS .........ccocviieiicieierisnicsicsieiene

RESOIULIONS ...t

LETTERHEAD

LIABILITY
Contingent and Real ..o 8751
Insurance, State-Owned Vehicles.........coveeivririrircennnns 2420
Tort, Payment Procedures ..........ocoeeeereninmniniseenenenenenienns 8712
LIBRARIES, COORDINATING DISTRIBUTION.................. 3120
LICENSE (S) AND PERMIT (S)
Federal Communications COmmission ............cceceevrveerins 4530

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

LISTS, MAILING
(See MAIL MANAGEMENT SERVICES)

LIVESTOCK
INVENtOry REPOIT.......covviiiiiiciceecse e 10991-91.2
SUrpIUS, Sale Of ...ocviiicce s 10950
LIVING QUARTERS, STATE-OWNED .......ccccccoevvviierenn 11030
LOAN AND RENTAL OF EQUIPMENT ....ccccovveivviieieeennn 3522
LONG-RANGE FACILITIES PLANNING.......cccccvvevianene 1310.3
LOST, STOLEN OR DESTROYED
Meal Tickets, Certification for..........cccccovevvveivncinirennn 11027
Personal Property........ccocvecceinnincccsiceseseens 8423
Prohibited Practices ...3504

Property .....cceveecinnns

Resistance during Robbery... 8000
State Property ................ 8640, 8650-51
SUNVEY REPOIS ...t 8650
LUMP SUM PAYMENTS, RECOVERY OF.........cccccovvvrnnnne. 8596
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—M-
MAILING LISTS ..ot 3151
PARCEL DELIVERY ..o 3831
MAINTENANCE
Buildings and Grounds..... ..1330
Information Technology.........ccccovvvinicicicnnnnee 5220-.1
Model Contract for Information Technology .......5255.11-.12
TelecomMUNICALIONS .....c.covviiiieciiie e 4525
Vehicles, State-OWNed...........ccccovvvviiniciessccae 4101
MANUALS
AQGENCY ACCOUNTING.....eiveviiiiririeieieie et

California Accessibility Reference
California State Structural Safety Interpretive
MANUALL.....coveeereree s
Defense DIVING ...
State Administrative Manual...
OFA State Fleet HandbooK ..........cccccvvnviniicciiiie,

MAPS, U.S., GEOLOGICAL SURVEY, PURCHASE OF......3695

MASTER AGREEMENTS
Approval by General SErvices ........ccocoeveeienrnnrienenennns 1215
Equipment, Lease/PUurchase ............cccocoeeevnnenicnnenns 3532-33
Exempt from CSCR
Information Technology

MATERIALS MANAGEMENT ......ccooiiiiiiiceeeeeeee 3535
MATERIALS SERVICES SECTION ......ccooeviieiiriiiciiciens 3540
MAXIMIZATION OF INTEREST EARNINGS..........cccocvenene. 8099
MEALS

Business Related .............ccccovvvniiciiinicen

Meals and Meal Tickets
OVEIIME ot e

MEDICAL & HOSPITAL SERVICES

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

After Hours, State BUilding ...........ccccoeveninnecicinnnne 1330.3

CONFEIBNCE ..o 0724
MEMORANDUMS

FOMAL ...t 2820
MERIT AWARD PROGRAM .......ccceoviimiinirinriinennns 4700 et seq.

Eligibility of SUGQestion ... 4702

AWArds........cocvvrnnieens ..4700

Eligibility for Participation . ..4702

Nonadopted SUGQESLIONS........ccvvvievereeeriririeeee e 4702

ReSpPONSIDIItIES .....cvcveiiiicccec e

Special Acts and Services ...
Superior Accomplishments

MICROWAVE
EQUIPMENT ...t s 4525

MILEAGE RATES (See VEHICLE, PRIVATELY OWNED)

MISCELLANEOUS
ACCOUNTING PROCEDURES...........ccococueire 8700 et seq.

Rev. 418

Page 12 SUBJECT INDEX

MISUSE OF STATE PROPERTY

Copying & Duplicating Equipment. ...2880

Motor Vehicles.........cccoevrrininen. ...4105

Nonstate Money.. 8002.5

Prosecution fOr........c.coceirnieeeee e 3504

PUICRASES ...t 3504

TelEPNONE ...t 4510
MOBILE HOMES, TRANSPORTATION OF.......ccoovvnivrrrernnne 3827
MONETARY LIMITS

PUICNESES ...t 3571
MONEY ORDERS

ACCEPLANCE OF ... 8023

Endorsement of..........ocoveeieninnnneienissse s 8034.1-34.2
MONEYS, UNCLAIMED TRUST.......ccoovirnrirerrirenns 18424-24.7

MOTORCYCLES,0020(See VEHICLES, PRIVATELY OWNED)

MOTOR VEHICLES (See VEHICLES)

MOVING AND STORAGE
EMPIoyee Charges..........ccceirirnreieeininneiecesessesieienens 3824
Household Effects .. 3820-29.2
Mobile HOME ..ot 3827
Office and Institution Moves ...3811
Overseas ShIPMENtS..........oveeeirnnireee e 3825
REIOCALION. ...
Self-Haul Moves.
MOVING EXPENSES ...t 8572.1
—N-
NARCOTICS......ooiiiiieiniierietieineieneers e 3661.1
NEGOTIATIONS
Freight and Storage Rates............cccoevvnriiicnnenns 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 ..o 0180
OFFICE PLANTS ..o 1330.6

OFFICE REVOLVING FUNDS
(See REVOLVING FUNDS (Office))

OFFSETS ..o 8790
OIL (See FUELS AND PETROLEUM PRODUCTS)

OPERATING EXPENSES AND EQUIPMENT
Accounting for

BUAGETING ...vvviiieicice e
ORDERING AND ESTIMATING
INStItUtional STOrES.........ocviieciriiii e 10806
Supplies from Material Services Section ...........c...cceuue.. 3543
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OTHER GOVERNMENTAL COST FUNDS (See FUNDS)
OUT-OF-STATE TRAVEL (See TRAVEL)
OUTSTANDING CHECKS

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

Collection Of ........c.cciiiriieeee e 8776.5-76.7

INCOME ..o e 8241

Payroll AcCounts .......cocveeeererennnns 8593-93.3, 11072.2-.22

=
PAPER AND PRINTED MATTER, PURCHASES.................. 3690

PARCEL DELIVERY (See DELIVERY SERVICES, PARCELS)

PARKING
Charges, Reimbursements for...........c.ocoeerrnnnniccnnnns 0755
Employee Parking
Loading DOCK ATEAS ......c.cuvvrveieemieeieieiriniriseneseieieieienens 1330.4
Parking Lots, Maintenance of ...........cccovevieiinnnnncennne 1330
Vehicle HOMe StOrage .......coovvveeeeeieinrrnnnieeeeiesecne 4109
PAY
Periods, Beginning and Ending Dates ...........cccoceeeeenene. 8512
Plan, State........cccveivieiieieieecee e 8510
PAYROLLS ..ottt 8500 et seq.
Collection of Overpayment........ 8776.5-76.7, 11072.2-72.22
DishUrSEMENtS ........ccvvviveieririrecreee e 8421, 8451

Expenditure Accounting .. ...8590 et seq.

Expenditure Register. ...8361

Warrant REGISLErS.........oveveueiirrereiece et 8361
PERIODICALS AND BOOKS, PURCHASE OF ..........ccco..... 3691
PERSONAL PROPERTY

Claims for Damage t0 .......ccovvvvvreereenirirnerece s 8423

Sundry, Private TrUSES.......ccoererrrieeeeneresisieieenes 19424-425.3

General Procedures, Payroll...........ccccocoonnniccicnnnne 8531-35
Help Wanted AdVertisSements ..........ccccceeervrvvveeeernrnnennenns 0550
Personal Services

Quarterly AHOtMENTS.....cccovrvreereeririrsee e 8341
Personnel-Year, When Billing for Services. ...8740
Positions, Certification for Payment........ ...6521

Release of Warrants Designation...
SEIVICE AWANS ... s 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 ...cooiiiiiiiiniinrieseis et 1456.2
PLANNING
Long-Range FacilitieS...........cccevevrivirisreeierisreeeeeenns 1310.3
Metropolitan Areas..........coerreeerininniseeeereseeee s 1310.3
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PLANS ...ttt
Agency Information Management Strategy
.............................. ... 4819.31-.42, 4900.1-.03, 4925
Of Financial Adjustments...........ccccceevnnene. 8452, 8452.2, 8715
Organization, Approval of ..........cccocoeiviinnnncieii 0130
Statewide Planning ..........ccccceevvvvinneieinninsseeerenses 1100-08
Telecommunications, Review of ..........ccccocoiviinniinnne 4525.1
POLICIES
Architectural Revolving Fund...........cccocoviniciennnnn.
Authority for Form 23 Review
Request for Form 23 Review... .
Request for Project Undertaking..........cocceeeeenenininnenes 1452.2
POLYCHLORINATED BIPHENYLS PROGRAMS........... 1327.13

POOL VEHICLES (See VEHICLE, STATE-OWNED)

POOLED MONEY INVESTMENT BOARD........cccoeeevvvvriernee 7350
PORTFOLIO MANAGEMENT .....cccoviviiieceresee e 1310.3
POSITION(S)
BIaNKEL.......ocviicviicieee e
Code Numbers.
DOWNGIadiNng ...c.cvveeeeeeiirieieie et
EStablished...........ccoovivivirieeeissce e 6521, 8531
Exempt............. 0400-22.1
Personal SEIVICES.........cccueeririririeeeee e 6403
Reclassification.............coccevvceviieice e 6406
Salaries and Wages. 8341-41.1
Schedule ........cccceunn. 6424-6429
Vacant PoSition REPOI.........ocoeveviirrniieciireeceees 6445
POSTCARDS (See CARDS)
POSTAGE ..ottt et sn et sn s

Purchase of
POWER OF ATTORNEY-REVOLVING FUNDS. .................. 8160

PREVENTIVE MAINTENANCE
(See VEHICLES, STATE-OWNED)

PRICE LIST AND CATALOG, CENTRAL STORES............. 3542
PRINTING ..ottt
Advertising
Brochure, Pamphlet and Poster Printing ..........cccoveeenns 2820
Computerized Addressing SErvices ..........cooveevererrennnnns 2820
Copying and DUplicating ......ccccovvveereeeieniresireseenesereseenns 2850
Costs2810, 2860
Desktop PUBIISNING.......c.ccvveeeiiirieeeesse e 2820
Dup. and Repro. Services.........c.ccc.... .8752-52.1
Electronic Publishing (Disk or Internet) .........c.cccoeeennne 2820

EStimates.........cccovvviicinsiiiice ..2810
Forms Printing............ ...2820
Interagency Mail Service................. ...2820
Legislative Printing and Distribution..............c.cccccevinnne 2820
MaSS MailiNg .....ccviveeeiiiiieceie e 2820
Master Service Agreements.. ...2820

Ordering Form..........cccc.e..
Print Buying...............
Prison Industry Authority.
Publication Printing.......
QUICK PHINtING ..
SChEAUIING ...
Services or Supplies,
Authorization for..........cccoeevecceinncnees
Stationery Printing..
Union Label ...

PRIVACY LAWS AND REGULATIONS ........ccccocvviniiinne 1745
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PRIVATELY OWNED AUTOMOBILES
(See VEHICLES PRIVATELY OWNED)

PRIVATE TRUSTS ..ottt 19420-25.3
PRISON INDUSTRY AUTHORITY
AUTNOTILY 1. 8476
PrINtING ..o 2850, et seq.
PUICNESES ...t 35805
PROCUREMENT
INEFOAUCTION ..o
Acquisition Phase
Acquisition PIanning........c.coveeeinnneeiensecins 5230.1
Authorization of AGreements...........cccoevvnrnnicrcesnens 3507
Certification..........ccocovevreeecnn e 4819.41, 4832
Departmennt of Finance Review of
Procurement DOCUMENTS ........coviirriinreeenee s 5211
EXeMPLion ........cocovevevinnnicee 5230.6
Leveraged Procurement Agreements ...5291
Uniform Standards ..........cooveecieinnecceese 5230
PoSt-Award ACHIVItY.........cccorrmrreeriirrseeee e 5230.3

Principles for IT Procurement.
Public Policy Consideration....

Responsibilities and Authority 5200.5

Uniform Standards .................. ...5230

Office of oo ...3500

Area OFFICES ...voviiieicececee s 3558.3

SEIVICES ovrveriieieieieie ettt es 3510
Office of
AT OFFICES ..o 3558.3
SBIVICES .ottt b bt 3510
PRODUCE STORES

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

Letter Of NECESSITY ..vovvviriirieieeriiesisie e 6536
PROGRAM PURPOSE

CONSELIUCLION SEIVICES ...ovvveviieiieeieeieerie e 1454

DESIGN SEIVICES ....c.vviriiiricticie s 1452

Regulation ServiCes.........c.covveerinnneecinseeeeesennas 1456
PROJECT MANAGEMENT ......cotiiiiiiiniinnieeieiereesneneeees 1315

PROJECT MANAGEMENT METHODOLOGY-SEE CALIFORNIA
PROJECT MANAGEMENT METHODOLOGY (CA-PMM)

PROJECT PLANNING
Architectural Planning ...
Cost Control Engineering.
Review of Plans................

PROPERTY (See also REAL PROPERTY)

Accounting .........ccccunee 8600
Acquisition (Real Estate) . ...8705
ClaSSES OF ...vviiiicicet e 8652
Damage t0......cooviirieireiieeree e 8777.1-78
DiISPOSAl ..o 0510, 1322.15, 8640
Federal Surplus... ....3521, 8422.107
JOUN@Al ENEFIES ... 8670
Ledger, Subsidiary Records .. 7821
Lost, Stolen or Destroyed.... 8643
Management................. ...8600
ReCONCIHIAtIONS .......vveevcieiire e 7924
RECOTUS ...ttt 8650
Reports

ReUtIliZation ... 3671, 3520
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SCIAPPEA .ttt 3520.9
Survey Report (FOrm STD. 152) .......cccovvrrrnnerieierennnns 3520.3
Livestock .......

Vehicle Disposal... R 4111
TrANSTEN .. 3520.4
PROPERTY SURVEY BOARD.......ccccceomiiriiniinrcineiens 3520.3

PRO RATA GENERAL
ADMINISTRATIVE CHARGES. ..........ccoooiiiiccc 8754

PUBLIC INFORMATION (See INFORMATION)

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

PUBLIC WORKS PROJECTS
ApPPropriations..........ccoveveveeeenns
Design and Construction ..
DiSDUISEMENLS ...
RESD FOIM 23 ...

PUBLICATION OF REGULATIONS (See REGULATIONS)

PUBLICATION(S)

ACCOUNEING TOT ...t 8785
Administrative Regulations.............cocveeiinnnnccicninnenn 0530
Definition Of ..o
Distribution for Libraries..
Exception to Definition ..........cccovvvvveeereinnirseceeinns
Federal, Purchase of ...........ccooeeiiiiveci e
Libraries (See LIBRARY DISTRIBUTION ACT)
Publications and DOCUMENLS ..........ccccevveververerieerieisieneas
Purchase of ......ccooeeenne
State Administrative Manua .
SUBSCIIPLIONS ...t

PURCHASE AND EXPENSE CLAIMS,
DISBURSEMENTS ..o 8422

PURCHASE ESTIMATE (Form STD. 66)
Estimating Quarterly .. .10806
REQUISITIONING ..o 3550

PURCHASE ORDER........ccoiiiiiieiec e 3565
Institution

PURCHASE ORDER CHANGE

(FOrM GSOP 7).ttt 3566-66.2
Sub-Purchase Order..........ccccuvvevverivveveriererreeiree e 3570-72
PURCHASE(S) ...ttt 3500 et seq.

AICOhOl, TaX FIEE...cvviieiieiiee et 3661.3
Bookkeeping Machines...................

Centralized Purchasing, Relief from.. ...3500
Contracts, Centralized Purchasing .........c.cccceeevvvveeierinns 3500
Delegated Purchasing.........c.ccccoeeereevrireeicenns 3506, 3571-71.1
Delivery COmMmMItMENES........coveeriirireieeierisesiseiee s 3511.2
Fresh Produce ..........ccccovrrcceninnncccns .10807.1

Improper Ordering on Sub-Purchase Orders.

Installment & Lease/Purchase Accounting ... ..8632
Institutional Stores..........ccoovevvcvevrrnenns .10808
Lease/Purchase Option Credits (EDP) .........ccccoevrecenens 5208
Light GIODES ..o 3631
Limit

Model Contract

(Continued)
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PURCHASE(S) (Continued)

Model Invitation for Bids...........cccevrvniieeeinnncnee
Pencils, etc., for Employee Use . .
POSTAQE ...vevveieeeee st
Printing (See PRINTING REQUISITION)
Prohibited PractiCes............coevrvnniniciicnnnnncecens 3504
PUBDHCALIONS ... 8114
Requisitioning Procedure............ccooeeeecenvnnniceens 3550-58
_Q_
QUALITY, CODE DEVELOPMENT .......occonirniinmnierneenns 1456.2
-R-
RATE, AGREEMENTS, FREIGHT SHIPMENTS......... 3801, 3885
REAL PROPERTY
ACQUISITION ..o 1323.12
Appraisal . .
EASEMENLS ... 1323.15
GIES oo 1323.12
INVENTOTY ..ot 1324.14

Leasing State-Owned Property to Others
Posting of State Property.....

Proactive Asset Management.. .

Real EState SErVIiCeS .......ccoviriiieeiiieirrrie e 1322
Relocation ASSISLANCE ..........cvvrirerrrierceiirseeee s 1323.12

Statewide Real Property Inventory ..1324.14

Surplus State Lands..........ccceovvrreeiennsseeenesne 1323.13

Transfer of Control and Possession Between

State AQENCIES......ooveveeeeiirereeee e 1323.12

RECEIPTS

Cash TranSaCtioNS ..........c.coeerieirerieieieisireeie e

Institutional Stores Accounting..

Private TrUSES.......cueueiiriricieeeresie e
RECONCILIATIONS

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

Bond and Treasury Sys. ACCtS. ......c.coceverirennae ....71923, 8060

Office Revolving Funds... 7922, 8193

PrOPEIY ..o e 7924

TYPES OF 1.ttt 7920
RECONCILIATIONS AND REPORTS .....cccocvviniinenn 7900 et seq.
RECORDING SERVICE ESTIMATE

ADVANCES ......coooireiiee s 8471.23-71.61
RECORDS

ACCOUNTING vt 7220-23.4

Employee Attendance ..........oceveveinrieceiinnseeee e 8539

Farm ProdUCES ..ot 10920

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

Subsidiary, ACCOUNTING ......cvvveveeeirireeieeeereseseseeens 7800-32
RECORDS MANAGEMENT

Abolished Organizations.............cccevvvveeieiennnisseeienennnnns 1687

ASSISTANCE ...ttt 1695

Biennial Progress Report on

Records Management...........ocovveeereenenensieeenenennns
Development/Implementation. .
Electronic RECOIMS .........cccueiiriririeeirsreee s

Establish/ AdMINIStEr ..........cocvivriicriceseceees
Forms Management...

Government Codes...........coeune.

Guidelines, Fact Sheets, Handouts........ 1695
Management Practices/Recommendations .. ..1614
Obsolete RECOrdS ........ccouvrirenieeecnineriniens ..1611
Public Records ...... ....1602
Records Disposal....... 602, 1611
Transfer of CUSLOY.......covrriiriicieienrr e 1687
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RECYCLE
Garbage ColleCtion...........cccvevrrnniensiceiessr e 1900-60
Paper (White)... ...1900
Recycle, Project.. ...1900
RECYCHING ..o 1900-60
REFUND(S)
ACCOUNTING TOF ...
Cash Accounts.
ClAIMS ..
Gasoline Tax
Revenue
Unused Services, Claims for ..........cccooveieininncenene. 11073.2
Utility Services LiNeS........cooeeeeeieinnnicciccicsnen e 8750
REGISTER, BOOKS OF ORIGINAL ENTRY, ACCTG......... 7222
REGULATIONS, OFFICE OF
(See EXECUTIVE ORDER).......cccoevivniniiinees 1456-1456.3
REGULATION SERVICES, OFFICE OF
Contacts..... ...1456
Functions.......... 1456.2

Internet, Location 1456.3
Program PUIPOSE .........cocueiiiininiinin s 1456
PUBHCALIONS ... 1456.3
Statutory AUthOFILY .........covceininiiceeecens 1456.1
REIMBURSEMENTS

Advances for Travel EXPEeNSES.......c.ooveviervrerireereerennnenns 8117
Budgeting for

Cash Purchase FUNAS..........cccovvvniiicnernniceiciens 8112.5
Classification Of ... 11071
Crediting of......... ...8287

Interagency Services..
Mileage .......c.......

Non-State Employee0774
RENTAL PAYMENTS ..ot 1322.1
REORGANIZATION....ciiiiirieitrieirieitieesiee e 0130
REPORTS ...t e 7900 et seq.
REQUEST FOR PROPOSAL ..ottt 5213
REQUEST FOR QUOTATION ..ot 5214

RESEARCH GRANTS (See GRANTS)

RETIREMENT FUND(S)
List of Retirement FUNGS........cccoovvvveecinnnneeceee s 16400
Offset-REtIrEMENt .....cccvevivveiiceccecec e 8790.1
Payroll FUNCLIONS.........coiriiiccieieeie s 8520

RETURN ADDRESSES (See CORRESPONDENCE)

RETURN OF STOCK ...ttt 35434
RETURNABLE CONTAINERS .......cooovnerreeneeeienns 8765
REVENUE
Accounts, SUDSIAIArY ........ocoveeiinienrreieereeeeens 8212-13
StatemMeNtS OF ..o 7956

REVERSION (See APPROPRIATIONS)
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REVOLVING FUND (OFFICE)
Accountability ........... 8100-93, 8111.2, 8112.6, 8121.1, 8130
Accounting and Cash BOOK ..........c.ccccovvrvccnininnene. 8190-93
AdVanCes........ccccoeverrnnenn ..8425, 10501
Cash Purchase Funds . .

TrAVEL .o 8116-17
U.S. Agency-Working Fund.........ccccoeveeerninrennnns 8122
Augmentation........cccocvrreeens ...8170

Cash, Ledger Account...... .10402
Claims for Reimbursement.. 8170
Custodian.........cccoceveeenn. ...8130
DefiCienCies........ceevrivnciiiceiee ...8072
Disbursement Voucher (Form STD. 438)........cccccovvinienes 8140
Endorsements (Power of Attorney).........ccceeeeeerrreeeene. 8160
Establishing of..........c.cccocovinnnne ...8170
Establishing Funds for ........ ...8425
Institution Cash Payment Fund............ccccovvrinicicnnnnne 8121
Invoices Scheduled for Reimbursement

DiSCOUNt INVOICES........cvvrieerieerrerireireierneeeeeenenns 8113

Reimb. Voucher & Invoice Recording ............. 8422.108

Replenish Cash Purchase Fund............ccccccevninene. 8112.5
Office Revolving FUNnds.........cccoovvviiicicinnene 8100-93
Payment Authorization for

Discount INVOICES.........ocviieeeiieicinirnieicrieeeas 8113

Registration FEES........c.cvvereiiiirseecessereene 8120

Petty Cash Funds
Cash Fund (Institution)

Change Funds............. .

SHOMAGES ...
Purchase of

Bank Drafts ........cccoveriverinineeceee e 8123

Postage ........ccccoeevnenee. ...8115

Publications, Federal...........ccccovervierriineinieienennnns 8114
Reconciliations.............cc........ ....71922, 8193
Reimbursement, Claim Schedule... ...8170, 8422.25
Salary AQVANCE .......covvviiiiciis s 8595
SHOMAGES IN .. 8072

REVOLVING FUND (SERVICE-GENERAL SERVICES)

AGVANCES ...oveieiiieieieee e 8471.63
Advances and Estimates...........ccccocevevevrenirennnn. 8471.1-71.23
Architecture .

Billing fOr SErvices ........ccoovreeciinccc e 8471.24
Direct Transfer for SErvices.........ccocovveivveivieeirieiienns 8471.13
INVOICES ....oveveveirreieveiins 8471.24,8471.44, 8471.63

Preparing Service Estimates

Processing Claims for ...... ..8471.63
Recording ENtries ..o 8471.42
Recording Estimates......... .8471.61-71.62
Returning Unused Balance.............ccoocovicicirininnnn. 8471.64
Revising EStIMAtes ..........ccovvreeiinneeeresseiciens 8471.43
Service Revolving Fund...........cocoviicciinnnnn, 8471.1-71.25
ROBBERIES (See CRIMES)
ROUNDING FIGURES.........ccccooonemimiemneeneeneeneeennesenes 8299.1
—S—
SAFES AND VAULTS ..ot 8024
Placement of for Security Reasons ...........cccceeevrereeennne 8025
SAFETY
Construction of School and Hospital.............ccccoevriee. 1454.2
Operation of Vehicle
Requirements for Privately Owned Vehicle...................... 0753
Standards for State-Owned Vehicles........................ 3622-22.4
Structural Safety
SUQGGESEIONS ..ot
Rev. 418
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SALARY
AdVANCE ... 8580.4, 8595
Allotments, Budget Control .
Billing for Services...........
Budget-Schedule 8.
EXEMPL..oei e
Farming Operations...........ccceevrnnieiicerennne s
Hourly Rate for Services..
Judgment AGaINSE ..o
SAVINGS. ..ttt
Warrants
Deceased EMPIOYEES........ccccvorriciiinininieiecins 8477.1
Distribution of ...... 8580-80.5
SALE
PUBHC ..o 3520.7
Real Property .........ccccocovvrsccnenns 1323
Surplus Products, Farming Operations .. .10950
Surplus Products, OffiCe .......cccoeereinnniccineeeies 3520.4
SAVINGS ACCOUNTS, TRUST AND AGENCY FUNDS
BaNKS ..o 19462
SaviNgs and LOAN ....c.ccvvvvevciinirniecceesseeee s 19463

SCHEDULE (See BUDGET, Schedule)

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

SEAT COVERS, AUTOMOBILE (See VEHICLES, STATE-

OWNED)
SECURITY
ACCOUNLS, TrEASUIEI™S....eveiveieericee ettt 8921
DEPOSITOI™S ...t 19422
Information Technology .5300 et seq
Investments of Trust MONEYS........ccccovvrericninnniecnenes 19464
REGISTEN ... 10564, 19422
SEISMIC BUILDING PROGRAM .......ccccovviniiicicicrisinn 1327.1
SEISMIC CERTIFICATION .....ccooviiiiiicie s 1321.18
SELLER’S PERMIT ...cooviiiiiiiiiiii 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 .............c.coccevennne

Automotive Equipment Inspection..

Billing for Services (General) .............ccc.u....

Buildings and Grounds Maintenance...........cccccevreeeencns 1330
Billing for ........cocoovvvivvininnne 1330.1

Copier MainteNance ..........cccoeeeeeeienneecrieesseeeens 2130

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

Duplicating and Reproduction
(See REPRODUCTION)

EMErgency SErviCe.........ccocoummniiiciieenneneesieieenens 6560
EMPIOYEES ..ot 11000 et seq.
Grounds Maintenance............cceeeeuerrnnnieecrieeeseeens 1330

... 8758, 8758.1
... 0190, 0482.5

Interagency Administrative Costs ..
Medical and Hospital.

Motor Vehicle REPair.........ccccovrvreieciiinreecersereene 2430
Provided by Department of

General Services..........cocoeiciininiccienes 8471.1-71.25
Shipping (See TELECOMMUNICATIONS)
To other than State AGeNCIes .........cccevevrrreeeninernenenns 8753
TO TENANTS ... 1330
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SHORTAGE

Budget Deficiencies

ReVOIVING FUNG.......ccoooiiiiieecceee s
SICK LEAVE AND VACATION RECORDS .......cccoouvurieennee 8539
SIGNATURE CARDS (Also see CARDS)........cccouceveirninenas 8001.2
SMALL BUSINESS

PUFChESE ... 3571
SMOKING

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

ACLION REGUEST .......vviiiiciciireies e 6453

Allowances.........ccccoeverrninenn. 1321.14

Interior Space Planning and Design..........c.coovveueveininine 1320

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

Acts of Service (See MERIT AWARD PROGRAM)

Deposit Fund...... ... 18420, 18424.5-424.7

PUIPOSE TIUSES ...ttt 19440
SPECIAL ACCOUNTS

(See OTHER GOVERNMENTAL COST FUNDS)
SPECIAL PROGRAMS........coiitiiiniieinieinneienieiseeie e 1452.4
SPECIAL PROJECTS......cviiiiiieiniiernieineieneserseeiessiesneenns 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 ..o 8931-32
STATE BUILDINGS
Building Maintenance............cocoeeeeinneecennnseeeneene 1330
Charges for SErVICES .......cccouvvririciicies s 1330.1
Display of Art, Posters and Notices.. 1330.7
Grounds Maintenance................. ...1330

Service Information............cccccevnee.

Use Outside of Regular Working Hours...........c.cccv...... 1330.3
STATE COMPENSATION INSURANCE FUND

(See INSURANCE)
STATE CONTRACTING MANUAL .....oviiiinrrniecieeenes 1205
STATE CONTROLLER’S ACCOUNTS

(See CONTROLLER, STATE)
STATE PRICE SCHEDULES........cccooiiiiiiicicee 3531-33
STATE TREASURY SYSTEM ...coovviiiiireieeerienes 8001, 8890
STATE TREASURER’S ACCOUNTS

(See TREASURER, STATE)
STATEMENT OF

OPEIALIONS ...vvieetete et 7963

Financial Condition...........ccccovvreeieinncseee e 7979

FUNd Condition........c.oovveeeinnnecce s 6481

REVENUE ...t 7956
STATEMENTS, BANK .....ccoiiiririiieieeieeee 7923, 7967, 8060
STATEWIDE COST ALLOCATION PLAN .....ccocoveiiireinne 8755
STATEWIDE PLANNING.......cccccovniiiciieerneeeee 1100 et seq.
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STATIONERY
Letterhead
Printing of

STATISTICAL RECORDS FOR PROPERTY

ACCOUNTING ..ottt 8660
STATUTORY AUTHORITY

CONSErUCLIoN SEIVICES.......cevieeeeiirrreeeier e 1454.1

DESIGN SEIVICES ...ttt 1452.1

Regulation SErviCeS........ccccviriririrreeereriresseseseseseseeeens 1456.1

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

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

STOLEN (See LOST, STOLEN OR DESTROYED)

STOP PAYMENT REQUEST (Form STD. 432)............... 8044-46
STORAGE ..ottt es sttt senens
Bills, AUt O ..o
Household Effects ..
RECOMAS ....ovvveeieteieie et

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

SUB-PURCHASE ORDER

(FOrM STD. 40A) w.oovovoeeeeeeeeessene 3570-75.1, 8422.103
SUBROGATION RECEIPTS ....ooossc oo 8775
SUBSIDIARY RECORDS (ACCOUNTING)............... 7800 et seq.
SUBSIDIARY REVENUE ACCOUNTS.........ovoooreeerrcceeen 8212-15
SUB-STANDARD COMMODITIES...........oovooroooesccccrerrs 3510.4
SUB-STOREROOMS .....ooooceeoeeesseeesceeereeess oo 10831.1
SUCCESSFUL PLAN REVIEW ...ooooccecccccveees e 1456.3

SUGGESTIONS, EMPLOYEE (See MERIT AWARD)

SUPPLIES

Accounting, Institutional ... 10800-892
Blanket Estimates.......... ..8342.2
Catalog and Price List............. ...3542
Deliveries from Material Services... 3543.2
LEUGET ... 7818
Ordering from Material Serv. SeC. .......cccccevvrvrrreene 3543-43.1
Produced, Stock Records...........ccceeverrnriierccnennne 10920-980
Stock Received

Report......ccccveenene. 8422.20, 10808-10822.1, 10872-73
Warehousing and INVENtOry ...........cccccoveevnnnieeeen. 3535-36

SURETY BONDS (See INSURANCE-SECURITY BONDS)

SURPLUS
Data Processing EQUIPMENt..........ccovcieinnnnicicieenne 5903
Disposal
Farm Products, Sale oOf .........cccccevvvevivierecieceeeeecs 10950
Heavy EQUIPMENT ... 3615
Information Technology Equipment.. ... 5901-03
Information Technology Supplies.. 5951-53

Money Investment Fund 8284.1
Office EQUIPMENT .......ooviieiiiireecce e 3520
Property, Purchases ... 3521, 3671
Property, UtIlization .........cccovvveeeiiniiseecenesseeenens 3671
State Lands ...c.covveeeeeeeirrieieceene e 1322.15
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SURVEY REPORT, PROPERTY ....ccoviiriiiieeeeeeeievna 3520.3
T
TAX
Federal
EXCISE TAX cueviviiririireicreieresetese st 8711.3
Exemption, Motor Vehicle Fuel ............c.cccooenee 8745.5
Exemption, PUrchases ..........ccccoeuvevnnennnne
Use Tax on Civil Aircraft..
Income Tax, Withholding .........ccccovveieninnnniine.
MOVING EXPENSE.....cvveiiiiiiiieieetrseee s
Personal Property ..
Refunds, Gasoline..........c..cccevevnnns .
Reportable Payments to Individuals .............c.cccvevenene. 8422.19
Sales & USe TaX....cocovvevevrrereriernsiannas
Non Taxable Sales ..
ULIHILY USEI™S ..ot
Withholding........cocoeivevnnniccinee

TAXI SERVICE (See VEHICLE, COMMERCIAL)

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

TELEPHONE DIRECTORY, STATE ....cooiiiiiicereireee 4550

TEMPORARY DISABILITY COMPENSATION
(See INSURANCE)

THEFT (See LOST, STOLEN OR DESTROYED)

TERMS AND DEFINITIONS.......coooineerreeneeneeeeens 1710
TIME OFF
EXPErt WItNESS ...ttt 8594.2
HONAAYS ..o 8740
Jury DUty ....coovvveeeninne ....8594
Subpoenaed Witness.... 8594.1
Travel Status, While on..................... ..0726
When Charging for Employee Services..........c.cocuveeenens 8740
TORT LIABILITY
Accident INVeStigation ............cccceennniiccirinee 2455
BUAGEL ..o 6472
Payment ProCedUre...........ccveiinniniiicsess s 8712
TRADING STAMPS ..ottt 3613
TRAFFIC TRANSPORTATION MANAGEMENT .....3800 et seq.
AQeNCY ASSISTANCE ........cevvvrrririiicieieieriere
Forwarding Bills for Approval.............ccccoonnncciiinnnnns 3851
TRAINING
CONVENLIONS......oviiiiiicrc s 0724
Employee Development for Information Technology......4854
CONVENLIONS ..o ..0724
Out-of-State Travel . ...0762
Registration FEES..........cocvvvrniiniciieiiecciias 8120
TRANSFER(S)
Budget AllotmeNt..........cccvivvveeece e 6539, 8324
COoNrolEr’S. ... 8451-60, 8830
Equipment within a FUNd..........ccoeoeovrinvcceieneece 8640
Surplus Property

VENICIE. ..ot

TRANSMITTAL OF CORRESPONDENCE,
GOVERNOR’S OFFICE .......cocviiiiiiiiciin, 0211-11.2
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TRASH (RECYCLING) ...c.corvirriirecnieeeeeeiene 1900-1960

TRAVEL ..ot 0700 et seq.

AAVANCE ... 8116-17, 8180

Advance Approval to Travel .........cccoovevinninccicniene 0760

Aircraft, By, ...0740

Use Tax on Civil Aircraft...........cccococeviniinncnnen 8737

Audit of Transportation Invoices 8422.114,8711.3

AUtOMODIIE, DY ... 0750

BOordering States ..........coeeeerinnniieeiiess e 0710

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

Credit Cards........occcreennencceeies 3629, 8711.1-11.2
Deceased Employees, Return to

HeadquUArTerS..........cceuiveiirrriccce s 0772

Agency Verification 8711.3

Extra Hours, Credit fOr........ccocovicieisnccccicene 8540

Insurance.................

NON-State EMPIOYEES ......c.oveeiiirieieeeesisieieeeseseeieenens 0774
Out-of-Country ....... ...0760
OUE-OF-SEALE ..o 0760

Per DIBM ...t 0721
Public Transportation, Use of . .4117
Relocation Allowances......... ...3829
Rental Cars, Commercial...... 4117.2
Time Off During Travel Status ...0726

Travel Log (Form STD. 273) .. ..4107
Vehicle Use Determination ...........ccccceevvniniciccnnnens 0750
TREASURER, STATE
ACCOUNES .....viiii e 8900-32
Bond Accounts ... ... 8931-32
ManNagemMENt .........ccciiiiiiiiee s 8900
Organizations for Fiscal Management ............c.ccovveernene 7330
TREASURER’S
ACCOUNTABILITY LEDGER.......cccccoevniriinnn. 8900-32
TRIAL BALANCES ..ot 7962
TRUST
Agency Trust FUNd Cash..........ccccoeenrieiennnreccene
Deposits Ledger................
Inmate’s Personal Property... ..19421.3, 19425.2—
INVESIMENTS ... 19460-64
Private (Money Securities &
Personal Property) .........cccccoeeennnniciccnnnnn 19420-24
Special Deposit FUNG..........cccoorrieeienieeeeeeeiees 18420
SPECial PUIPOSE ....oviiiicicicicteiees e 19440
Trust & Agency Funds
Bank ACCOUNLS ......c.coeuviririiicicieinrecceiees 19462
Federal ........... 171001-400
NON-TTEASUNY.....ceriiiriirieiii e 19400
Savings & Loan .19463
OthEF ..ttt 18420
unclaimed MONeYs.........cccceoeevrrnesienenennns 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 ... 7110-7150

UNION LABEL (See Printing)
UNSIGNED CHECKS. ..ot 8036
USE TAX (See TAX)
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UTILITY BILLS, CONSOLIDATION OF
REMITTANCES.........cooiiiiicices 8422.110

UTILITY SERVICE LINES, CONTINGENCY REFUNDS....8750

V-
VAULTS AND SAFES ......coviininieneneeeeneeeeins 8024-25

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

VEHICLE, COMMERCIAL

ACQUISITION ..ot
Automobile Rental

Damage, Reimbursement for..........ccovevevrennnnieieieninnnns 0758
INSUrANCe COVEIAQE.....c..cveievieeriietereie et 2420

VEHICLES, PRIVATELY OWNED

AcCident REPOItING .......ceeirrerieieeinsis e 2440
AULhOFIZation t0 USE ........cvvvrverieerreeneerecneeeeeees

Damage, Reimbursement for
Insurance and Safety Requirements..........c.cococevervninene.
INSUFANCE ... s
Mileage Rates.
Motorcycle .........
Parking Charges............
Use 0N State BUSINESS ........ccceuerrniriicirieieinrnecees

VEHICLES, STATE-OWNED
Accident Reporting ...

ACUISTEION . 3620
Annual Inventory .. ..4114
AUCTIONS <.t 4111
Automotive Equipment, Purchase of ...........ccccccovenee. 3620-29
Credit Card Use........ccoceueeereinninne. 3629, 3590.1-90.5,4108
DaAmMagES t0......vvevevrieriieee s 8777.1-77.2
Definition .... 2520.1
Disposal of...........cccevee. 4111
Fleet Vehicle, Typical.......... ....3620.1
Fuel and Petroleum Products .. .3681-89.2
Glass and Windshield Replacement..........c.ccccccoeeinirininee 4115
Handicapped, Equipped for .........cccevnau.. ..4100
Home-to-Office Use of and Home Storage ...........cccooe.... 4109
1dentification ......ooveeecieie e 4104
Inspection .... 4113
Insurance ............... ..2440
Liability Insurance .... ...2420
Maintenance ................. ..4101
Maintenance Standards ..4101
MISUSE OF 1. 4105
MOdifiCatION .....cveeiiircec e 3620.2, 4103
POOI VENICIES. ... 4100
Charges for ........cceuune ...3629
Preventive Maintenance...........cooeeeeriveseeenenesseenens 4101
Purchase ..o .4110-12, 6220
Responsibility for.. 4100 et seq
Safety Standards..........ccccoevvrreeieinnneee 3622-22.4
Special PaSSENQer ........c.cciuiininiiriciieieieeeere s 3620.2

Usage Report..........ccceevvnee. 4106

Utilization, Responsibility for. ..4105

Window Decals and Insignia .. 4115
VENDING MACHINES........cccniiieiiiinicceeeees 1322.1
VERIFICATION OF ACCOUNT BALANCES.........ccoccerune. 7921
VOUCHERS, PURCHASE AND EXPENSE CLAIMS

FILED WITH STATE CONTROLLER........cooveiriiinne 8422

~W-

Rev. 418

Page 19 SUBJECT INDEX

WAGES (See SALARY)
WAREHOUSING, EQUIPMENT ..ot 3536
WAREHOUSE FACILITIES......ccooirreneeeneeseeeeeas 1322.1
WAREHOUSING, SUPPLIES ........c.ocoiiinncceieenn s 3535
WARRANTIES, MANUFACTURER’S
EQUIPMENT......oiiiiiiccce s 3515
WARRANTS
Alteration or FOIgEry ......ccovviierieeininicsicieesseneens 8041.1
Canceled ................. .8042, 8281,8580.5, 8830, 18424.

Check Drawn...
Check Signing Machine........
Check Signing Rubber Stamps..........cccocccoeeinnnniccnnen 8082
Checks Received, General Handling

INSEPUCLIONS ..o 8020-99
Check Stock............ 3696.1-96.3
Deceased EMPIOYEE.........c.cccuemminniiicniesnsccies 8477.1
Delivery of Claim or Invoice,

Payment for ...,

Deceased Employee, Payable to

Salary Warrants ..........cccocoeevvnniccnennnnns
Disbursement by Controller ..........c.cocccevevninnccnenne
Dishonored Checks
Disposal of Check StOCK .........c.cvveeiiininnieciiiseieeine
Employee Separations .............cccoevvniicecerinnnieees
Endorsements.............
Erroneously Issued ....
Forged Endorsements.

Loss of Blank Check Stock................
Lost or Destroyed State-Issued Checks....... 8044, 8426.1-26.2
Ordering Paper Stock Checks .........ccccovveeenne. 3696.1-96.3
OUESTANAING...c.vveevecee s 8042, 8281, 18424.1
Paid AgeNnCy CheCKS........cccoiiirirrieeinireee et 8050
Payable to Claiming Agency .8422.25
Payable to COUNLIES ... 8422.26
Salary ......cooceeeee. . 8580 et seq.
Security of........... .. 8041-41.1
Signatures REQUITE .........cceeevririereieeesesesiseseeeseseseenenes 8041
Uncashed or unclaimed ................... 8042, 8281, 18424.1-24.7
Undelivered Salary ........c.cooveeierirnnsesisnesesseeennnns 8580.5
Unsigned Checks Received (Endorsement).. ...8036
Unused Checks, Disposal Of............ccccovrvvrenicinnninsennnns 1750
WATER, BOTTLED. ...ttt 3571.2, 3612
WITHDRAWALS BY CHECK ..ot 8040-48

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

Definitions
Exclusions .
Roles and_Responsibilities ... 4989.3
Statewide POlICY .......oocovviiiciiincccee 4989-4989.
WORKING CAPITAL AND REVOLVING FUNDS............ 13400
—X—
—Y-
YEAR-END ACCRUALS .......ccoovevvievieee 8380, 8860, 10600-15
YEAR-END REPORTS......civiiiiiiei e 7950 et seq.
iy
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