RECORDSRETENTION AND DISPOSITION SCHEDULE
Administration, Department of. Procurement Division.
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Agency: Procurement Division Division:
ITEM| RECORD TITLE/DESCRIPTION RETENTION PERIOD
NO.| SERIES (This Retention Schedule is approved on a space-available basis)

1(2015-34 |PROCUREMENT EXPENDI TURE RECORDS TRANSFER hard copy records to the RECORDS
The Procurenment Division's copy of expenditure and contract | CENTER after the end of the fiscal year.
records from other agencies which are subnmitted to the DESTROY after an additional ten (10) years
division as part of its procurenment function: in the RECORDS CENTER and after receipt of

STATE BOARD OF ACCOUNTS Audit Report and
Budgetary records pertaining to | apsed (expired) satisfaction of unsettled charges. DELETE
appropriations and all otments: Request for Allotnent, el ectronic records after ten (10) years and
Advi ce of Allotnment, Transfer Request, Budget Request after recei pt of STATE BOARD OF ACCOUNTS
Forns, Docunent Control Register, O her Supporting Audit Report and satisfaction of unsettled
Budget ary Records. Expenditure Records for Conpl eted char ges.

Transactions: Purchase Order, including any correspondi ng
Advi ce of Change, Requisition, Invoice Voucher and

Recei ving Report, Cd aim Voucher, Travel Voucher and Voucher
Abstract, Mdtor Pool Records, Special Disbursing Oficer
Records, O her Supporting Expenditure Records. Requests for
Suppl i es. Request For Proposals - Disclosure subject to IC
5-22-18-4 during the process of negotiation, register of
proposal s prepared and open for public inspection after the
award of contracts, |C 5-22-18-4. Conputer Printouts of

Fi nancial Activity, as applicable. Qut of State Travel
Requests, Fixed Asset |nventories. Tel ephone Cost

Al l ocation Listing received fromthe |Indiana Ofice of
Technol ogy and any Long Di stance Tel ephone Logs, SF 6856 or
its equivalent. Contracts and Leases: All expenditure
records related to contracts with vendors or other units of
government to provi de goods or services, including Broad
Agency Announcenents.

Ret ention consistent with 1C 34-13-1-1 and the General
Ret enti on Schedul e.

Approved by the Indiana Oversight Committee on Public Records
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