SAM- SUBJECT INDEX

—A—
ABATEMENTS
Crediting....c.c.ceverircecre e 8287
Journal Entry, Kinds of ..o 10220
Ledger Entry POStING.........ccceereinminiiiccceieenseees 8364
ABSENCE REQUEST (Form STD. 634).......cccoocevvvereennn. 8594-94.3
ACCIDENT
Ambulance Service, Responsibility for ..............cc.c...... 2581.2
Claim of Suit Against the State............. ..2461
First Aid, Institutions............... ..0190
First Aid KitS......ccoveeeniinnnnns ...2582.1
Injury Reports, Responsibility for...........c.ccoovicicinne 2581
MOotor VENICIE ..o 2430-2441
Recovery of Damages
from Third Party..... ..8776, 8777.1-78
Reimbursement for Damage............cooeoverennncniccenan 0757
Repairs to State-Owned Vehicles ............. ..4115
Reporting, Supervisor’s Responsibility for . ...2581.2
Reporting, Vehicle Accident... ....2440-41
Third Party NeghigenCe ..o 8537
Transportation of Injured Person ...2581.2
WOrK CONNECEEM. ..ot 2580
ACCOUNTABLE FORMS, Disposal Of .........ccocevnierniiinnnee. 1750
ACCOUNTING
Allotment-EXpenditure............cocoevvvvniciceennins 8300 et seq.
AUt ASSESSIMENTS ... 8286
Basis Of ..o 10200-250
Books of Original ENtry ..........cccccevvvvneciiennnceeenenns 7222
Cost Accounting, Maintenance of Structures................... 8792
General Outline of Procedures... ....71200-50
INCOME ... 8200 et seq
Institutional Stores ... ..10800-92
INVEStMENt SECUNILIES .....vvvviiiicicicere e 8770
Lump SUm Payments...........ccveveerinmnnierceinneseeeenenenes 8596
Miscellaneous Procedures... 299.1, 8700-95
OFFSEL ..o 8790
Allocation of Costs... .9200-9205
Property .. ..8600 et seq
RECOTUS ...ttt 7220

Reports ... .7230, 7900-82

SYSEEM OF .. 7150
Uniformity, Necessity for............... .. 7120
Withheld Payments, Accounting for...........cccccovvnnnneee 8795
ACCOUNTS
Alotment-EXPenditure.......c.ccovvvveveeieirenseceiernsseeenens
ApProved DePOSItOrIES .......cccovvrreieeeriniririreeeseseeieieiens
Bank ....ccoovvn
Centralized State Treasury System .
CONEIOIIEIS. ...
Controller’s, Adjustment t0..........ccccoervrrreeeieninniseceenes
Federal Funds 17101-135
General Ledger (See General Ledger Accounts).............. 7605
Numbering of ACCOUNTS .........cceevriririeieeeeisisee e 8814
Outside State SYSIEM......ccvureeierirrreeerseee s 8002
Payable .....coviiieeee s 10544
Receivable ..o .. 8776, 10407-13
Collection Procedures ...........cocoveeeeeeeeennnne 8776.5-76.7
Damage to State Property.........cccoeevereereenciennenn 8776
Deferred Accounts................. ....10417
Discharge from Accountability...........ccccccorrrunes 8776.6
General Ledger.......cccovvrvvvevreeeenrererennnns 8911, 10407-1
RECOVEIY.....oviiiiiiiietee e 8593-93.3
Recovery from Other Departments............cccuo..... 8776.8
Savings & Loan Assn........cccce..... ....19463
Service(s) to EMPIOYEes........ccovvvvvreeiereririnnenns 11071-75
Subsidiary Revenue ACCOUNtS .........ccccoveererereeenene 8213
TrEASUIEI™S .ot 8900-32
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ACCRUALS
Abatements and Reimbursements ................ 10407-16, 10602
Accounts Payable ... 10608
Change(s) in Method of Accrual..........c.coeeeeiinniccnnns 8793
Interest Earnings.........ccooevvevcereinnnins 8290.2, 8290.3, 10605
Reporting Changes in Subsequent Events ............c.cccccvune 7981
Reports to Controller’s AcCouNts.........ccceevevrerennes 7952, 10730
REVENUE ... 10409-16, 10602, 10610
TrUSt ACCOUNES.....vviiiiiiiierc s 19305
WOIKSNEELS ... 7953, 10740
YEAr-eNd ..o 8380, 8860 10602-10

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

Information Technology & Services

(See PROCUREMENT, Information Technology)
REaI PrOPEIY ....cvevvviiicieeeees e 1323, 8705
Unbudgeted EQUIPMENL..........coeeiirirrecinesseeeeene 3521.4

VENICIES ... 3620
ADMINISTRATION
Reorganization/Organization ............c.coeveeeennnsecnennns 0101
Capitol Area Plan ..........cooeeeeiinnneccceeeeeee 1310.1
Reorganization, Approval of. . 0101, 606
Financial PONICIES........cccooviiriiiciciierccceeees 7110
Fiscal Management, fOr.........cccooeeiiinnncccicncee 7300-80
ADMINISTRATIVE COSTS
Central SErvice COSLS .......cocvirirririeeenirsiieee e 8753
Direct and INGIreCt.........ccceuvuverrniieiciriersre s 8757
Federal Programs, Recovery
of Costs Related t0 .......cccvvvveriricneicieriee 8756.1
INEEIAGENCY ...vvieeiiieieetee s 8758
ADVERTISING .....coeiiiicce e 0500 et seq.
Fixed Completion Contract ..........ccccovvveicnvennncnneeens 1458.4
Help WaNted..........ceeiiiicceiecee e 0530
Limitations......cccoovviviniiiceicecse e 1397
Paid Advertisements in State Publications..............ccccce... 0580

Public WOrks CONtracts.........ccccovevveerveesreeereisesesesienenns 0540
Sale of Real Property.........ccccccoevnnnieeiennnecceeenes 1323
Signs, ComMmMErcCial.........oeeeririrnieeeseee e 1323.14

AGENCY ACCOUNTING AND
FISCAL PROCEDURES ..........ccoooeviiniiiiiiinne 7110-7240

AGREEMENTS
INTEFAGENCY ...t 8758.1
Master Service Maint. & Rental............ccooevvecninne 3532-33

AIRCRAFT
Federal USE TaX......ovueveveeeriirieeeieeesessssesesesesessssssssesenens
Pilot Qualifications.
Privately OWNEd .........ccvoveeiriirieeeessisee s
RENAL.....ocviiiicce e

AIR TRAVEL (See TRAVEL)

ALCOHOL PURCHASES, TAX FREE
(See PURCHASES, ALCOHOL)

ALLOTMENT-EXPENDITURE ACCOUNTING

Allotment-Expenditure LEAger.........oovevivrvrerireeeerireenns 8302
Allotments,
ACCOUNTING 1o 8300-82
Capital OUtIaY.........coeeiirrreceeee e 8363

Personal SErViCeS.......couvvveeiienirisseee s 8341
Salaries and Wages. .......cccoeerrureeerinenisieienenesenens 8341.1

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

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

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

APPROPRIATIONS

Advances to... ...8100-8111.2, 10418

AHOEA ... 8320
Budget ACt........cccoevierreciireeene ...8301.1
Budgets Not Specifically Authorized ...........ccccceovvnnee. 8301.3

Capital Outlay ......

APPropriations ..........ccceevennniicrieennens 1460.1-60.3
CONLINUING .ttt 8382
Invoices, Payable from Reverted Funds ...... ...8422.7
Other Appropriation and Executive Orders. ...8301.2
Prior Year Adjustments..........cccovvvniicnicennnneeene 10240
Reversion

Special Construction Funds

Unclaimed Trust MONEYS........cocovverenirerrnineenenes

ARCHITECT AND CONSTRUCTION,

STATE OFFICE OF ..ottt 1450
ARCHITECTURE

ASDESLOS Program..........cooeeiecuimeinnininniceereesee 1322.12

Asset Planning and Enhancement............cocoeeiennnncenens 1310

DESIGN...civiviiiriiiciceree .1321, 1451, 1452.4

Revolving FuNd.......c.ccoveeiiiinneeinneeene 1321.1, 1452.4

ATSS (See TELECOMMUNICATIONS)

ATTENDANCE RECORDS ......cocoovrriirriiniiieinisinieienenns 8539-40
AUCTIONS
AAVEItISING OF....ovceeiieee e
Surplus Property
Vehicles, OFA Conducted ..........cccoeivivririrnesnrirerineeeenens 4111
AUDIT
Assessments, ACCOUNING FO.........cccovvvrrreecriiireeene 8286
Authority .
Finance, Department of ...........cocoeeinnnecrcinneeeees 7240
Freight BillS.......ccvviiiciii s 3851
Frequency of................. .. 7240
Information Technology..........ccccovvenee. 20013
State Agencies by Bureau of State AuditS...........coceeeeeee 7380
Travel EXpenses ......c.ccccoeevvvevreeeeenns 8422.114-22.115, 8711.3
AUDITING OF STATE AGENCIES.........ccooovieuenne 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............ccccccoeunenee. ....20040
Internal Control ................... ....20050
Letters of Representation ............ccccoeverrceninnnccicnenne 20020
Notification of Actual or Suspected Fraud and
IrregUIATILIES ... 20080
Requests by Federal Agencies for Audits of
State AGENCIES.....cueiiereeirieiresirieiee e 20020
Review and Reporting
on Internal Controls ..........ccoorrceiennninccieees 20060
State Agencies Required to Report on
Internal Control Systems.................. 20060
State of Calif.—Central Audit Organizations ....20010
Types of Auditors, Roles, and Standards...........cc..c....... 20040

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
SEIVICE AWAITS.....c.ccveviveriiieiciee et

_B-

BANK
ACCOUNES .ot 8001-02, 19462
DEPOSIS ... 8030-36
DraftS ..ovieicciceces e 3580,8122
Reconciliations............ccccccvevvieveinennns 7901, 7920, , 7923, 8060

BENEFIT TRUST FUNDS (See TRUST FUNDS)

BIDS, COMPETITIVE
Construction CONETaCE..........c.ceveeevrerreriieieiereesree e
Information Technology....
Limiting ...ccoooovevvvvveeenne
Purchasing ...
Sole Source......
Surplus Property . .
TYPEWIILEIS c.cvviiveiere et eneen

BILLING

Automotive INSPection Service(s) .....c.cuwvverrerrreerererernnens 4113
Bills Of Lading........ccoviviieieiiriiiicccniee e

Codes, General Services
Late Payment Penalty ..........ccccooveriiiciinnnnne
Freight Bills and

INVOICES....c.oeviririirne

Services of Employees, Hourly Rates.............ccccovrrnnnee 8740
Services Rendered
StOreS PUICNASES ......oeueiiriieiceese e
Travel EXPENSES.........ovviiiieiiiiniiniticcerssrs i

BINDING PUBLICATIONS (See PRINTING)

BLANKET
Estimates and Purchase Orders ..........ccceevvvveveviernsiennenns 8342.2
Out-of-State Travel.
PUIChase OFdEr .......coveveieriieeiee s

BONDS
Insurance and SUFELY .......ccccovrvrvreereeiernrisisereeerenenns 2400-82.1
State Treasurer’s Responsibility
for General Ledger ACCOUNtS........cccveveeverineens 8930-32
Surplus Money Investment Fund ............ccccceeneee. 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...........ccccovruvceiencenninienns 6108.5
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BUDGET CONT...cooviireieieireese e 6000 et seq.
AOtMENt TranSTer........oocceirrece e 8324
Annual Financial Plan
Development & Enactment..........ccovrecieiinnnnciennnennns 6300

Preparation and submittal......... ...6315

Detail of Appropriations Adjustments..

Augmentation, Ltrs of Necessity for Appropriation.........6536
Bill ANAIYSIS.....cociiiiiciiiee e 6960
Budget Act/Final Budget Summary..........cccccevrvrenne 6333,6350
Budget Allotment, Transfer of ..o 6539
BUAGet Bill ... 6325

Budget Revision, Preparation of

and STD.. Form... . 6533, 6542-6545

Capitalized ASSELS ..o 6800-6899
Introduction and General 6801-6809
Planning and Budgeting..........ccccoovrirccnenns 6810-6839
Administration of Capital Outlay................... 6840-6868
Capital Assets Financing Glossary Index,

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

Category Transfers.........c.c......

Conference Committee, Budget.

Conversion Code Listing ........

Deficiency Authorization.
Department Budgetary Presentation .
Emergency Services by State Agencies
Enrolled Bill REPOIt.........cccooiiiiiiiiciieeeee s
EQUIPMENT ..ot

Federal Funds, Supplementary Schedule. .

Final Change BOOK...........ccccvovvivineeniinreeeesese e

Forms
9 (STD.) e 6453
10 (STD.)... ...6453
22 (RESD.) oo 1321.1
23 (RESD.) .oveeireeieiieiseieitee s 1321.12
25 (STD.) v 6533,6539

. 6533, 6542-6545
...6418

26 (STD.)...
31(STD.)..

33(STD.)... ..6451
1 ()2 T 6484
6651-6554
6451, 6454
6460, 6466
6450, 6457
399 (STD.)wovvveereessrerennn 6601, 6603, 6606, 6614, 6615
B07 (STD.) eeerverereeesesrccrrereesesessssesessesessessre 6448, 6527

B13 (STD.) ot 6448

625 (STD.)........ 6512

4083 (OREDS) ....coviieiiiiiiiieiniiernisieensiessesieseeenes 6453
Forms, Finance BUdget ..........ccovueeieinnniecicnnneeeees 6005
Fund Condition Statements...........coocevererennnnnnicienennns 6481
Governor’s Budget, Publication, Distribution,

Ordering and Public Sale ...........cccccevvvrvrirnreennnne. 6320
HEAIINGS ..o 6310
Information Technology............. 6700-6780

Introduction to Budgeting Section...........c.coeoeveeinirnnciens 6000
Legal Basis for Budgetary Control ........cccceveevivinninnnns 6503
Legislative Analyst’s Analysis of the

Budget Bill ... 6330
LegiSIature ........cceeirreccerse e 6900-6965
Legislative Calendar............cccoceeervriririrreeinnenneeerennneseenns 6905
Local Mandates.......... 6600-6616

Operating EXPenses.......cccovvvveereeerernrenes 6451-6457
Overview of California’s Budget Process .6100-6220
Personal Services ...........ccoeevevervnnenn. 6403-6406, 6506-6527
Policy, BUQEL ... 6305
Positions:
BIANKEL ... 6439, 6518
Budgetary Approval..........cccceceeervvirneeinnernnneeeeens 6527

Certification for Continued Payment

of Established Positions...
Expiring, Filled ................. .
Limited-Term ...ccovririicccee e 6515
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NEW ot 6512
Permanent ... 6509

Reimbursements ..o 6463-6466
Revision of Programs and Allotments ...........ccccvveeieens 6533
Salary SAVINGS ....vcveveeereiiirieieeeesesee e 6409
Schedule:
TA s 6415-6419
B s 6424-6429
8 SUMMAIY ...t 6448
10 Supplementary Schedule of
APProPriations........cceevervrirreeeriresseeeereerenns 6484
Section:
26 Category Transfers ......ccoveeeeereveeseeerenesseeeens 6548
28 and 28.50 Letter Additional
FUNAING.cviiicece s 6551-6557
31 Personnel Transactions.. 6406, 6418
Space Action Requests (FOrm 9).......cccoevvvvvrevinrnrerisienenns 6453
Staff Benefits................ ...6412
Expenditures by Category ............... ...6475
Temporary help or Overtime Blankets...... ..6518
Claims and Tort Liability Budget Procedure ... ...6472
Two-Year Legislative Session .................. ...6905
Vacant Positions Report....... ...6445
VBLO ottt 6345
BUILDING IMPROVEMENTS ......ccooniirinnereineeieeneieienns 1452.4
BUILDINGS & GROUNDS
Asbestos NOtIfiCation ...........cooeeeinincccineces 2591
Building Maintenance ... ...1330
Charges for Services..........c......... 1330.1
Display of Art, Posters and Notices
Facilities Planning ...
Grounds MaintenNanCe...........cccoererreereeeereneninieeseseseseseeneeas
Purchase and Display of Flags
Smoking in State BUildings.........c.cccoceeeinnnniicnenns
Use Outside of Regular Working HOUS .........ccccoiceininnne. 1330.3
BUREAU OF STATE AUDITS ...t 7380
BURGLARIES (See CRIMES)
BUSINESS USE CERTIFICATION, APPEAL OF.................. 1735
—C-
CALENDAR OF REPORTS AND ACTIONS .....cccooovviniinnnn 7990

CALIFORNIA ACCESSIBILITY

REFERENCE MANUAL.......ccooiierereereens 1456.3
CALIFORNIA PROJECT MANAGEMENT
METHODOLOGY (CA-PMM) ...c.cceovrriernirirninees 4819.31(5), 4910
CALIFORNIA STATE STRUCTURAL SAFETY INTERPRETIVE
MANUAL ..o 1456.3
CAPITAL OUTLAY
Allotment..... ...8363
Appropriations. .8422.21

CONLINUING ..ottt 8382
Capitalized ASSELS .....cccveirererieeirrreee e 6800-6899
Capitol Area Plan ..........cccccovvvrveeieieinnse s 1310.1
ENCUMDIANCES......vccviiviitictieiecteeteee ettt 8343

CARDS
Credit (See CREDIT CARDS)
POSE e s 2232
Signature
State Treasurer’s, FOrm 38 .........ccccccvvvvvrrenne. 8001.2-02
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CASH ..o s 8000 et seq.
ACCOUNLADITILY ... 8022
AAVANCE......oveciiereere e 8116, 8180, 8580.4
AppProved DePOSItOrIiES ........ccouvrrrireierinirieieieeeeeseeieenens

Cash Management Improvement Act.

DeficienCies.......cooevrceveinnnienns

Deposits..........

Fiscal Agents..

GeNeral ......c.ceuiueuiiie e

General Ledger ACCOUNTS........ccouoerueeeririninieeenesesieieiens 7610
Handling, Separation of Duties.. 8080.2
Non State Money................. ....8002.5
Overages and Shortages... .8070-72.1
Paid Agency CheCKS .......cccceiiririririciinirsieeee s 8050
Payment Funds (Institutional).... ..8121
Payments, Services to Employees...........cccceeeenerennnne 11072.1
Petty Cash (See REVOLVING FUNDS (OFFICE))

Purchase FUNGS..........cccooiirreiniirnsece e 8112-12.6
PUIChESES .......cviieicecee e 3580
Receipts.............. .8020-23
ReCONCIHIAtIONS ..o 8060
Recovery by Collection 8593.1
Recovery by Offset ...... 8790
Revolving Fund, Cash Book... 8191
Separation of Duties......... ...8080-80.1, 8580.1
Shortages, Adjustment ...........ccccoeverrnreeieninnnnns 8072, 10509
WIthArawals .........ccvvinniiicee s 8040-48

CATALOGS AND PRICE LISTS
Material Services SECtion..........ccvvvvveivveieneinseriseriseens 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 TiCKets.........c.coeveririnrierccninne 11027

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

CHARGES
INTEragenCy SEIVICES .......cvveeerererireereeeriseseeteeresesessesenens 8758
LiVING QUANEIS ...t 11033

CHECKS (See WARRANTS)

CLAIM
Against an EMpIOYEE ........cccceovrircieiiniinrcceesens 8790.7
Against the State .
Board of Control
Capital Outlay Appropriations.........ccccoveeeeerererernenens 8422.21
Claim Schedule
Consumer Use Tax Data .......ccocoevveeerirnneercienene 8731
DGS Services...
Disbursements..
Freight Bills......... .
“No Warrant” Claim ........ccccovreeniceiinnnnenn.
Processing Claims ........cccocovrnieicenininreeeeesesa
Real Property Acquisition.
Refund Claims........coceininnnccinirseeene
Standard Entry NO. L......ccccovvvvvvevinninrieeeneeseens
Corrections (FOrm AUD=16).........cccccererrrriceens 8422.5
Damage to
Commercial Automobile
Employee’s Personal Property

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

State Property, Third Party.........ccccceeevvrvrreeiciennnn. 8778

Delinquent Invoices ...........cc.c.... 8471.51-71.52, 8473-8474.4

Direct Transfer by DGS ........cccovivivivreeeerevsseees 8471.13
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NO WaArTant ........cooverivenieiieeeesee e 8471.25-71.63
Purchase and EXPENSe ........cccovrrureinininininiccieens 8170, 8422
Claims for Refunds...........ccceveviiivicinceceeceseesen 11073.2

Gasoline TaX........coceeeenne ... 8745.1-45.4

Governmental Cost Funds..
Revolving Fund(s)

.8240-41, 8424

AAVANCES ...t 8595
ClaIMS .. 8170
Claims to Establish.............cccevevieieieiiicniccccnne 8425
Deficiencies............. ...8072

Standard Entry No. 1
Warrants.........ccooceveiinenne

Short or Damaged Shipments..

TOrt Liability...ocooveveeeiiiesecee e 8712
Travel Expense Claim (See TRAVEL)

USE TAX...iiiiiiiii s 8730

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

INEErest INCOME ......oviviiiircree e 8284.2

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

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

TrAVEL £0. i 0724
CONSTRUCTION ...t

Project Undertaking (RESD Form 23)...

Public Works Board Approvals............c.ccoeeeuneee.

Safety of Schools and Hospitals............cccocoveiieninnnnne.

Services Available, DSA.........cccccevveevievie e
CONSTRUCTION MANAGEMENT AND QUALITY

ASSURANCE MANUAL ..ottt 1454.3
CONSTRUCTION REVIEW........c.cceiiiieiirinenieiseeie s 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 PUIPOSE .......cc.eievimieiienect e 1454
SBIVICES..o.vveviriiieetetetere et ete e sa et sesa s st e e e ssenenn 1454
Statutory AUthOTItY ......cooovvrciie e 1454
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CONSULTANT SERVICES
ArChiteCtural.........coiviiiiiriceec s 1452.2
Feasibility Studies & EDP Acquisition..........cccccoeevrnnnne. 5202

CONTAINERS, RETURNABLE .......ccooooiiiriieicncee 8765

CONTRACTS
Construction Services Areas I-IV, HQ .....ccccoovveevnnne. 1454
Design Services.......coveeverinirerinienens .
Regulation Services..

World Wide WED.........cooviiieiicinnececesseees 1452
CONTRACT(S) ... 1200 et seq.
AAVErtiSING SPACE ...vevvevveeciereriirieieeee s seseeenens 0560
Approval
General SErVICES........cvuevrvninieeieieeirine 1215,1216
Fixed Completion Date ..
Authorization of Agreements.. .
Budgetary Approval ...
Centralized Purchasing (See PURCHASES)
COoNtracts REGISLEN .....c.ccvrveueiiiiririeieeeree s 1233
Exempted from General Svs. Approval .... ..1215
Freight Shipments ........cccccovveeiiinnnnne ...3802, 3885
General ......ccoeovevveeeciniiiies ..1200 et seq
General Svs. Approval Required ..........coccoeeeeeenneriecenene 1216
Hazardous...........ccceevrnnicneee. .. 1216

Information Technology
(See PROCUREMENT, Information Technology)

Lease & Lease PUIChase........cccvevvvervcviveveiiieiiins 3700, 8632
Microfilm Services....... ..1216, 1652
Optical DiSK SErVICES........cveueiiriririeieeireiseeese e 1652
Policy...cccovvrirninen. 1200, 1205
Private ArchiteCt........ccccvvvveiiveiiciceecesee e 1453.1
Project Undertaking (Form STD. 23) ... ...1452.2
Public WOrKS.........ccevveeiieiiciiienn ..0570
Rental.......ccccocovvvvirieennn ..1216
State Contracting Manual ..1205
Substitutions Committee..... ...1456.3

CONTROLLER, STATE

ACCOUNES ...ttt 8800-8890
AJUSTMENES 10 renens 7955
Fund Ledgers........ccocovvrrncienenennnns 8810-14

Numbering of Ledger ACCOUNTS.........ccccervrvrireereennns 8814
Conversion Deck LiSting .........ccueereririririeenenerenisieenens 6116.3
Dishursements by

TrANSTrS ..ot 8451-60

Warrants .........ccoeeereerneecnnns ....8421-27
Organization for Fiscal Management...........c.ccccoevrnienncns 7320

Payroll Functions ..........c.ccceevevenenn.

RECEIDLS wvererererrsenserseo 8593.1, 8830, 10512, 18424.5
Remittance Advice (FOrm CA-21) .......cccecevvrvrureereerenns 8091.1
Salary Warrants, Distribution of .............cccccernnee. 8580-80.

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

CORRESPONDENCE
Format (Letterhead)..
Governor’s Office ....
Memorandums.............. .
Return Address, Use Of .........ccocvvevviiieiicecee e 2250

COST ACCOUNTING (See ACCOUNTING, COST)

COST CONTROL.....cuviiiviiiiirinc e 1324, 1452.4
COUNTERFEIT CURRENCY .....ccccooviiiiiiiiincice 8072.1
COURT WITNESS. ......cooiiiiiiirnni s 8594.1
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CREDIT CARDS
Acceptance of Credit Cards........ccocovrereeennsisseienenne 8023.1
Air Travel ... .8711.1
Automotive EQUIPMENT .........cceeiineeeee s 3629
Billing Requirements..... .8711.2
Charge NOtiCe Card........ccoovrrcieinirnrieee e 11061
Department Responsibility for . .4108, 8711.1
DEPOSIES ..t 8032.6
Emergency PUIChaSES .........ccouvvvvrveeeinirieseeesessesieeanens 3629
RECOIT OF ..o 8711.1
Vehicle Related Purchases ...........cccccovvnicncnnee 3590.1-90.5
CREDIT REPORTS ..ottt sesesens 3514
Burglary, Robberies, and
CRIMES
Burglary, Robberies, and
Robbery Attempt ... 8000
Stolen PrOPerty .......ooceeeninnscee e 8643
Copying Prohibitions.........cccoeveeeeiinnseees e 2880
Exemptions from Reporting ..........ccccoevrvccicnnnne 8640, 8643
Notification of Actual or Suspected Fraud and
IrregUIATTLIES .....cviieei s 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 ..ot 8477.26
Deceased Employee Property Release ...8477.32
Deceased Inmate’s Personal Property ...........ccccccveennee 19425.1
Funds and Property, Release of....... .8477.3-8477.32
REUMN OF ..o 0772

DEDUCTIONS, PAYROLL ......cccooeviviviiiiiiicine 11072.2-72.22
DEFALCATIONS (See CRIMES)

DEFENSIVE DRIVER TRAINING PROGRAM ........ccccccuenee. 0752
DEFERRED CHARGES AND INVENTORIES ..........ccccccovuee 7627
DEFICIENCY APPROPRIATION.......coiiiiiieieeinserceins 6536
DEFINITIONS
Agency Trust Cash FUNd.........cccoeovvnnienenineccene 8090.1
Allotment-Expenditure ACCOUNEING .......ccovvvievriiriicieiannns 8301

Cash, General ...
Change BOOK ..........coeueirriiiicceie s
Conversion Code Listing...
Drawings, Architectural ....
EQUIPMENT......oiiiiiiiiece e
Federal FUNAS .........cociiiriicccce s
Federal Funds, Expenditure of ...........cccocoveeeinnnnccnnens 7974
| 20] 1111 RSN ... 1710, 1735
Freight BillS........cocoiviiiiiccccce 3800-3800.1
GOVErnor’s BUget .........coocriiciceiiieeceeeses 6120
Headquarters
INCOME ...
Information Technology .........c.coeeernnncieninsreccne 4819.2
Liquidated Claim .........c.coceminniiicieen e
Minor Capital Outlay..
Offsetting.......cccoevvninns .
Permanent AppoiNtMeNt.........c.ooeeeinerneeeenenrseceens 6509
Position(s),
Limited Term ..o 6515
NEW ottt 6512
(Continued)
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DEFINITIONS CONT.
PerMAaneNnt........ooeoiiiricieeese e 6509
Temporary Help or Seasonal Blanket...........c.......... 6518

Program Statement ...........c.cccovevvivnnennnn ...6220

Regulation ............. ...6602
Reimbursement... ..6463
Residence ........... ...0710
State Plans.................. ...1105
TelecommUNICALIONS ......c.voveveeeiiieeeee e 4505
Travel EXPENSES .......cceiiririeiecirrisieeeses e 0710
VENICIE. ....cviviiiecee e 2420

DEFICIENCIES (See SHORTAGE)

DELINQUENT INVOICES,

DUE GENERAL SERVICES........cccoiivneniiinn. 847151
DELIVERY SERVICE, PARCELS........cccccoovnmniiicniiiines 3831
DEMURRAGE, FREIGHT ......cciniireinintienienesie s 3810
DEPARTMENT OF FINANCE

AUIT o 7240

Organization for Fiscal Management.............ccoooevvneenens 7310

DEPARTMENT OF GENERAL SERVICES

General AULNOFILY.......ccvveuriiiece s 0005
DEPOSITORIES, APPROVED........cccovviiieceeiesseeesesienens 8031
DEPOSITS

GUANANTY ..t 19410

Introduction. ...8030

LOSt v ...8035

Miscellaneous, Unclaimed.. ..18424.4

ProCeAUIES. ..c.ovevcveeeieice e 8030-8036
DESIGN SERVICES, OFFICE OF ......cccooveveeieeeee 1321, 1452

Background .......cccovvereinnn ....1452.4

Building Improvements 1452.4

Client Services.... 1452.2

Cost Control ...
Information.....
Ma@jOr POHICIES ....coouiiiirieiiiiieee e

Program PUIPOSE .......cceveriiriireiesiseseseeeeee e
Project Management..
Quality CONEIOL......cvveeeeeeirisee e
Special Programs..........coceeverreeeennsseee s
Statutory Authority....
WOrld Wide WED ...

DESTROYED, (See LOST, STOLEN, or DESTROYED)

DESTRUCTION OF PAPER WORK AND RECORDS
(See RECORDS MANAGEMENT)

DIRECT CONSTRUCTION .....ccoooiiiiiiiicicnes 1328.12
DIRECT DELIVERY, COMMODITIES ........cocoeviiiniinen 10832
DISABILITY (See EMPLOYEE)

DISBURSEMENT VOUCHER (Form STD. 439)................. 8112.2
DISBURSEMENTS........cccovvirnrriinnnns ...8400 et seq
Claim Schedule (Form STD. 218) ......cccccoveurievennrinines 8422.2
Direct Transfer by DGS.............. ..8471.13
GENETAL ..o 8400.1
General Ledger ACCOUNLS..........ovveveeerereereeerieneseereneienens 7610
Reportable Payments.... 8422.19 et seq.
PaYIOIIS.....cviiicce e 8421, 8451
Late Payment Penalties ...........cccccovvvncicciinnnns 8474 et seq.
DISCOUNTS.....oeuiiitirircieireeie e 3573, 8113
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DISCHARGE FROM ACCOUNTABILITY .....ccoocovviiiiinnns 8776.6

DISHONORED CHECKS
Income Adjustment, EXamples..........cccoevierinnneeienennns 8290.9
Redeposit Charge .........cccevevvnneeninisneee s 8043-43.2
Standard Entry
No. 710507

No. 810508

DISPOSAL
Information Technology
EQUIPMENt......coiiiiiiiieec e 5901-03
Supplies ... 5951-53
Personal Property.........ccoeeeoennnceennssiseeieene 3520, 8634
Property ACCOUNEING.......ccoovrvrrrieieeeiserieieenens
Surplus Personal Property ....
Unused Accountable Forms .
VENICIES ... s
DOCUMENTS
Accounting RECOrdS ........cccoovvnniiiicnicennneee 7220-21
Copying Prohibitions.........c.cooveeiinnnecneesecens 2880
Distribution of
PUBHICAtIONS ...c.oveicccccc 3122.24, 3161
Free to PUBIIC. ..o 3161
Posting, Controller’s ACCOUNS .........covvveeeeerinmrinieieeens 8830
Printing of ... 2800 et seq.

DOCUMENTS AND PUBLICATIONS
(See PUBLICATIONS AND DOCUMENTS)

DONATED STATE PROPERTY ..ot
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.....ccccoviiniiinieieireireeeene 8080-80.1
DEPOSITS 1.ttt 8032.3
—_E-
EARNINGS FROM INTEREST, MAXIMIZE ........c.cccoevinene. 8099
EASEMENTS ..ot 1323.15
LEVERAGED PROCUREMENT AGREEMENTS.................. 5291
EMERGENCY
Death or Serious INJUIY ........cccovviiiciienicccieenns 2430
Purchases........ccccoe.... 3511-11.2
SBIVICES ..ttt sttt 6560
Sub-Purchase Order Use ......... 3571.2
Vehicle Equipment, Purchase of ...........cccccoviniccninnnene. 3629
EMPLOYEE(S)
ADSENCES ...

Accident/Death—Rpt. to Attorney General
Attendance Report Form (STD. 672).
Benefit from Purchasing..........cccocoveeeiinnncciennsecens

(Continued)
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EMPLOYEE(S) CONT.
Deceased
Return to Headquarters ...........cocecvevrvverreerernserennenns 0772
Warrant Release .........ccccevveevieiieivieicee e 8477.1
Disability .........ccceennne ..0483.1-83.
EXEMPL. ..o 0400
Extra Hours, Auth. & Comp. (See SPB PTM)
JUPY DULY ..ot 8594
LeaVE RECOIT......cvvvieeecieiiirieie et 8534
Maintenance Credit Notice
Meal, Cash Payment for........cccocoeevivrircinennnnn 11072.1
Meal TIiCKEL ..o.oovvieiieesee e 11024
Refund for Unused Service... 11071
Meal Ticket Books................... 11022
Parking .......ccccoevrvrinne ..4118
Physical EXamination...........ccccoveeieinnnseiennenseeees 0191
Prohibited PractiCeS.........ccoururirirereerieririeeererisesee e 3504

Recovery of Funds from...
Relocation and Moving.... .
ROSLEr Carl.......oveeeeeeiirieieceie s 8520
Separated Employees .8580.4, 11072.21

SEIVICES 10 o 11000-75

Service Awards .....
Suggestions ........
Travel Advances.
WAITANTS ..ot
ENCUMBRANCES
Accounting INStrUCtioNS ........c.ccveveeeiininieccreesee
Capital OQutlay ..................
General Ledger Accounts.
Lag o .
Leases (FOrm STD. 1) ...cccoviireiieirinieieeeseseseeeee s
ENDORSEMENTS
FOr DEPOSIT......cvveeriiieriitccieee s 8034-34.5
Revolving Fund Checks.........cvveeiinneeecnseeeees 8160
ENERGY ASSESSMENTS. ... 1323
ENTERPRISE ARCHITECTURE..........cceovveunenee. 4819.31(6), 4906
ENTRIES, STD, GENERAL LEDGER .......ccccvvevnnee 10501-10651
ENVELOPES
For Paper Stock Checks ...........cccoevvnniiiciriceenneens 3696.2
Use of .2261-6
EQUIPMENT (GENERAL)
AULOMOLIVE ... 3620-29
Budget ......... ...6457
Defined......ccoovvveienne. ...8614
Information Technology.........cccovvvveeieierinneeieessseeens 5200
Acquisition (See PROCUREMENT, Information
Technology)
Definition ... 4819.2
DispoSal.......cccovvverrieeeriinririeeeeens 5901-03

Leveraged Procurement Agreements..

Food Preparation and Vending Machines ..1330
Heavy EQUIpmMeNt.........cccoeeiiininniceens ...3615
1dentification ......cocoviuiieieiii e 3693
Lease/Purchase,
ANAIYSIS ... 3700-31, 5207
FOrMAL ... 3731
Lease-with-Option-to-Purchase ..........cccoevvveereennns 3750
Present Value Techniques........ ...3730
Review of Lease Decisions... ..3761
Lost, Stolen or Destroyed........
Property Inventory .......
Purchase of ................
Records, LIVESLOCK .........c.ceeuirnniiiicieieieneiee 10991.1-.2
ReNtal OF ... 1216
Rental and Loans of ... 3522-22.1

Sale, Trade-In or Transfer
Surplus, Inspection.... .3521.1
Telecommunications ........ ...4530
Unbudgeted Acquisitions of ..........ccccovveieieiirrsecinnns 3521.4

.8633, 8640-42
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Lost, Stolen or Destroyed.
Microfilm.......cccooeeenne
Purchasing .......
Rental and Loans.
SEOTAGE vttt
SUrplUS, DISPOSAL.......cciiiiiririeeinirie e
Typewriters, Care and Cleaning..
WOrd ProCeSSING......covvueueueiirireeieieeresisieieie e
(See EDP Equipment Definition 4819.2)

ESTIMATES
Blanket, ENCUMBrances ...........coovvriecnieennnnnceees 8342.2
Capital Outlay Projects
Appropriation INCreases ........ccoovvveeeenne. 1460.2-60.3
Construction ................ ..6800 et seq., 1452.2
COoNFIrMING....ciiiiieciee e 3511.1
Purchase (FOrm STD. 66)........cccccverrrrrireerieinens 3550-59.
Register
Books of Original ENtry ........cocceeeeiinninnccieenne 7222
Established Positions...

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

REQUISITIONS ... e
STD. 96
Correct Problems...........cccccreenniniiiccicee 3566.1
Encumbrances................. ... 8340-43
Inc./Dec. of Est., Purchasing..........c.ccccceeveenee 3559-59.2
ESTIMATING AND ORDERING STORES. .........cccoccvvuiennn. 10806
EXECUTIVE ORDERS (REGULATIONS)
APPrOPriatioNS.....c.cvirereeieeiririeieee e 8301.2
BalanCeS.......c.ovveiee s 7957
Budgeting .... 6601-6602
PUBHCAtIoN OF ..o 0530
EXEMPT
EMPIOYEES ...t 0400-22.1
Excise Tax (See TAX)
From General Services Approval:
CONIACES.....ecviiiiri e
Form STD. 23
Freight BillS......cooveviicciceccece
EXPENDITURES
ADAEMENLS ... 8364, 10220
Accounting for. .8300-82, 10210
Capital Outlay............ ..6800 et seq., 8363
Federal Funds, Report Of ........ccocoeeiiinvnneeenreeenns 7974
General Ledger Accounts. 05-7680
Information Technology.................. ..4819.2
Operating Expenses and Equipment .........c.c.ccccevvvvrnnnenes 8362
Parking FEES .......oveuiiiiiiriictcce s 0755
Personal Services.... ...8361

Pool Car Expense, Claim for

Purchase & Expense, Claims
Relocation...........ccocveiinnniniiiees 0721, 0775, 3820-29.2
EXPENSE CLAIMS (See TRAVEL)
EXPRESS SHIPMENTS......conieneieneeeeeeees s 3830
MARCH 2013
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_F-
FACSIMILE SIGNATURES, USE OF ........ccc.c..... 8001.3, 8081-82
FARMING AND PROCESSING OPERATIONS............ 10900-94
FARMING OPERATIONS, REPORT OF ......cccccovniniiicnninne 10990
FEASIBILITY STUDY
Information Technology..........cccooveeiinnnnccninenns 4920-30.1
TelecommUNICALIONS ........ccoveveeeiieeeere e 4511
FEDERAL
Administrative Cost RECOVErY .........ccccvveerinennnenn 8753, 8755
Cash Management Improvement Act (See CASH)
GIANES . 0912
Receipt of Federal Funds . ...8003
Notice of Levy......c.c........ 8790.6
Publications, Purchase of ........ ..8114
Report of Expenditure of FUNdS..........ocoeeeiiinnnicieene 7974
Supplementary Schedule of
Federal FUNGS ..o 6460
SUFPIUS PTOPEILY ..ottt 3521
Temporary Advance for Working Funds
U.S. Agency for International Development............ 8122
Trust and Agency FUNGS .........cccoevvvrrreeeninninenenes 17101-400
Use Tax on Civil Aircraft.
VOUCKEIS. ..ot
FEE SCHEDULES
Medical and Related Services..........ccooeereninenne 0190.1-91-4

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

Audit.......cceeenne 7240
Executive Orders.............. ...6140
Finance Section 28 Letter .............. . 6551-57
Organization for Fiscal Management...........c.cocccovennnnne 7310
FINANCIAL ADJUSTMENT, PLANS OF ........... 8452-52.2, 8715
FINANCIAL CONDITION
DUN & BradStreet .........coovvviieiecininineccieiesseeeees 3514
Special Deposit FUNS..........ccccvirrniiiceeneeeceeee 18420
FINANCIAL INTEGRITY & STATE MANAGERS'
ACCOUNTABILITY ACT (FISMA) ...ccovvrrriirriiin. 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......ccoovieeveiriirece e 2582.1
TO OFAEr ..ot 3571-3571.
FISCAL MANAGEMENT
Bureau of State AUItS ..........cooveeeririreecee e 7380
Controller, State
Legislative, ANalyst........ccccooveeieninniseeinnse s 7360
Organization for ... 0130, 7300-80
FORMS MANAGEMENT .....covviriinriemeeseeeneerseeeens 1700-50
Agency Forms Coordinator Appointment ..........c.cocceveeee 1705
Agency Forms Coordinator Responsibilities............ccccccvnnnee
Agency Forms ResponSibilities ......................
Appeal of Business Use Certification...........cccccovvrinnee 1735
Business Use Forms/Reports 1710, 1735
CatAlOGS .. v 1725, 1730
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Control NUMDBETS ......c.cvvviriiiiecce s 1740
(FMC) Forms Management Center ............cccccceene 1700, 1701
Inventories and INAeX .........cccoeevvrrrirereecicicisininnns 1735, 1740
Legal Impact, ReVIeW fOr.........cvvceiiiinrcecersecee 1725
POlICY ..o ...1700
Privacy Laws and Regulations ...1745
PrOCEAUIES ...t 1700
Public Use Forms ...........cccc..... 1710, 1740
Resource Documents/Handbooks ............c.cce.n... 1700 et seq.
Rules and Standards ... 1701
Standard State (STD.) Forms ................. 1701, 1710, 1730
Unused Accountable Forms, Disposal of ... 1750
FORM 23
Authority for REVIEW..........ccovviiiiciirnccceees
Request for Project Undertaking. .
Request for REVIEW ...
FREIGHT
Agency Responsibility .........ccccceevrvrviieieinnrce e 3804
Bills and Invoices
AUIES s 3851
Bills Of Lading.......cccoviiririeiiirnnecceeieceeees 3840
Definitions, Rates, etc. ... 3800-3800.1
DGS Approval Needed..........ccoovrreniniirncciennnene 3851
Exempt from DGS Approval.. 3851.1
Carrier SEleCtion.........ccovreeeennnseee e 3800.1
Centralized SEerViCeS.........ccvvrrrieeieieierisrenieees 3801
Claims.....ccccceeeeene 3860-69
DEMUITAGE ..ot 3810
Insurance Rates..... ... 3811, 3820.1
Moving & Storage ... 3820-29.2
Rate AQreements ........ccoevvvvieenieeneenee s 3885
ROULING GUIE ...ceevee e 3800.1
Short and Damaged Shipments............cccccoevuee. 3860-69
Split Pickup and Delivery .........cccovvveecenennrsennnns 3870
Tariffs ..o ...3885
Tonnage Distribution Report.........c.ocovevvvrvrvririennnns 3880
FUELS AND PETROLEUM PRODUCTS
INVOICES.....viiiiietee et 8422.102
PUrChasing ..........cccoeeminnniniccecee s 3681-89.2
FULL COST RECOVERY .....coontiiiirieinnieirteeeieeisee s 8752

FUND BALANCE, ANALYSIS OF CHANGE IN
Nongovernmental Cost Funds

REtIreMENt .....coovvieiiice e 16400
Trust & Agency Funds Federal ..................... 17101-400
NON-TTEASUNY .....viiiieiieitie ittt 19400
ONET e 18420
FUND BALANCES, VERIFICATION OF ......cccoouerniiiniriiennns 7910
FUND DISTRIBUTION, CHART OF .......ccovnirernierrireerienns 7610
FUND LEDGER,
STATE CONTROLLER’S ACCOUNT ......cooorivernnne 8810-14
FUNDS
AdVANCe PaYMENLS ......c.ceuiviririiicrieeiessne e 1216
Bond Funds..........ccccceenee. 7410, 14400
Cash Purchase (Petty Cash).........ccceovrivrnnnieiinininneenns 8112
Classification OF ..........coveeiiiiinnec e 7400
Condemnation Deposit Fund
Entry No. 32 Interest Received ..........c.ccovvveninnnnne 10532
Interest Income .
Discharge from Accountability ...........ccccceovnniccieninnne 8776.6
Establishment of New State Funds...........cccocccvveennnninn. 7450
Federal

Federal Trust & Agency Funds
Report of Expenditures
Temporary Advances for Working Funds

(Continued)
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FUNDS CONT.
Governmental Cost Funds
Accounting INStructions..........c.ocoveeervrvrieens 10200-994
DefiNItioNS.....ccoviiricieeee e 7410
General Funds (State)........coeeervrerereeeenenns 7410, 7610
General Ledger Accounts.. ...7610, 10401-75
REPOILS ..t 7950-82
Institution Cash Payment FUNd...........ccccoovrreieiinnnncens 8121
Nongovernment Cost Funds.... .7410, 13400
REPOItS ..o ....1950-82
Retirement FUNGS ..o 16400
Trust and Agency Funds
Federal ..o
Non-Treasury ..
OthBF .

Office Revolving

(See REVOLVING FUND (OFFICE))

Surplus Money Investment Fund............c.cocceeenene 8284.1
TIAVEL oo 8116-17

FURNITURE/FURNISHINGS

Modular Systems FUINItUre.........c.coovvnciceerinnenne 1321.17
Prison Industry Authority.... 3505, 3672
RECYCIEA ... 3520
G-

GARAGES, STATE (See Vehicle, State-Owned)

GASOLINE
Purchase of .........cccconninnciiices 3687.1-87.2, 8422.102
TaxX RefUNAS ... 8745.1-45.5

GENERAL FUND, STATE ....coeoiiiriieeeeie e 7410

GENERAL LEDGER ACCOUNTS........... 7605-80, 10401-10475
Charts, Treasurer ........coovevreeveeereunrinnnieeees 8911, 8921, 8931
Governmental Cost FUNAS.........coveeeierinnnnccene, 10401-75
Integrated Chart of .......... ....7605-80
NUMDEIING. ...t 8814
Purpose and Nature of ...........ccccovvveeieieininnesseennns 7605-80
State TrEASUNEN ......cveveeereeereet et 8900-32

GENERAL OUTLINE OF PROCEDURES
ACCOUNTING ..o 7200-50

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

GENERAL SERVICES, DEPARTMENT OF

Collection of Delinquent INVOICES ..........cvvevevrirrrinnee 8471.51
GIFTS

Documents ReqUIred.........cooreeeninnnirceensseeeesesea 8634

Personal ProOperty ......ccoeevriririneeeiensseeeeesssesee s 8634

Real Property............ ..1322

Special PUrPOSE TIUSES .....coveveuereeeririisieeeresisieeeeeeseseeens 19440

GLOSSARY (See DEFINITIONS)

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

—H-
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HANDICAPPED
ACCESS REGUIALIONS. ......cveiiieiecce e 1456.2
HAZARDOUS MATERIALS CERTIFICATION.........cc...... 3840.1
HEALTH & SAFETY CODE COMPLIANCE...........c.c...... 1321.18
HEALTH & WELFARE FUNDS, CONTRIBUTIONS TO
HOLIDAYS ..ot 8740
HOSPITALS AND MEDICAL SERVICES AT STATE FACILITIES
........................................................................................... 0190
HOURLY RATE ...t 8740
HOUSING, STATE-OWNED
Rental by EMPIOYEES.......ccccvrrvrrireiinriereceeninnnes 11031-33
—1-
IDENTIFICATION OF FORMS .......cccoeiinniniiiiciiienns 1720, 1740
INCOME ...ttt 8200 et seq.
ACCTUAL ... 8290-90.4
Definition............
From Investments
Overpayment & Underpayment ...........ccooereeeeenenennennenns 8241
SUNAY HEEMS ..o 8281-84.2
TAX e 8572, 8572.1-.2, 8572.5
INDIRECT COST ...coooiiiiiierriernieiemnererneseeeeeenenns 8755.1-.2, 8756
INDUSTRIAL INJURY EMPLOYER’S REPORT
PAYTOIIS ...t 8535
Workers” COMPENSation............cccvrvrvrrrueeinnnnesineeeresenenens 2580
INFORMATION
INQUITIES ..t 2464
INFORMATION SECURITY ..ot 5300 et. seq.
INEFOAUCEION ...
Statutory Provisions .........ccccoeeeevennneecnenennenns
Applicability .............
Agency Responsibilities.. .
Definitions .......coeeiiiiicccne s
RisK Management...........cocoeerrneeienensseee e
Risk Analysis.......c.ccoovvinicicinnnnne
Agency Risk Management Program ..... .
Policy, Standards, and Procedure Management................
Organizing Information SECUrity ..........ccccovvveerirernenenns
Agency Management Responsibilities..
Agency Designations..........c.ccoeeene. .
ASSEL PrOtECHION ...
Ownership of Information............ccocovvecninnnnenn

Responsibility of Owners of Information ....
Responsibility of Custodians of Information
Responsibility of Users of Information.................
Classification of Information ...........c.cccccecevvnnnnne
Human Resources Security ................
Physical and Environmental Security
Communications and Operations Management ................
Information Integrity and Data Security ...............
Personal Computer Security .
ACCESS CONLIOL....ciiiiieciieec e
Information Systems Acquisition,
Development, and Maintenance............c.coccoceervenne.
Software Licensing Integrity Practices . .
Cryptography ........cccceeenreeiennseee s

(Continued)
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INFORMATION SECURITY CONT.

Incident Management............ocurueueenirinnisieeseiresesee s 5350
Information Security Incident

Reporting Requirements ...........ccccocerrrreicnceenenn 5350.1

Criteria for Reporting Incidents... ...5350.2

Incident Follow-up Report....... ...5350.3

Disaster Recovery Management ............ccovevvveeernrnreninnns 5355

Disaster Recovery Planning..... 5355.1

Agency Disaster Recovery Plan.................. 5355.2
Additional State Data Center Requirements.. 5355.3
COoMPHANCE.....cvveeceeer e

Compliance Summary

INFORMATION TECHNOLOGY .....ccovverririrerrerirnnenns 4800 et seq.
Agency Information Management Strategy. 4900.1-.03, 4925
Audit Requirements ..........ccovereervrnnenn. 4819.34, 4844, 20013
Budgetary REVIEW ..o 4819.42
BUAGELING ... 6700 et seq.
California Software Management Policy...........ccccccvnunne 4846

Certifications4819.39, 4832, Computer Assisted Retrieval-

MICTOfilM ..o 1650-52
Data CeNers ........ccocvuviniiiicis e 4982-.2
Definitions Pertaining to.......... ...4819.2, 4900.1, 4989.
Desktop and Mobile Computing..........ccccceeevnee. 4989-4989.3
Delegation ..........ccccoevvnniinnee 4819.34-.38, 4900.2, 4989.2
EXCIUSIONS ..o 4819.31
Feasibility Study... 4819.34-.35, 4920-30.1
General POIICIES.........cccocvviiiiiiccce 4800-19.42
Information Management Planning ............c.coeuenee. 4900-03.4
Information Technology Infrastructure Policy ................. 4834
Information Technology Capital Plan4904Management

PrINCIPIES ... 4800
Ongoing Information Technology Activities............... 4819.40
Organization and Staffing ..........cccccovvvcieiniiccenn, 4851-52
Planning.....c.ccccocovvienininnnee. 4819.31, 4900-03.4
Previously Approved Effort..........cccovviicieinnniennn 4819.40

Procurements (See PROCUREMENT,
Information Technology)

Project OVersight..........cccccoevernnniiiceerinnnne 4819.34-.36
Project Review, Reporting, and Evaluation "
Maintenance and Operations Plan Palicy ................ 4946
Post Implementation Evaluation Report.................. 4947
Special Project Reports
Property ACCOUNEING ......oooveverviririeiceereereeeeens
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)........cccoeeeiiirinnnes 4947
Security INCIAENt ........covvviicieiic e 5303.1
Special Project Report (SPR).......cccoevrienncciene 4945
Project Reporting Criteria..............
Reporting Exemption Request
SEANAANS ..o
Statutory Provisions
Governmental Code .........coooviereiinnniccnes 4810
Management Authority & Responsibility......4819.3-.42
Telecommunications
in EDP Equipment Definition.............ccccoovvennee 4819.2
in Information Technology Definition.................. 4819.2
Annual Reporting of COStS ........ccocovevrerirenrnnenns 4903.2
Voice/Video Exclusion............. 4819.32
Training and Employee Development ...........cccccvvneenns 4854

INJURY REPORTS, RESPONSIBILITY FOR
(SEE ACCIDENTS)
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INJURIES INVOLVING THIRD PARTY
NEGLIGENCE.........ccoiiiiiiiicrs 8537

INQUIRIES BY PUBLIC (See INFORMATION)

INSPECTION(S)
Architectural Construction ............c.ccoevvniiniccennnnenn, 1454.2
State-Owned VehiCle.........oooivncnccereeeens 4113
INSTITUTIONAL FARM OPERATIONS ................ 10900-10994
INSTITUTIONAL STORES ACCOUNTING........... 10800-10892
INSURANCE
AT TIAVED i 2410
Approval ReqUIred .........c.cooveveeiinneeenes s 2410
Automobile, Privately Owned...........cccoovveeririrnnne 753, 2420
Legally Uninsured ..........c.cc..... 8780Motor Vehicle Liability
.............................................................. 2420, 8777-77.2
Nonindustrial Disability .........c.cocoeericieinnnciceinns 8538
SUFEtY BONS ... 2481
Temporary Disability.. ..2583.1
UNemplOYMENt .......c.ceiiiiieicenirece e 8535
Workers’ Compensation
AUIES oo 2584
Agency Responsibility ...........cccc.... .2580.2
Benefits, Notice of (CIF Form C-68) ... ..2581.8
Budgeting ........cooeeicieinnie ..8780.2
Claims, EMPIOYEE.......ccoovrreiereirniieice e 2581.4
Claims, Self-Insured Agencies... .. 8780-80.2
EXPENAItUIES ... 8361
Medical Treatment...........ccovvreiccninnncees 2582
Responsibilities & Procedures ...........c.ccvvueeene. 8536-37
Reporting and Investigating Accidents/Incidents
Involving State Employees or State Property .......... 2455
INSURANCE AND SURETY BONDS..........cccocoerveneae 2400 et seq.
INTERAGENCY
Agreement

Services, Charges for

INTEREST EARNING, MAXIMIZATION OF........ccovuirnrnnas 8099
INTERNAL CONTROL,

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

Business Use FOrmS/RepOrtS...........cccevrvrvreerecennne 1710, 1735

Annual, of Mobile EqUipment...........ccccoevvniniiiccinnns 4114

Management, SUPPHIES .......coeerirmrriecierreece e 3535

Public Use FOIMS .......cccovviviniiicicierinccnicesses 1745

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

Report, LIVESTOCK ......ccvvueeiriirircerieisieieeeeeas 10991-91.1
INDEPENDENT CONTRACTORS......cotenierrerrinireeenens 8422.116
INVESTMENTS

General Ledger ACCOUNTS.........ccoeverureriereninnrinicienes 7622, 7820

Income from
TIUSE oottt bbb
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INVOICES
AQVEITISING ..o 0550
ATTTINE. .o 8422.114
Automobile Rental 8422.115
Billing (DGS) .....cccocvvvvrrenn ....3543.3
Blueprinting and Reproduction.. 8422.105
Cash Purchase Funds .............. ...8112.2
Containing Freight Charges ....3851.2
CONEESTEA ...t 8471.52
Contractual SErVICES........ourvrueiriririeieieriesssie s 8422.104
Delinquent, General Services.. .8471.51
Direct Transfer by DGS. ...... .
Freight and Transportation.............ccceeeevrvrvreeierennnenns
General Services, Dept. Of .......cccueeee. .
General Services, for Services Rendered.................... 8471.24
Notice of Correction..........cccceeveeecnens 8422.5, 8780.1, 10808
Payable from Reverted Appropriations ..........cc.ccceceeun. 8422.7
Payment, Preparation of .................... .8422.1-22.115
Revolving Fund......c.c.cccoevervnnnnn. ...8422.108
Service Revolving Fund, Scheduling ..8471.44
Sole Proprietorships .......ooeveevieninesieieieniseseseenens 8422.116
Telephone & Telegraph, Audit of .. 4590, 8422.106
TraINING . 8422.113
Transportation Expenses, Verification of . ....8711.3
Vendors Institutional StOres..........ccccovvvnieecicninnenn, 10808
ITEM CHANGE, PROPOSED NOTICE OF ......ccccoovieinirirennne 3560
ITEM COUNT, BANK DEPOSITS.....uiviiiiiiiiineeneeiienn. 8033.2
_J-
JOURNAL ENTRIES ..ot 10501-53
Controller’s........cocovvvnniiecennnens 8452, 8830
Plans of Financial Adjustment.............ccccc.... 8452, 8715
JUDGMENTS AGAINST EMPLOYEES’ SALARIES ........... 8593
JUNKED PROPERTY ...covviiiniiiieieiersinnene e 3520.9, 8643
JURY DUTY oottt e 8594
K-
-

LAND (See REAL PROPERTY)

LATE PAYMENT PENALTIES.......cccovvieieiennns 8474-8474.4
LAUNDRY AND DRY CLEANING SERVICES............ 11041-43
LEASE, LEASE/PURCHASE
(O00] 111 - 103 13 TSRS 8632
Finance Review of Procurement Documents Lease/Purchase of
Equipment

(See EQUIPMENT GENERAL)

Office and Warehouse Facilities. .1322.1
AUthOrity ....c.ovvvvrvriieee ..1322
Leasing Services.. ..1322
Space AlIOWANCES .......cvvieiecirieerinnecieias
Sublease of State Leased Space ...........covveveenne

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

Competitive Bidding Requirements...............c...... 1323.1
LEDGERS
Allotment-EXpenditure.........coovveieverrneieienesnnenns 7829, 8302
Fund, State Controller’s Accounts. ....8810-14
Postings and FOrMS .........coeeininnnneiecnncseees 7223-23.4
Prior Year AdjusStments..........cccovevrreemenenniniseeneens 7831-32
Receivables, Office Revolving Fund.........cccccooveinicicnnee. 8192

Stores, Institutional Stock Records... ..10851-52
Treasurer’s Accountability...........c.cccocevnnniinicieiinne 8880
Rev. 421
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LEGAL BASIS FOR

Budgetary Control ...........cocveeniennceiiineecerssieens 6503
Finance and DGS Controls..........cccoevvrninicnricensnnnenns 0150
Freight (Control Of) ..o 3800

Mailing Lists....... 3150-51

MICTOFIIM . 1650
Purchases.........cccccovveenne. ...3500
Reorganization Proposals..........c.cccceoeornirceininnisicieeens 0130
LEGISLATIVE ANALYST ..o 7360
LEGISLATIVE BUDGET COMMITTEE .......cccovvienierninnnns 6130
LEGISLATIVE/LEGISLATION ....cooviviiriiicicieiisnneccie 6900
Bill ANAIYSIS ... 6960
BillS....covviiiieec ...6915

Constitutional Amendments........ .6920
Departmental Proposed Legislation ... ...6950
Enrolled Bill Report .................... ...6965
Hearings........ccoovvneee. ...6955
Legislative Calendar.............cccoerreeeneninnnecenseeeene 6905
Legislative ProCess.........ccocviniiiciciiieesneeccieieiennns 6945
RESOIULIONS ...t 6925-40
LETTERHEAD
FOMMAL....iieiiieie e s 2820
PRINTING vt 2820
USE OF 1.t 2820
LIABILITY
Contingent and Real ...........ccocoieceinnnicciccses
Insurance, State-Owned Vehicles
Tort, Payment ProCcedures ............coeveeererinininisereneneninnenns
LIBRARIES, COORDINATING DISTRIBUTION.................. 3120
LICENSE (S) AND PERMIT (S)
Federal Communications Commission .............ccccccevvevenn 4530

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

LISTS, MAILING
(See MAIL MANAGEMENT SERVICES)

LIVESTOCK
INVENtOry REPOIT.......coovieiiircircecse e 10991-91.2
SUIplUS, Sale Of ....ocviiecc s 10950
LIVING QUARTERS, STATE-OWNED .......cccccvcevirirrrnnn. 11030
LOAN AND RENTAL OF EQUIPMENT .......cceoeeriiirininicenens 3522
LONG-RANGE FACILITIES PLANNING .......ccccceniiirinieiene. 1310.3
LOST, STOLEN OR DESTROYED
Meal Tickets, Certification for..........c.ccocovnicieiincninnnn 11027
Personal Property.................. ...8423
Prohibited Practices .3504
Property ......cccocveevereniens ...8643
Resistance during Robbery...........ccccoviiicieiinnnices 8000
State Property .....ccoeeeveeverinerinieesieesienennens . 8640, 8650-51
SUNVEY REPOIS ...t 8650
LUMP SUM PAYMENTS, RECOVERY OF......ccccccoovnieinnns 8596
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M-
MAILING LISTS .ot 3151
PARCEL DELIVERY ...cooiiiiiiiiiiiit st 3831
MAINTENANCE

Buildings and Grounds............c.cccceernnnniccensnnneees 1330

Telecommunications ... .

Vehicles, State-OWNEd..........ccocvevereiieiieeieeeeeereevene 4101
MANUALS

AGENCY ACCOUNTING....cvveveierireiriererereesesiseeeseeeseseseesesenens 7150

California Accessibility Reference ..........cccoovvvccncns 1456.3

California State Structural Safety Interpretive

MaANUAL......ociiiie e 1456.3

Defense DIiVING ........ceveriiireeieieisisee e 0752

State Administrative Manual... 0001-0030

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

Approval by General SErviCes ........ccouvvvvvveeiereririseeenens 1215

Equipment, Lease/Purchase ...........c.ccoeoeerireniririeicncnnns 3532-33

EXempt from CSCR .......cccviiireceieesee e 1233
MATERIALS MANAGEMENT ......covviiieiieierenieeeeeieenns 3535
MATERIALS SERVICES SECTION ......cccovvvririiniineinenne 3540
MAXIMIZATION OF INTEREST EARNINGS.......c.ccccevvvvens 8099
MEALS

Business Related ...........cocovieiciininiccecs s

Meals and Meal Tickets ..

OVETTIME ...ttt

MEDICAL & HOSPITAL SERVICES
AT STATE FACILITIES.......ccooiiiiniiicee 0190

MEDICAL SUPPLIES AND SURPLUS DRUGS................. 3661.2
MEETINGS
After Hours, State Building ..........ccccceoenvnveicnnineenns 1330.3
CONFEIENCE ... 0724

MEMORANDUMS

Eligibility for Participation . .
Nonadopted SUGQESLIONS...........ccceevrrnirieicieeseees

ReSPONSIDITILIES ..o
Special Acts and Services ...
Superior Accomplishments

MICROWAVE
EQUIPMENT ...ttt 4525

MILEAGE RATES (See VEHICLE, PRIVATELY OWNED)

MISCELLANEOUS
ACCOUNTING PROCEDURES...........cocoeueinne 8700 et seq.

MISUSE OF STATE PROPERTY

Copying & Duplicating Equipment ..........c.cccoovrreeennne. 2880
Motor Vehicles .
NONState MONEY ......c.oovviiiiiiieieie e 8002.5
Prosecution fOr ..o 3504
Purchases.......

Telephone
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MOBILE HOMES, TRANSPORTATION OF.....ccccovvvrvenns 3827
MONETARY LIMITS

PUFCNASES ...t 3571
MONEY ORDERS

ACCEPLANCE OF ... 8023

ENdorsement of..........ccovveerivinnecieninsseee s 8034.1-34.2
MONEYS, UNCLAIMED TRUST.....c.ccoeeriereririierenes 18424-24.7

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

MOVING AND STORAGE
EMPIoyee Charges..........ccocevieirrinieeininisseiee st
Household Effects ..
Mobile Home.........ccccceue.
Office and Institution MOVES...........ceeervviririerenririssieieens 3811
OVerseas ShIPMENtS.........ovreeinrrrieee e 3825
Relocation...............
Self-Haul Moves
MOVING EXPENSES .....vvevereiirieieieerisesisieeesesesessssesesenens 8572.1

NARCOTICS......oiiiiiieirieirtieineeiseeie e 3661.1
NEGOTIATIONS

Freight and Storage Rates............ccccevvvnniiiicnnenns 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. .......ccccovininieiininininis 0180
OFFICE PLANTS ..ottt 1330.6

OFFICE REVOLVING FUNDS
(See REVOLVING FUNDS (Office))

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

Accounting for.........ccocoevnnnecieineecees 8342.1-2.3, 8362

BUAGELING ... 6451
ORDERING AND ESTIMATING

INStItUtioNal StOFES........oveveeeiiireece e 10806

Supplies from Material Services Section ..........cccoevveenenen 3543

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

AGENCY ottt 8042, 18424.2
OVERDRAFTS ..ottt 8047
OVERPAYMENTS

ColleCtion Of ... 8776.5-76.7

INCOME e 8241

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

MARCH 2013



SAM- SUBJECT INDEX
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PAPER AND PRINTED MATTER, PURCHASES.................. 3690
PARCEL DELIVERY (See DELIVERY SERVICES, PARCELS)

PARKING
Charges, Reimbursements for..........ccccocveeveienvncecennne. 0755
Employee Parking................ ..4118
Loading Dock Areas ........... 1330.4
Parking Lots, Maintenance of . ..1330
Vehicle HOme Storage .........coovveiecieninnnsicrieieenns 4109
PAY
Periods, Beginning and Ending Dates .........ccccoveeernnne. 8512
Plan, State.......ovvrueieiireeee s 8510
PAYROLLS ..ot 8500 et seq.

8776.5-76.7, 11072.2-72.22

Collection of Overpayment.

Disbursements.............. ...8421, 8451

Expenditure Accounting . ..8590 et seq.

Expenditure REGISLEr.........cccoovvirreciiinreecense s 8361

Warrant REGISErS. ..ot 8361
PERIODICALS AND BOOKS, PURCHASE OF .........ccovuuun. 3691
PERSONAL PROPERTY

Claims for Damage to ........cccceevvririiiicniessne s 8423

Sundry, Private Trusts

Help Wanted AdVertisements ..........cooeeeeeennnecienenennnns 0550
Personal Services

Quarterly AIIOtMENtS........cccoveviririrreeirrceee 8341
Personnel-Year, When Billing for Services...........cccc...... 8740
Positions, Certification for Payment...........ccccccovveennene. 6521
Release of Warrants Designation...

SEIVICE AWAITS .....vovvviiiiiciiicteeete et

PETROLEUM PRODUCTS
(See FUEL & PETROLEUM PRODUCTS)

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

PHYSICALLY HANDICAPPED (See HANDICAPPED)

PILOT QUALIFICATIONS ..ottt 0747
PLAN REVIEW ..ot 1456.2
PLANNING

Long-Range Facilities.. ...1310.3

Metropolitan Areas..........cccoorreecrininnieeeesse s 1310.3

PLANS
Agency Information Management Strategy
......................................... 4819.31-.42, 4900.1-.03, 4925
Of Financial Adjustments ..........ccccceveuenee 8452, 8452.2, 8715
Organization, Approval of .........ccccoveeiiinnneininreens 0130
Statewide Planning.................... 1100-08
Telecommunications, Review of .............cccocevvvriviiennnns 4525.1
POLICIES
Architectural Revolving Fund..........ccoovvvvieinnnnienenns
Authority for Form 23 Review...
Request for Form 23 Review .....

Request for Project Undertaking
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POLYCHLORINATED BIPHENYLS PROGRAMS........... 1327.13
POOL VEHICLES (See VEHICLE, STATE-OWNED)

POOLED MONEY INVESTMENT BOARD...........oovrrrrerreee 7350
PORTFOLIO MANAGEMENT ... 1310.3
POSITION(S)

DOWNGIading ...c.covveeeeeiieirieiee et 6406
Established...

Salaries and Wages.
Schedule ... .
Vacant Position REPOI..........ccoevvririeesieeenissseeee s 6445

POSTCARDS (See CARDS)

POSTAGE ...ttt
Purchase of

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

PREVENTIVE MAINTENANCE
(See VEHICLES, STATE-OWNED)

PRICE LIST AND CATALOG, CENTRAL STORES............. 3542
PRINTING ..ot 2800 et seq.

AAVEITISING ..o s 2825
Brochure, Pamphlet and Poster Printing .............cccceevae 2820
Computerized Addressing SErVICeS .........ccccoevvrrrrreeereens 2820
Copying and DUPCAting ........cccccemrvnniiicrieeresnnns 2850
Costs2810, 2860

Desktop PUBIISNING........cccocimiiiiiicices e 2820
Dup. and Repro. Services..........c......... 8752-52.1
Electronic Publishing (Disk or Internet) .........c.cccocvveenne 2820
EStIMALES.......covviiiici s 2810
FOrms Printing ........cooeevnnniiicceieieecneesss 2820
Interagency Mail SEervice........c.cocoveenrrnccneninsecceens 2820

Legislative Printing and Distribution...........cccccovreeinne 2820

MaSS MailiNg ...c.covvivereiiieeee e 2820
Master Service AgreemeNtS.........oveereerrreereerereresesieenens 2820
Ordering FOM .....c.cceiiccee s 2810
PrINE BUYING.....coieieciiiciiiniicceeere s 2820
Prison Industry Authority.. 2850, 2855, 2860, 2865
Publication Printing.........ccccoeeieeninnniciceeses 2820
QUICK PFINEING .. 2820
SChEAUIING ...t 2810
Services or Supplies,
Authorization for..........ccccoeevvvevicecccenenan, 3571, 8472.1
Stationery Printing
UNIoN Label ......c.oviiiiciciiiccct e
PRIVACY LAWS AND REGULATIONS .......cccoveveirrrriiennns 1745

PRIVATELY OWNED AUTOMOBILES
(See VEHICLES PRIVATELY OWNED)

PRIVATE TRUSTS ..o 19420-25.3
PRISON INDUSTRY AUTHORITY
AULNOTILY .. 8476
PRINEING covoviiccce e 2850, et seq.
PUFChESES .....ooviiiiii s 3505
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PROCUREMENT

INEFOAUCTION ...voccr e 5200
ACUISITION PhaSE......ccvivrieeeieiiricieeee e 5230.2
Acquisition Planning........... 5230.1
Authorization of AgreementS........ccceovrvrvrvrrereierernsiseeeeens 3507
Certification..........cccccceeee. 4819.41, 4832
Department of Finance Review of

Procurement DOCUMENTS ......c..cvrveiriiinreinieisie e 5211
EXEMPLION oo 5230.6
Leveraged Procurement Agreements ..........cocveeeeeererenenens 5291
Uniform Standards ..........c.coocennee. ...5230
Post-Award Activity............ 5230.3

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

Responsibilities and Authority 5200.5

Uniform Standards ... 5230

OFfiCE OF ..

Avrea Offices

SEIVICES ..ttt
PRODUCE STORES

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

Letter Of NECESSILY ......oveveiiririeieeieirreieee e 6536
PROGRAM PURPOSE

CONSErUCtioN SEIVICES ......c.ceviveriiiiriiiricieieee s 1454

DESIgN SEIVICES....cvviieieiiireieeee e 1452

Regulation SErviCes..........ccoueemnnniiiciensn s 1456
PROJECT MANAGEMENT .....ocotiiiierininisineeeeie s 1315

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

PROJECT PLANNING
Architectural Planning ..... 1452.4
Cost Control Engineering. 1452.4
Review Of PIans..........cocooeiiiiceeessees 1456.3
PROJECT UNDERTAKING, REQUEST FOR.......ccccruvnne. 1452.2
Agencies Exempt From ReVIEW..........ccoovveerininnnnenns 1452.2
FOrm 23 ..o ..1321.12, 1452.

POLICIES .t 1452.2

PROPERTY (See also REAL PROPERTY)

ACCOUNTING .ttt 8600
Acquisition (Real Estate) . ...8705
ClaSSES OF ..t 8652
DamMAge t0...c.eeveeererieireeree e 8777.1-78
DiSPOSAl ... 0510, 1322.15, 8640
Federal SUrplUS........cccovvvivreeieienrce e 3521, 8422.107
JOUMNAl ENLFIES.....c.veceiiciiieiee st 8670
Ledger, Subsidiary Records .. 7821
Lost, Stolen or Destroyed. .. 8643
Management................. ...8600
Reconciliations... ..7924
RECOTAS ..ottt
REPOITS .
Reutilization
SCrAPPEA ...
Survey Report (FOrm STD. 152)......cccceveivrvriririninennns 3520.3
LivestocK........ccoevrurerennes .
Vehicle Disposal .
TrANSTEE .o
PROPERTY SURVEY BOARD .....ccocoovininiiriirininirinneeenees 3520.3

PRO RATA GENERAL
ADMINISTRATIVE CHARGES...........coooiiiiiis 8754

PUBLIC INFORMATION (See INFORMATION)
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PUBLIC WORKS BOARD

Preliminary Plans, Approval of ..........cccocoveeinnnnncieens 6851
Real Property ACQUISITIONS........cccurvrvreeeereririsieieeeenes 1323.12
Working Drawings, Approval of...........ccccoonirccicnnnene. 6852

PUBLIC WORKS PROJECTS
AppPropriations.........c.ccceerrnnene.
Design and Construction ..
Disbursements ...........
RESD FOrm 23 ..o

PUBLICATION OF REGULATIONS (See REGULATIONS)

PUBLICATION(S)
ACCOUNTING TOF ... 8785
Administrative Regulations.. ...0530
Definition of .... ..3121.1
Distribution for Libraries.. 3122.1-23
Exception to Definition . ..3121.3
Federal, PUrchase of ..o 8114
Libraries (See LIBRARY DISTRIBUTION ACT)
Publications and DOCUMENLS ..........covvvererrieereerinrisieieenns 3120
PUIChase OF ... 3571
State Administrative Manual..............ccccoorrnenenne 0001-0030
SUBSCHIPLIONS ...t 3690-91
PURCHASE AND EXPENSE CLAIMS,
DISBURSEMENTS ..ottt 8422
PURCHASE ESTIMATE (Form STD. 66)
Estimating QUArterly .........ccoveevinrnieee s 10806
ReqUISITIONING ..o 3550
PURCHASE ORDER.......coiitriiiitieieinsisrietree e 3565
INSEIEULION ..o 10807
PURCHASE ORDER CHANGE
(FOrM GSOP 7).ttt 3566-66.2
Sub-Purchase Order...........ccvoivivrnieeenieinssenenees 3570-72
PURCHASE(S) ..ottt 3500 et seq.
AICONOI, TaX FIeE ..ot 3661.3
Bookkeeping Machings..........cccovviicerueennninicicieeniens 3678
Centralized Purchasing, Relief from.. ...3500
Contracts, Centralized Purchasing ...........ccccceevvvvrecinncns 3500
Delegated Purchasing................. 3506, 3571-71.1
Delivery COmMmMItMENtS..........cceeeriireneieeenenesiseeeneens 3511.2
Fresh Produce .........ccoeeeveeinnccciinnennes .10807.1
Improper Ordering on Sub-Purchase Orders..................... 3572
Installment & Lease/Purchase Accounting ...........c.c.cco.... 8632
Institutional Stores.........ccccovvvvvvvrreieninns .10808
Light GIODES ... 3631
Limit oo 3500, 3571-71.2
Delegated........oveeeiirreiccer e 3506
Pencils, etc., for Employee Use... ...3676
POSTAGE ...t 8115
Printing (See PRINTING REQUISITION)
Prohibited PractiCes.........cccoevrrneeiiennneeesesseseceens 3504
Publications
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RATE, AGREEMENTS, FREIGHT SHIPMENTS......... 3801, 3885

REAL PROPERTY
ACQUISITION o
Appraisal .....
Easements....
Gifts ..o .
INVENTONY ..o
Leasing State-Owned Property to Others ...........cccc....... 1323.1
Posting of State Property.......cccccccvvvvne.

Proactive Asset Management..

Real Estate Services....

............................................................................................... 1323.12
Statewide Real Property Inventory .1324.14
SUrplus State LandsS........cccvveeeeeieninnnieeienessieisenenens 1323.13
Transfer of Control and Possession Between

State AGENCIES.....c.eiriireririeirieireeiee e 1323.12

RECEIPTS
Cash TranSaCtioNS ..........ccceeriirerieieieirneeie e
Institutional Stores Accounting..

Private TrUSES......ooveeiiirieieeeres s

RECONCILIATIONS
Agency Account Balances with SCO Balances............ 7921
Bond and Treasury Sys. ACCLS. ......cccoeururureererernnenns 7923, 8060
Office Revolving FUNS.........ccccoovvviviceinninsiseienns 7922, 8193
Property
Types of

RECONCILIATIONS AND REPORTS ......ccoovvririniias 7900 et seq.

RECORDING SERVICE ESTIMATE
ADVANCES .......oooiiiceeeereieees 8471.23-71.61

RECORDS
ACCOUNTING v 7220-23.4
Employee AHENdanCe ... 8539
Farm ProducCts .........ccccovereeiinneseeneseee e 10920
Stock, Institutional Stores .10851-52, 10860-61
Subsidiary, ACCOUNLING .......ccovrrreeeirriieee e 7800-32

RECORDS MANAGEMENT
Abolished Organizations.............cceeeeeenenneeiennnseeens 1687
ASSISTANCE ...t 1695
Biennial Progress Report on

Records Management...........ocoveevererervneeeeerenerennenns 1611
Development/Implementation. ...1602
Electronic Records............... ...1600
Establish/Administer. ...1602
Forms Management... . 1700-50
GOVENMENE COABS......cveuieiiririeiereirisieie e 1602
Guidelines, Fact Sheets, Handouts............ccccocvvrinicreenne 1695
Management Practices/Recommendations .. ..1614
Obsolete ReCOrds ..........cocvvvrrnninicneinns .. 1611
PUDHC RECOIS .....cveiiiieicicccee s 1602
Records Disposal... 1602, 1611
Transfer of CUSLOAY........ccoreriiiirnreereee e 1687

RECYCLE
Garbage ColleCtion..........cccovvvricieciinnicecniins 1900-60
Paper (White)
RecycCle, Project........oociiciciiicrceee s 1900
RECYCHING....viiiiiiiietc et 1900-60

REFUND(S)

ACCOUNEING TOF .
Cash Accounts....

Claims......ccccevnne.

GASOIINE TAX ...t
REVENUE ...ttt
Unused Services, Claims for...

Utility Services LiNeS........ccccoerrieeieiinnneeeensseeees
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REGISTER, BOOKS OF ORIGINAL ENTRY, ACCTG......... 7222
REGULATIONS, OFFICE OF

(See EXECUTIVE ORDER).......ccccovnirieiirininine 1456-1456.3
REGULATION SERVICES, OFFICE OF

CONLACES ... 1456

Functions ......... 1456.2

Internet, Location
Program Purpose ....

Publications ........
Statutory AUthOTIEY ......cocovveveciirreecc e 1456.1
REIMBURSEMENTS
Advances for Travel EXPenses.........ocoveeerirerinereccnenenenns 8117
Budgeting for
Cash Purchase FUNGS..........cccovnrniiiinnnseec e 8112.5
Classification Of ..o 11071
Crediting of......... ...8287
Interagency Services.. ...8453
Mileage ............... ...0754
NON-State EMPIOYEE........cvcveeiriirieieeeessieieeeesesieieenens 0774
RENTAL PAYMENTS ..ottt 1322.1
REORGANIZATION ..ottt 0130
REPORTS ...ttt e e e e 7900 et seq.

RESEARCH GRANTS (See GRANTS)

RETIREMENT FUND(S)
List of Retirement FUNAS..........ccccoevvieniiencieneiescses 16400
Offset-RELIrEMENt .....coccveviieiciceccee e 8790.1
Payroll FUNCLIONS. ...t 8520

RETURN ADDRESSES (See CORRESPONDENCE)

RETURN OF STOCK ..ottt 3543.4
RETURNABLE CONTAINERS ......ccoooivieeeeeeeee e 8765
REVENUE
Accounts, SUDSIAIArY .........ccoveeirirneeienirissseeens 8212-13
Statements OF ....o.cvveiice e 7956

REVERSION (See APPROPRIATIONS)
REVOLVING FUND (OFFICE)

Accountability ........... 8100-93, 8111.2, 8112.6, 8121.1, 8130
Accounting and Cash BOOK...........ccccoveuennnninncnen. 8190-93
Advances 8425, 10501
Cash Purchase Funds...........ccocoevvninciienes 8112-12.5
INVOICES. ... 8112.2
Reimbursements 8112.5
SAIANY ..o 8595
Travel ..o .. 8116-17
U.S. Agency-Working Fund...........cccoovvrrccninnnene 8122
Augmentation ...........cccccevreninn. ...8170
Cash, Ledger ACCOUNT .......ccvrereeenirinieieee e 10402
Claims for Reimbursement............cccooevvniciicinnnnenns 8170
Custodian............occcuuee. ..8130
DefiCienCies ......covvviiiceciiriiiicciae ...8072
Disbursement Voucher (Form STD. 438). ...8140
Endorsements (Power of Attorney)........ ...8160
Establishing of ...........cccccceninnne. ...8170
Establishing Funds for...........cccocoeceviinnncicens 8425
Institution Cash Payment FuNd .............coccoervvernerccrennnene 8121
Invoices Scheduled for Reimbursement
Discount INVOICES ........cccvvvviciiiiicceces 8113
Reimb. Voucher & Invoice Recording............. 8422.108
Replenish Cash Purchase Fund
Office Revolving Funds ..o,
Payment Authorization for
Discount INVOICES .....c.cvvvvririiriiicicerisnseeces 8113
Registration FEES ........ccovrieiieniinrcceriesseeene 8120
(Continued)
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REVOLVING FUND (OFFICE) CONT.
Petty Cash Funds
Cash Fund (INStItUtion) ........coeeveerirerseeerereresnnns 8121
Change Funds............. .8111-12.1

SHOMAGES ..t 8072
Purchase of

BanK DraftS ......ccovvveveeirisirieieeessessieeenesesesee e 8123

Postage .......c.cceveeee. ..8115

Publications, Federal...........cccocoevivririrneeiernrrinnenns 8114
Reconciliations.........cc.ccceeennns ..7922, 8193
Reimbursement, Claim Schedule.... ..8170, 8422.25
Salary AdVANCE ........cccoeierireeeersiee e 8595

ShOMAGES IN..vcviiiiiceeec e 8072

REVOLVING FUND (SERVICE-GENERAL SERVICES)

AAVANCES ...t 8471.63
Advances and EStimates.........ccocevvvverriireiniennnns 8471.1-71.23
Architecture.................

Billing for Services
Direct Transfer for Services
INVOICES ..o
Preparing Service Estimates
Processing Claims for .........
Recording ENtries.........cooviiiciinnnicccieeeseee
Recording EStIMALeS.........ccceverreereiinirineieins

Returning Unused Balance..
Revising Estimates..............
Service Revolving Fund...........cocoveiccininnnnn,

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

SAFES AND VAULTS ..o 8024
Placement of for Security Reasons ...........ccccceerrerveeenene 8025

SAFETY
Construction of School and Hospital .............cccccevrenee.
Operation of Vehicle..........coooevvnnnicenn
Requirements for Privately Owned Vehicle
Standards for State-Owned Vehicles.......................
Structural Safety ...
SUQGJESLIONS ..ttt

SALARY
AQVANCE......cviiiiieicei e
Allotments, Budget Control
Billing fOr SErViCes ........ccouviviecieiirreceense e
Budget-Schedule 8 ...

Hourly Rate for SErviCes.........ccoeoevrrreciiinnsecensnas
Judgment AQaINSE........coevrniiieeer e
SAVINGS coteiiieieieiee e
Warrants

Deceased EMPIOYEES........occeeeirrrnicinciininenenes 8477.1
Distribution of ..o 8580-80.

SALE

Real Property.

Surplus Products, Farming Operations . ....10950

Surplus Products, OffiCe ........coceeeiinniicenicrseeee 3520.4
SAVINGS ACCOUNTS, TRUST AND AGENCY FUNDS

BaNKS ....viviiiieee e 19462

SaVINgs and LOAN .....ccvviririeieeenresieee e 19463

SCHEDULE (See BUDGET, Schedule)

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

OWNED)
SECURITY

AcCCOUNtS, TIEASUIEI S ..o

Depositor’s ........c.coceee.

Information Technology

Investments of Trust MONEYS.........cccovvieiecicerennininene 19464

REGISTEN ...t 10564, 19422
SEISMIC BUILDING PROGRAM ..o, 1327.1
SEISMIC CERTIFICATION .....cceiiiiicinieeer s 1321.18
SELLER’S PERMIT ..coiiiiiiiciitcnee e 8721

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

SERVICE REVOLVING FUND
(See REVOLVING FUND SERVICE)

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

EMErgeNCY SEIVICE ......cvcveeiiirieieiereeseses e sesesesseeesenens 6560
Employees

Grounds MaintenNanCe............ccveeeveuerrenrrnieeereieiesesesnenes 1330
Interagency Administrative COStS...........ccccevnenae 8758, 8758.1
Medical and Hospital.................... .

Motor Vehicle Repair
Provided by Department of

General SErViCes.......coovreeneneniniscenenns 8471.1-71.25

Shipping (See TELECOMMUNICATIONS)

To other than State AQENCIES .......ccoeeerirririniiererirreiens 8753

TO TENANTS .. 1330
SHORTAGE

Budget DefiCIENCIES .......ccvvveveiriirrieceesre et 6536

ReVOIVING FUND ..o 8072
SICK LEAVE AND VACATION RECORDS..........cccovurirnineas 8539
SIGNATURE CARDS (Also see CARDS) ........cccereerreinnn. 8001.2
SMALL BUSINESS

PUFCRASE ...t 3571
SMOKING

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

ACTION REQUEST ... 6453

AlOWANCES ... 1321.14

Interior Space Planning and DesSign..........ccccovvveeierernenn 1320

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

Acts of Service (See MERIT AWARD PROGRAM)

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

PUIPOSE TIUSES ...t 19440
SPECIAL ACCOUNTS

(See OTHER GOVERNMENTAL COST FUNDS)
SPECIAL PROGRAMS ...ttt 1452.4
SPECIAL PROJECTS....coiiiierretieirieeresisieiensesess e 1456.2

SPECIALIZED TRAINING (See TRAINING)
MARCH 2013
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STATE ADMINISTRATIVE MANUAL (See MANUALS)
STATE ARCHIVES ..o 1614, 1673.1
STATE BOARD OF CONTROL (See BOARD OF CONTROL)

STATE BONDS, ACCOUNTS ....cocoiiiiircieinieirsree e 8931-32
STATE BUILDINGS
Building Maintenance.............occoeoeveernncieninnseeeeseas 1330
Charges for SEIVICES .......cccriririreeeririsreeeseesesseeeenens 1330.1
Display of Art, Posters and NOICES.........cccovrverreenenn 1330.7
Grounds Maintenance................. ...1330
Service Information..........c.coceveuenne. ...1330
Use Outside of Regular Working Hours.............cccc....... 1330.3
STATE COMPENSATION INSURANCE FUND
(See INSURANCE)
STATE CONTRACTING MANUAL .....ocoiriiirrnriccicienes 1205
STATE CONTROLLER’S ACCOUNTS
(See CONTROLLER, STATE)
STATE PRICE SCHEDULES........cccovviiiiicinrenee 3531-33
STATE TREASURY SYSTEM ...coovviviiieieeeienienee 8001, 8890

STATE TREASURER’S ACCOUNTS
(See TREASURER, STATE)

STATEMENT OF

OPEIALIONS ...veveeieet et

Financial Condition...

FUNd Condition.........ccoveiiieiierirencceees s 6481

REVENUE ..ottt 7956
STATEMENTS, BANK......ccoceiiviirieceieeisiceenens 7923, 7967, 8060
STATEWIDE COST ALLOCATION PLAN ....ccoovvrirrieieienns 8755
STATEWIDE PLANNING......cccoovivriririieeereisessieenens 1100 et seq.
STATIONERY

Letterh@ad........cccvvvvvirieiceririisee e 2820

Printing Of.....coovieccc s 2820
STATISTICAL RECORDS FOR PROPERTY

ACCOUNTING ...cooiiviccteeectee et 8660
STATUTORY AUTHORITY

CONSLIUCLION SEIVICES ...vveveveiirieieieiesiseeerereesssaeeesenens 1454.1

Design Services.........

Regulation Services

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

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

STOLEN (See LOST, STOLEN OR DESTROYED)

STOP PAYMENT REQUEST (Form STD. 432)................ 8044-46
STORAGE. ...ttt ettt
Bills, AUt OF .....coviccec e 3851
Household EFfeCtS........cccovveeviceniii e 3822
RECOIUS.....cviviiiieieie st 1680

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

SUB-PURCHASE ORDER
(FOorm STD. 40A) ....coovvrciriiicicierinnn 3570-75.1, 8422.103
SUBROGATION RECEIPTS........ccoooiiiiiiiinis 8775
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SUBSIDIARY RECORDS (ACCOUNTING) .............. 7800 et seq.
SUBSIDIARY REVENUE ACCOUNTS.........ccocovevniininns 8212-15
SUB-STANDARD COMMODITIES.........ccoooiiiiiiiinisiecnne 3510.4
SUB-STOREROOMS. .........cocoiiiiiiicns 10831.1
SUCCESSFUL PLAN REVIEW ..o 1456.3

SUGGESTIONS, EMPLOYEE (See MERIT AWARD)

SUPPLIES

Accounting, Institutional.............cccccoonriiennnnnn. 10800-892
Blanket Estimates ... 8342.2
Catalog and Price List ............. ...3542
Deliveries from Material Services... 3543.2
LEAGET ..ttt 7818
Ordering from Material Serv. Sec. ........c.cocecvevrirnnnne 3543-43.1
Produced, Stock Records...........c.cceeeerirnniccncnnnns 10920-980
Stock Received

Report.......ccccvveeee. 8422.20, 10808-10822.1, 10872-73
Warehousing and INVENOIY .........coeeviervririseeinnnnns 3535-36

SURETY BONDS (See INSURANCE-SECURITY BONDS)

SURPLUS
Data Processing EQUIPMENt........c.covivriririveeeierinvesieeenens 5903
DiISPOSAL ...ttt 8643
Farm Products, Sale Of ... 10950
Heavy EQUIPMENT ..ot 3615
Information Technology Equipment.. ... 5901-03
Information Technology Supplies... ... 5951-53
Money Investment Fund.......... ..8284.1
Office EQUIPMENT ......coiiiicieeiieeeee e 3520
Property, PUrChases ..........cccevvrvririeieeernressieeninnns 3521, 3671
Property, UtIlization ... 3671
State LanS ....c.coevevverreiiieeieieere e 1322.15
SURVEY REPORT, PROPERTY ....ccccoviiriiieieieieieeirisenens 3520.3
_T-
TAX
Federal
Exemption, Motor Vehicle Fuel............ccccooeueuene. 8745.5
Exemption, Purchases
Use Tax on Civil Aircraft.........c.coceceonniiccicninnenn
Income Tax, Withholding...........cccoevvivrrvneccnne.
Moving Expense............
Personal Property....
Refunds, Gasoline ..........ccccouu..
Reportable Payments to Individuals
Sales & USe TaX ..cocoevveevenericeenerieienns
Non Taxable Sales.........ccccovriiiciciinnces
ULHHEY USEI'S o
Withholding.......ccoceeeeiviinvcccinn

TAXI SERVICE (See VEHICLE, COMMERCIAL)

TD SERVICES ..4540TEACHERS' RETIREMENT SYSTEM (See
RETIREMENT)

TELECOMMUNICATIONS (See Chapter 4500 Index)
TELEPHONES (See TELECOMMUNICATIONS)
TELEPHONE DIRECTORY, STATE.....c.cccoveieeirenserieenns 4550

TEMPORARY DISABILITY COMPENSATION
(See INSURANCE)

THEFT (See LOST, STOLEN OR DESTROYED)
TERMS AND DEFINITIONS ......cccoviiiiiiiiiinicis 1710
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TIME OFF

EXPErt WILNESS ......cveiiiiieiciceee et 8594.2

HOBIAAYS oo 8740

JUNY DULY < 8594

Subpoenaed Witness . 8594.1

Travel Status, While on..........c......... ..0726

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

Accident INVeStIgation ..........cccccovvvnnicicecerisnnens 2455

Budget

Payment ProCedUre...........ccoeeueirniniiiceiessne s 8712
TRADING STAMPS ..ottt 3613
TRANSPORTATION MANAGEMENT ......cccoccevvnnnn 3800 et seq.

Agency Assistance............... ...3803

Forwarding Bills for Approval..........cccocoeveiiinnecniennne 3851
TRAINING

Conventions.

DIFIVET .ot

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

CONVENLIONS ... ..0724

Out-of-State Travel . ...0762

Registration FEES........ccvvririririeereririssieeeeesesnenas 8120
TRANSFER(S)

Budget AHotment..........ccceevnnieiineeeeeee 6539, 8324

Controller’s .8451-60, 8830

Equipment within a FuNd...........cocooevvnnneciinnecceee 8640

SUIPIUS PTOPEILY ..o 3520.4

VENICIE. ... 4112
TRANSMITTAL OF CORRESPONDENCE,

GOVERNOR’S OFFICE ......cccovierrienieieeeenns 0211-11.2
TRASH (RECYCLING) ..o 1900-1960
TRAVEL ..coiiii e 0700 et seq.

Advance..........cccoeeenennien. .8116-17, 8180

Advance Approval to Travel... rerenn. 0760

Aircraft, by ..o ...0740

Use Tax on Civil Aircraft........ccocoovvniiiciinnnns 8737

Audit of Transportation Invoices... .8422.114, 8711.3

AULOMODIIE, DY ... 0750

BOordering States.........coceiviririeiceriirreeeeesse e 0710

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

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

Deceased Employees, Return to

HEAdQUAITETS .....c.vveeeeiiiireiecee e
Agency Verification

Extra Hours, Credit for.........oovveeiiinnseccnneeeees

INSUFANCE ...

NoN-State EMPIOYEES........ocovvieeceiirrieiceerseeeene 0774

Out-of-Country.......... ...0760

Out-of-State..... ..0760

Per Diem......cccccvennene. .0721

Public Transportation, Use of .

Relocation AHOWANCES .......cccccvviriiiiciiieinn s

Rental Cars, Commercial ...........cocccevvvrnneeninnneiceens

Time Off During Travel Status ..

Travel Log (FOrm STD. 273) ..c.voviveeeeirnieceenesesieienns 4107

Vehicle Use Determination..........c.cocoeeveniiicnennnnnens 0750
TREASURER, STATE

ACCOUNES ..ot 8900-32

BONA ACCOUNLS ...ttt 8931-32

Management .........cocoovvervrereeienniennns ...8900

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

ACCOUNTABILITY LEDGER........cccoovniiciirinnne. 8900-32
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TRIAL BALANCES ... 7962
TRUST
Agency Trust FuNd Cash.........cccccoennieieninnieccene 8090.1
Deposits Ledger
Inmate’s Personal Property............ 19421.3, 19425.2-19425.3
INVESIMENTS ... 19460-64
Private (Money Securities &
Personal Property) .........cocccoveennnncniccinnan 19420-24

Special Deposit Fund..... ....18420
SPeCial PUIPOSE .....coviiiiicicinieie e 19440
Trust & Agency Funds
Bank ACCOUNLS ......c.coevvriniiiciciircececices 19462
Federal ... 171001-400
NON-TTEASUNY.....curiiiiiirii e 19400
Savings & Loan .19463
OthBI .ttt 18420

Unclaimed MONEYS.........ccooeeennnineneninnnne 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........cooviiriiiiiii i 7110-7150

UNION LABEL (See Printing)
UNSIGNED CHECKS.......cootiirieiriiienieneeieeiesesieeee s 8036

USE TAX (See TAX)

UTILITY BILLS, CONSOLIDATION OF
REMITTANCES ... 8422.110

UTILITY SERVICE LINES, CONTINGENCY REFUNDS....8750

-V-

VAULTS AND SAFES. ... 8024-25
VEHICLES, PROPERTY REUTILIZATION

General Services, Department of............cocoveeriirnneeieens 4112
VEHICLE, COMMERCIAL

ACQUISITION 1. 3620

Automobile Rental............ ..4117.2,8422.115

Damage, Reimbursement for...........cccovvvvveeiininviseieinnns 0758

INSUFANCE COVEIAQE ......ocuvveniieirieetcieteee s 2420

VEHICLES, PRIVATELY OWNED
Accident REPOIING......c.cociirrniniicricieieiesee e 2440
AULhOrZation t0 USE ..o 0753
Damage, Reimbursement for

Insurance and Safety Requirements .........ccccooverecrcnnene 0753
INSUranCe........ocvereniiiicine ...2420
Mileage RAtES .........cceeiriiriceeireeee e 0754
MOLOFCYCIE ..o 0759
Parking Charges..........coveeerinnneein e 0755

Use 0N State BUSINESS........cccovvveerieerieiiesecereveenane 0750-55
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VEHICLES, STATE-OWNED Employee Separations ...........coveeeermrereeerenreresesenneenes 8580.4
Accident Reporting ........c.ccceeeevereeirireicnenns 2440, 8777.1-77.2 Endorsements..............
ACQUISTTION .. 3620 ErroneouSly ISSUE ........cceeeiirieeeiereirisee e seseseseeeeenens
Annual Inventory . 4114 Forged Endorsements.........

AUCLIONS ..o 4111 Loss of Blank Check Stock..................
Automotive Equipment, Purchase of ...........ccccovneee. 3620-29 Lost or Destroyed State-Issued Checks.......
Credit Card USe......ccovovvvveeeervrirernnns 3629, 3590.1-90.5,4108 Ordering Paper Stock Checks ........ccccovveevnnne.
DamageS t0.....ecueveveiriririeieie s 8777.1-77.2 Outstanding.........ccceeeeererenns

DEfiNItioN ..o 2520.1 Paid Agency Checks..........

DiSPOSal OF ........cvieiiiiicice e 4111 Payable to Claiming Agency

Fleet Vehicle, Typical .......cccovvveeieiiisceeievseeinns 3620.1 Payable to Counties........... .
Fuel and Petroleum Products ......... .3681-89.2 Salary ..o 8580 et seq.
Glass and Windshield Replacement..........c.cccovvveeennne. 4115 SECUMNLY OF v 8041-41.1

Handicapped, Equipped for .........cccccoeuue. ..4100 Signatures REQUITEM ...........cceeiinirenieieee e 8041
Home-to-Office Use of and Home Storage . ..4109 Uncashed or unclaimed . 8042, 8281, 18424.1-24.7
1dentification ..........ccccoevevneeieiinseeee ..4104 Undelivered Salary .........ccooveeeniinnseeiennesseeeneens

Inspection ...... 4113 Unsigned Checks Received (Endorsement)...
Insurance .............. ..2440 Unused Checks, Disposal Of............ccccoevnnnicinnnccieens

Liability Insurance ..2420
Maintenance ................. 4101 WATER, BOTTLED.......ccooiiiiriiniccee 3571.2, 3612
Maintenance Standards ... ..4101
NMSUSE OF oo 4105 WITHDRAWALS BY CHECK ......cccoieinenec e 8040-48
Modification.. 3620.2, 4103
POOIVERICIES oo 4100 WITNESS, COURT (See TIME OFF)
Charges for ........ceueuune ..3629 ,
Preventive Maintenance ... 4101 WORKERS’ COMPENSATION (See INSURANCE)
PUICNBSE ... - 4110-12, 6220 DESKTOP AND MOBILE COMPUTING
Responsibility for ... 4100 et seq. S
DEfiNItIONS ...cveviiicce e 4989.1
Safety Standards... ...3622-22.4 .
Special P 36202 EXCIUSIONS.......covvvveicnnnne ..4989.2
SE?S;SS e Al 1'3 Roles and_Responsibilities ..........ccovvrreeieiennnniciens 4989.3
TrAVEL LOGS o 4107 Statewide POICY ......covovvvvieiiireccensee 4989-4989.
Use Private/State-Owned.... ~0750 WORKING CAPITAL AND REVOLVING FUNDS.......... 13400
Usage Report........c.ccceveenee ..4106
Utilization, Responsibility for. ..4105 X
Window Decals and INSignia ............cccvvevrrreereerrieeenns 4115 e
VENDING MACHINES.......cccooiiiieiseise e 1322.1 -Y-
VERIFICATION OF ACCOUNT BALANCES...........cccovnnnnen 7921 YEAR-END ACCRUALS ......oovvvvvvinvnnnnnnnnss 8380, 8860, 10600-15
VOUCHERS, PURCHASE AND EXPENSE CLAIMS YEAR-END REPORTS.......cooi 7950 et seq.
FILED WITH STATE CONTROLLER.........cccccvverene. 8422
7
“W-
WAGES (See SALARY)
WAREHOUSING, EQUIPMENT ..ot 3536
WAREHOUSE FACILITIES ..o 1322.1
WAREHOUSING, SUPPLIES .......ccccoieiieireveneesieisie e 3535
WARRANTIES, MANUFACTURER’S
EQUIPMENT ..ot 3515
WARRANTS
Aleration or FOIgerY.........cccieiinnniiieieerieseecies 8041.1

Canceled............... ..8042, 8281,8580.5, 8830, 18424.
CheCK DIraWn .......ceiciiieteceesee et 8041

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

INSEPUCLIONS ... 8020-99
Check Stock.............. .3696.1-96.3
Deceased EMPIOYEE ......cccovvirrireriinieeeess s 8477.1
Delivery of Claim or Invoice,

Payment for ........covveeiiinneecenens 8041.2, 8422.6

Deceased Employee, Payable to ...........cccovveneee 8477.1

Salary Warrants..........cccoeeveeee .8580-80.5
Disbursement by Controller...........cccoeeeoiinncicninne 8421-27
Dishonored Checks.............. 8043-43.1, 10511
Disposal of Check StOCK..........cccoevirvrrierciiiireecennines 1750
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