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WASHINGTON STATE RECORDS COMMITTEE
RECORDS INVENTORY, DISPOSITION AUTHORIZATION & TRANSFER SCHEDULE
REFERENCE: RCW 40.14
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1. AGENCY TITLE 2. OFFICE OF RECORD 3. RECORDS COORDINATOR OR CUSTODIAN (Typed {540 PHONE NO. | 4._SIGNATURE ) 5. DATE OF SUBMITTAL]
66-6000 d {,J "'IC'.‘ MO. DAY YR
The Evergreen State College Electronic Maintenance & Engineering Jeanine Walker x6069 __/L_‘ psgde [fla b A 6‘"‘ 3- ?7
) 10, INCLUSIVE DATES 14, RETENTION PERIODS
11 LOCATION OF | 12 VOLUME OF| 13, CUT-OFF 15. DISPOSITION
. MO 7. RECORDS SERIES TITLE 8. FUNCTION/PURPOSE OR 16. REMARKS
60 sl Erok o= OTHER COPIES RECORDS Vs Ea L, AUTHORITY NO
1. | cashier Receipt To document monies received OFM [1978 Present| *Cashier Y :dns FY 2 yrs] 0 2 yrs.| 87-6-40169
and paid
*
2. | Purchase Requisition Maintained to verify merchan- |OFM|1980 Present|Purchasing | 8 in. FY 2 yrs. 0 2 yrs| 87-6-40170
ESC01-008R1 dise ordered from vendors.
Used for reference for future
orders
3. | *EME Job Orders Maintained as a record of OFM |1980 Present | Budgetary 12 ins. | FY 2 yrs.) 0 2 yrs.| 87-6-40171
service performed for billings Units
and budget preparation.
4. | *Work Order Log Maintained to trace work ordergOFM|1980 Present 4 ins. FY 2 yrs.| 0 2 yrs.| B7-6-40172
performed.
*
5. | Interbudgetary Transfer | Maintained to verify charges |OFM|1978 Present|Accounting | 6 ins. FY 2 yrs. 0 2 yrs.| 87-6-40173
to customers.
*
6. | Invoice Vouchers A-19 Maintained as a record to OFM | 1979 Present|Accounting | 4 ins. FY 2 yrs.] 0 2 yrs.)Gs-1
charges to outside agencies.
*
7. | Journal Vouchers Maintanined as a record & OFM | 1978 Present|Accounting |1 in. FY 2 yrs.| 0 2 yrs.| 87-6-40174
corrections and cost adjustmentls
*
8. | Telephone billings Maintained to verify monthly |OFM|1978 Present |General 4 in. FY I yr. |0 L yr. | B7-6-40175
phone costs for Personal abuse Services
and budget requests. :
o 87-6-40176
9. | Printing Requests Used to request Printing OFM |1978 Present |*Printing 2 ins. FY 1 yr. | O L yr.
ESC01-131R1 Service and verify costs.
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