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1.| 7Travel Expense Voucher |[To ltemize travel expenses to | OFM | 1971 present|Vendor 7 in. FY |2 yra.| -0- |2 yrs. G5 7
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position Authority Number Vendor
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2.] Involce Vouchera Toc use as vouchers to pay OFM | 1970 present|Vendor 8 in. F¥ 2 yra. |- 2 yra, Gs 1
A-19 copy 3 [vendora when no approved payments® Revieion 1
invoice can be Furnished by Vendor
vendor (This supersedes Dis-
position Autherity Number
GS 1 by lowering the retention
period from 4 years to 2 years
3.| Voucher Distribution To use as vouchers to pay OFM | 1971 present|Vendor 8 in. FY {2 yrs.| -0- |2 yrs. GS 1
Al9-2 copy 2 ) vendors (This supersedes Dis- payments* Revision 1
position Authoricy Number
G5 1 by lowering the retention
period from 4 years to 2 years}
4.| The Evergreen State [Record of materials re- OFM | 1971 present|Purchasing*] 1 co. ff. FY |1 yr. | -0- |1 yrs. | 75-7-12451
College Purchase quested (This supersedes Dis- Revision 1
Requisition copy 2 position Authoricy Number
ESCO1-008 R1 75-7-12451 by lowering che
retention period from
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5. | The Evergreen State To transfer funds between GFM| 1971 [present| General 8 in. FY 2 yrsl -0~ 2 yrse, |75-7-12452
College Budget Adjust- budgeta (This supersedes Dis- accounting® Ravision 1
ment form copy 3 position Auvthority Number Budget
ES5C01-014 RO 75-7-12452 by lowering the office
retention period from
4 years to 2 years}
6. | The Evergreen State Request for plant operation OFM| 1971 [present] Plant 1 cu. fy. FY 2 yrs.f -0- §2 yre.|75-7-12453
College plant operations [work and lcemization of charged operations¥ Revision 1
estimate and job order {This supersedes THspozition Vendor
request copy 3 Authority Wumber 75-7-12453 payments
ESC04-002 RO by lowering the retention
period from 4 years to 2 years]
7. ferscnal Services Agreement betwWeen college and | OFM| 1971 [present Vendor 1 cu. fg. TOC |1 yr. | -0- |1 yr. |75-7-12454
Contract copy 3 consultant (Attached to vouchd payments* Revision 1
er distribution A-19-2) Contract
(This supersedes Digposition aceountant
Auvthority Number 75-7-12454 Consul tant
by lowering the retention
perled from 4 years to 1 year)
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9. | The Evergreen State To record payments, and to OFM | 1971 |present; Vendor 1 cu. ftl ¥FY |2 yvs.| -0- 2 yra. | 75-7-12436
College Field Ordex encumber amounts to be pald payments¥ Revision 1
copy 3 ESC0l-112 RO (This supersedeg Disposition Purchasing
Authority Wumber 75-7-1245& Vendor
by lowering the retention
perlod from & years to 2 years)
B0. | The Evergreen State To transfer funds from one OFM| 1972 [present} Vendor Y ecu. fel FY |2 yrs.| -0- |2 yra.] 75-7-12457
College Inter-Budgerary budget into ancther (This paymencs* Revision 1
Transfer Voucher copy 2 |Supersedes Disposition Author-
ESCO01-0L3 RO ity Humber 75-7-12457 by low-
ering the retention period
from 4 years to 2 years)
11. [ The Evergreen State To avthorize travel giving OFM| 1970 |present] Vendor 4 in. FY 1 yr. =0- |1 yr. 75—?—12458
College Travel Authority |pecessary information (Thise paymeng g Revision 1
copy 2 ESC01-010 Rl supersedes Disposition Author- Vendor
ity Number 753-7-12458 by low-
ering the retention pericd
from 4 years to 1 year)
12.| The Evergreen State Used to assign vehicles (This| OFM| 1371 |presentd Vendor 5 in. FY |1 yr. -0- |1 yr, 75-7-12459
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Ticket copy 2 icy Nomber 753-7-12459 by low- Motor Paol
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13 Frinting Regquisition* Request for Printing OFM | 1972 |present [Vendor 6 1in. us Until |G yra. {Untii 75-7-12460
ESC01-113 RO Copy 1 Printing order order
Services rec'd, rec'd.
or ar
cancl'd cancl'd
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15, General Correspondence |Memos from wvarlous departmentp OFM| 1971 |present 2 cu.frg FY 2 yrs. |0 yra. [2 yrs. G5 9
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16| Ledger Books* Copy 1 Itemized expenditures of each| OFM | 1971 |present| ------ 2 cu_fr| FY 2 yrs. j0 yva. |2 yra. |75-7-12462
academic budget
17 )] Budget Statement Copy 4 |Computerized budget summary |{OFM 1973 |present {General 3 cu.EL ) FY 2 yrs. |0 yrs. |2 yrs. [75-7-12463
for each account Accounting®
Grants &
Contracts
Business
Enterpriseg
Accounting
18] Requisition Book* Copy i{Request for purchase order OFM { 1970 |present| =--——— i cu.fr] FY 2 yrs. |0 yrs. |2 yrs. |75-7-12464
ESCO1-008 R1
19 TESC Position Action To create or change status OFM | 1972 |present |Budget 1 in. FY L yrs. |0 yrs. |1 yrs. |75-7-12465
Form* Capy 1 of an employment position - Office
ESC01-003 RO _
204 TESC Personnel Action Used in position ceontrol for | OFM 1972 present |[Payroll# 4 ip, TOE 1 yr. 0 yrs. |1 yr. 753-7-12466
Form Copy 2 terminpacion, promotion Peraonnel
ESCD1-208 BR1 Budget Offile — . .
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