
APPENDIX A 
Federal Agencies= Grants Management Common Rule 

(Federal Register, March 11, 1988, page 8034) 
 

Agency CFR Reference 
Department of Agriculture 7 CFR Parts 3015 and 3016 
Department of Energy 10 CFR Part 600 
Small Business Administration 13 CFR Part 143 
Department of Commerce 15 CFR Part 24 
Department of State 22 CFR Part 135 
Department of Housing and Urban Development 24 CFR Parts, 44, 85, 111, 511, 570, 

571, 575, 590, 850, 882, 905, 941, 
968, 970, and 990. 

Department of Justice 28 CFR Part 66 
Department of Labor 29 CFR Part 97 
Federal Mediation and Conciliation Service 29 CFR Part 1470 
Department of Defense 32 CFR Part 278 
Department of Education 34 CFR Parts 74 and 80 
National Archives and Records Administration 36 CFR Part 1207 
Veterans Administration 38 CFR Part 43 
Environmental Protection Agency 40 CFR Parts 30, 31, and 33 
Department of the Interior 43 CFR Part 12 
Federal Emergency Management Agency 44 CFR Part 13 
Department of Health and Human Services 45 CFR Parts 74 and 92 
National Science Foundation 45 CFR Part 602 
National Foundation on the Arts and Humanities: 
     National Endowment for the Arts 45 CFR Part 1157 
     National Endowment for the Humanities 45 CFR Part 1174 
     Institute of Museum Services 45 CFR Part 1183 
ACTION 45 CFR Part 1234 
Commission on the Bicentennial of the United 45 CFR Part 2015 
     States Constitution 
Department of Transportation 49 CFR Part 18 
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APPENDIX B: INDEX TO COMMON FORMS 

 
Form & Report Number 

 
Schedule Number 

 
Item Number 

 
AGS-16,17A, 17B, 18, 34 

 
6 

 
 6.6 

 
AMD-MP-001, AMD-MP-002 

 
3 

 
3.C-9a 

 
ARM 1, ARM 2, ARM 3 

 
7 

 
7.6b 

 
ARM 4 

 
7 

 
7.5 

 
ARM 5 

 
7 

 
7.3 

 
ARM 6 

 
7 

 
7.2 

 
ARM 7 

 
7 

 
7.4 

 
DPS 5 

 
4 
5 

 
4.4 

5.13 
 

DPS 7 
 

5 
 

5.21 
 

E-1 
 

5 
 

5.27 
 

Form 410 
 

5 
 

5.30 
 

Form 411 
 

5 
 

5.29 
 

G-1 
 

5 
 

5.20 
 

G-2 
 

5 
 

5.22 
 

HRD 10 
 

4 
5 

 
4.5 

5.24 
 

HRD 305 
 

5 
 

5.7 
 

HRD 315 
 

5 
 

5.5 
 

HRD 330 
 

5 
 

5.6 
 

HRD 391 
 

5 
 

5.9 
 

HRD 392 
 

5 
 

5.8 
 

HRD 397, 398, 399 
 

5 
 

5.14 
 

HW-2  
 

4 
 

4.9 
 

HW-4 
 

4 
 

4.6 
 

I-9 
 

5 
 

5.12 
 
IRS Form 1096, IRS Form 1099 

 
4 

 
4.8 

 
MBP 405 

 
3 

 
3.D-3c 

 
MBP 420 

 
3 

 
3.D-3a 

 
MBP 422, 425 

 
3 

 
3.D-3b 
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APPENDIX B: INDEX TO COMMON FORMS 

 
Form & Report Number 

 
Schedule Number 

 
Item Number 

 
MBP 430 

 
3 

 
3.D-3a 

 
MBP 435, 440, 442, 444, 445 

 
3 

 
3.D-1 

 
MBP 452 

 
3 

 
3.D-2a 

 
MBP 453, 454 

 
3 

 
3.D-2b 

 
MBP 461, 462 

 
3 

 
3.C-4 

 
MBP 470 

 
3 

 
3.D-1 

 
MBP 477 

 
3 

 
3.D-2c 

 
MBP 490 

 
3 

 
3.D-3d 

 
MDB 012, 020 

 
6 

 
 6.6 

 
MDB 033 

 
6 

 
 6.7 

 
MDB 042 

 
6 

 
 6.9 

 
MDB 050, 070, 072 

 
6 

 
 6.10 

 
N-1, N-2 

 
5 

 
5.27 

 
OSHA No. 101, 200, 200-S, 

300, 300A, 301 

 
5 

 
5.31 

 
PCP-2 

 
5 

 
5.28b 

 
PRD 401 

 
4 

 
4.1 

 
PRE 314 

 
4 

 
4.1 

 
PRE 315 

 
4 

 
4.18 

 
PRE 321 

 
4 

 
4.19 

 
PRE 323 

 
4 

 
4.3 

 
PRW 231 

 
4 

 
4.17 

 
PRW 241 

 
4 

 
4.1 

 
RMA-001, RML-001, RMP-001, 

RMTC 

 
1 

 
1.9 

 
SA-1 

 
7 

 
7.2 

 
SAF A-01, SAF A-08, SAF A-15, 

SAF A-19 

 
3 

 
3.B-1 

 
SAF A-20 

 
3 

 
3.D-8 

 
SAF A-21 

 
3 

 
3.B-1 
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APPENDIX B: INDEX TO COMMON FORMS 

 
Form & Report Number 

 
Schedule Number 

 
Item Number 

 
SAF A-27 

 
3 

 
3.D-6 

 
SAF A-28 

 
3 

 
3.D-7 

 
SAF A-30 

 
3 

 
3.A-9 

 
SAF A-42, SAF A-43, SAF A-44, 

SAF A-45, SAF A-46 

 
3 

 
3.D-5b 

 
SAF A-47 

 
3 

 
3.D-5a 

 
SAF A-50, SAF A-51, SAF A-52, 
SAF A-53, SAF A-54, SAF A-55, 

SAF A-57, SAF A-71 

 
3 

 
3-D-4 

 
SAF B-10 

 
3 

 
3.A-6 

 
SAF B-13, SAF B-14 

 
3 

 
3.A-1 

 
SAF B-24 

 
3 

 
3.A-3 

 
SAF B-31 

 
3 

 
3.A-2 

 
SAF C-02, SAF C-03, SAF C-

04, SAF C-06, SAF C-07 

 
3 

 
3.C-3b 

 
SAF C-08 

 
3 

 
3.C-4 

 
SAF C-12, SAF C-13 

 
3 

 
3.D-4 

 
SAF C-30 

 
3 

 
3.C-6 

 
SAF C-31, SAF C-32 

 
3 

 
3.C-9b 

 
SAF C-33 

 
3 

 
3.C-9c 

 
SAF C-41 

 
3 

 
3.C-3a 

 
SAF C-53 

 
3 

 
3.C-5c 

 
SAF C-58 

 
3 

 
3.C-5d 

 
SAF C-60, SAF C-61, SAF C-

62, SAF C-62, SAF C-63 

 
3 

 
3.C-5b 

 
SAF D-51 

 
4 

 
4.14 

 
SAF D-52, SAF D-55, SAF D-56 

 
4 

 
4.11 

 
SAF D60, SAF D-62, SAF D-63, 

SAF D-66 

 
4 

 
4.10 

 
SAF D-67 

 

 
4 
5 

 
4.10 
5.28a 

 
SAF D-70, SAF D-71 

 
4 

 
4.13 
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APPENDIX B: INDEX TO COMMON FORMS 

 
Form & Report Number 

 
Schedule Number 

 
Item Number 

 
SAF D-94 

 
4 

 
4.2 

 
SBD-1931 

 
4 

 
4.10 

 
SF-4 

 
5 

 
5.10 

 
SF-5A, SF-5B 

 
4 

 
4.4 

 
SPO  Forms 1, 1A, 1B,  2, 3, 7, 
7A, 7B, 8, 9, 10, 12, 13, 14, 15, 

16 

 
6 

 
 6.1 

 
SPO Forms 5, 5A, 5B 

 
6 

 
 6.2 

 
W-2  

 
4 

 
4.9 

 
W-4 

 
4 

 
4.6 

 
W-5 

 
4 

 
4.7 

 
WC-1 

 
5 

 
5.31, 5.32 
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APPENDIX C: SUBJECT INDEX 
 

            RECORDS SERIES SCHEDULE NO. ITEM NO. 
 
Accident Reports and Claims 1 1.9 
 
Accounting Records (except Payroll) Schedule 3 
 
Accounts Receivable Ledgers 3 3.A-5 
 
Accounts for Securities Held in Safekeeping after Return 3 3.D-12 
 
Administrative Rules: Hearing Records 1 1.11 
 
Administrative Records Schedule 1 
 
Administrative Databases 1 1.23 
 
Advance Payment of Earned Income Credit 4 4.7 
 
Affidavit Relative to Wrong Warrant / Check Payment 3 3.C-5 
 
Agency Internal Journal Entry and supporting documents 3 3.D-8 
 
Alcohol and Drug Testing Records 5 5.36 
 
Allotment Advice for CIP and Special Purpose Funds 3 3.B-1 
 
Americans with Disabilities Act of 1990, Records on self-evaluation 
     of physical facilities, as required under the 8 8.4 
 
Application for Investments 3 3.A-9 
 
Application for Leave of Absence 5 5.20 
 
Application for Civil Service Position 5 5.5 
 
Application Data Survey Form (ADSF) 5 5.6 
 
Application for Transfer of Vacation & Sick Leave 5 5.22 
 
Appointment books - documenting employee activities 1 1.16 
 
Appointment Approval, Request for 5 5.14 
 
Appropriations and Allotments Reports 3 3.D-2 
 
Appropriation Warrant 3 3.B-1 
 
Appropriation & Expenditure Reports 3 3.D-3 
 
Appropriation and Budgetary Allocation Forms 3 3.B-1 
 
Assignment of Money By Party to Whom State is Directly Indebted 3 3.C-6 
 
Attendance & Leave Record Card 5 5.21 
 
Attorney General Opinions 1 1.8 
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APPENDIX C: SUBJECT INDEX 
 

            RECORDS SERIES SCHEDULE NO. ITEM NO. 
 
Audio Recordings of Meetings Made Exclusively for Note-taking 1 1.27 
 
Audit Reports 3 3.D-10 
 
Authorization to Purchase Outside of State Procurement Office 6 6.2 
     Price List, Request for 
 
Automobile Travel Records 3 3.C-9 
 
Award Records, Incentive and Service 5 5.34 
 
Bank Statements and Related Records 3 3.A-8 
 
Bank Deposit Slips / Receipts 3 3.A-8 
 
Batching Documents and Related Documents, Accounting System 3 3.D-5 
 
Bill for Collection 3 3.A-6 
 
Budget Management Reports 3 3.D-1 
 
Budget Planning Records Schedule 2 
 
Budget Execution Records 2 2.2 
 
Budget Development Records 2 2.1 
 
Building Repair - Requests 1 1.28 
 
Calendars - documenting employee activities 1 1.16 
 
Cancelled Checks 3 3.A-8 
     (for Checks Issued in Lieu of Warrants - see Checks Cancelled) 
 
Cash Overage / Shortage 3 3.A-7 
 
Cash Receipts 3 3.A-3 
 
Cashed Checks of Legislature 3 3.C-5 
 
Certificates of Destruction of Bonds and Interest Coupons 3 3.D-11 
 
Certification for Compensation 4 4.12 
 
Certification of Eligibles 5 5.7 
 
Check Registers 3 3.A-8 
 
Checks Issued in Lieu of Warrants - Correction Records 3 3.C-5 
 
Checks Cancelled 3 3.C-5 
 
CIP Projects - see Public Works Construction Project Files 
 
Circulars, Official Memoranda & 1 1.6 
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APPENDIX C: SUBJECT INDEX 
 

            RECORDS SERIES SCHEDULE NO. ITEM NO. 
 
Civil Service Position, Application for 5 5.5 
 
Claim for Void Check 3 3.C-5 
 
Claim for Non-Received Check 3 3.C-5 
 
Claim for Lost Check 3 3.C-5 
 
Class Specifications 5 5.1 
 
Classification & Pricing Appeal Records 5 5.3 
 
Committee and Conference Files 1 1.1 
 
Compensatory Time Off - see Premium Pay Records 
 
Computer Files - see Electronic Records 
 
Construction Drawings, Plans, Specifications - Final 8 8.2 
 
Construction Project Files 8 8.1 
 
Contract Input 3 3.C-3 
 
Contracts - see Purchase of Services  
 
Correction Slips, Pre-Audit 3 3.C-3 
 
Correspondence, Official 1 1.2 
 
Correspondence, General 1 1.3 
 
Correspondence, Duplicate Files of 1 1.4 
 
Credential Files 9 9.4 
 
Criminal History Record Clearance, Request for 5 5.11 
 
Daily Cycle Reports (Payroll) 4 4.15 
 
Data Entry / Input Forms, Accounting System 3 3.D-4 
 
Databases, Administrative 1 1.23 
 
Deed of Gift (ARM 2) 7 7.6 
 
Dental Patient Records 10 10.2 
 
Departmental Rules and Regulations - see Hawaii Administrative Rules 
 
Deposit Slips / Receipts 3 3.A-8 
 
Detail Inventory of Property 6 6.7 
 
Detail Inventory Reports 6 6.10 
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APPENDIX C: SUBJECT INDEX 
 

            RECORDS SERIES SCHEDULE NO. ITEM NO. 
 
DHRD Sponsored Classes Registration Forms  5 5.30 
 
Diaries - documenting employee activities 1 1.16 
 
Direct Hire Candidates, List of  5 5.8 
 
Direct Hire Appointment, Notification of 5 5.9 
 
Directives, Manuals, & Handbooks, Official 1 1.7 
 
Discrimination Files 5 5.26 
 
Disposal Application 6 6.6 
 
Documentation - Electronic Records 11 11.3 
 
Drafts, Preliminary 1 1.26 
 
Drug Testing Records, Alcohol and 5 5.36 
 
Earned Income Credit, Advance Payment of 4 4.7 
 
EEO Complaints 5 5.26 
 
Electronic Mail Records 11 11.7 
 
Electronic Mail Records (E-mail) [non-substantive official information] 1 1.20 
 
Electronic Records Schedule 11 
 
Electronic Spreadsheets 1 1.24 
 
Eligibles, Certification of  5 5.7 
 
Emergency Procurement, Request for 6 6.1 
 
Employee Performance Appraisal 5 5.18 
 
Employee Personnel Action Report 5 5.13 
 
Employee Selection Records: Civil Service Employees 5 5.10 
 
Employment Eligibility Verification 5 5.12 
 
Encumbrance Advice 3 3.C-3 
 
Encumbrance Forms and Related Records 3 3.C-3 
 
Equipment Maintenance Agreement 3 3.C-2 
 
Estimated Receipts Input 3 3.A-2 
 
Exemption from Chapter 103D, HRS, Request for 6 6.1 
 
Expenditure Plan records 2 2.2 

Appendix C - 4 



APPENDIX C: SUBJECT INDEX 
 

            RECORDS SERIES SCHEDULE NO. ITEM NO. 
 
Expenditure Report for Personnel Services 4 4.19 
 
Expenditures 3 Part 3.C 
 
Exposure to Toxic Substances and Harmful Agents, Employee  
     Records Relating to 5 5.35 
 
Extension of Contract Time, Request for 6 6.1 
 
Facilities Construction and Management Records Schedule 8 
 
Facsimile (fax) cover sheets and confirmation sheets 1 1.20 
 
Fax logs 1 1.18 
 
Federal & State Withholding Exemptions 4 4.6 
 
Fees & Benefits, Statement of: Non-employee 4 4.8 
 
Files / Records Created to Create, Use, and Maintain Master 11 11.6 
     Files or Databases - Electronic Records 
 
Final Construction Drawings, Plans and Specifications 8 8.2 
 
Forklift (Lift Truck) Safety Inspection Reports 6 6.12 
 
Formal Requests for Government Information 1 1.17 
 
General Ledgers (Noncomputerized) 3 3.D-9 
 
General Records Schedules 7 7.1 
 
Grant Records 2 2.3 
 
Government Information, Formal Requests for 1 1.17 
 
Grievance Files 5 5.25 
 
Handbooks, Official 1 1.7 
 
Hawaii Administrative Rules 1 1.5 
 
Health Care Records Schedule 10 
 
Health Fund Enrollment Forms 5 5.27 
 
Historical Records, Records involved in Receipt and/or Transfer of 7 7.6 
 
Imprest Records - See: Petty Cash Records 
 
Incentive and Service Awards Program Records 5 5.34 
 
Incident Reports, Security 9 9.3 
 
Indexes, Reference Guides, Finding Aids, etc. 1 1.21 
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APPENDIX C: SUBJECT INDEX 
 

            RECORDS SERIES SCHEDULE NO. ITEM NO. 
 
Indexes for Electronic Records 11 11.4 
 
Input Forms, Accounting System 3 3.D-4 
 
Input Records / Source Documents - Electronic Records 11 11.1 
 
Insurance - see Risk Management 
 
Insurance Benefits Enrollment Forms 5 5.27 
 
Inventory Schedule 6 
 
Inventory Change Register 6 6.9 
 
Inventory of Property, Detail 6 6.7 
 
Inventory Reports, Detail 6 6.10 
 
Inventory Transaction Register 6 6.6 
 
Investments, Application for 3 3.A-9 
 
Invoices, Vendor 3 3.C-3 
 
Job Announcements 5 5.4 
 
Journal Voucher 3 3.D-6 
 
Key Accountability Files (security records) 9 9.5 
 
Leasing of Private Office Space Records 8 8.3 
 
Leave of Absence, Application for 5 5.20 
 
Leave Sharing Program Records 5 5.23 
 
Leave Sign-up Sheets 5 5.19 
 
Legal Opinions - Attorney General 1 1.8 
 
Legislative Files 1 1.12 
 
Liability - Release Forms 1 1.10 
 
Listing of Recipients (W-2 and HW-2) 4 4.9 
 
Lift Truck – see Forklift 
 
Loan Authorization and Receipt (ARM 1) 7 7.6 
 
Lost Check 3 3.C-5 
 
Mail Control Records 1 1.18 
 
Mailing Lists 1 1.19 
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APPENDIX C: SUBJECT INDEX 
 

            RECORDS SERIES SCHEDULE NO. ITEM NO. 
 
Maintenance Records - Equipment 6 6.11 
 
Maintenance Requests 1 1.28 
 
Manuals, Official 1 1.7 
 
Medical and Insurance Benefits Enrollment Records 5 5.27 
 
Medical Records 10 10.1 
 
Memoranda & Circulars, Official 1 1.6 
 
Mileage, Automobile 3 3.C-9 
 
Minutes 1 1.1 
 
News Releases 1 1.13 
 
Notification for Records Destruction (ARM 4) 7 7.5 
 
Notification of Personnel Action - see Personnel Action, Notification of 
 
Notification of Temporary Assignment 4 4.5 
 and 
 5 5.24 
 
Occupational Injury - see Workers= Compensation 
 
Official Personnel Folder (OPF) 5 5.15 
 
OPF for Transferred Employee 5 5.16 
 
Organizational Files 1 1.14 
 
OSHA Forms 5 5.31 
 
Out-Service Training, Request for Approval of 5 5.29 
 
Overtime Authorization 4 4.12 
 
Passbooks 3 3.A-8 
 
Payroll - Daily Cycle Reports 4 4.15 
 
Payroll Adjustment Forms 4 4.13 
 
Payroll Assignments 4 4.10 
 
Payroll Change Schedules 4 4.2 
 
Payroll Expenditure Distribution 4 4.18 
 
Payroll Expenditure Distribution Summary Sheet 4 4.3 
 
Payroll Labor Distribution 4 4.17 
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APPENDIX C: SUBJECT INDEX 
 

            RECORDS SERIES SCHEDULE NO. ITEM NO. 
 
Payroll Records Schedule 4 
 
Payroll Registers 4 4.1 
 
Payroll Transaction Register 4 4.16 
 
Performance Appraisal, Employee 5 5.18 
 
Personnel Action, Notification of 5 5.13 
 and 
  4 4.4 
 
Personnel Folder, Official (OPF) 5 5.15 
 
Personnel Folder, Official (OPF) for Transferred Employee 5 5.16 
 
Personnel Records Schedule 5 
 
Petty Cash Records 3 3.C-7 
 
Position Descriptions 5 5.2 
 
Pre-Audit Correction Slips 3 3.C-3 
 
Preliminary drafts of letters, memoranda, reports, worksheets, and 
     internal notes 1 1.26 
 
Premium Conversion Plan Forms 5 5.28 
 
Premium Pay Attendance Sheets 4 4.12 
 
Premium Pay Records 4 4.12 
 
Price List Waivers 6 6.2 
 
Private Office Space - Leasing Records 8 8.3 
 
Procurement & Property Management Records Schedule 6 
 
Procurement  Files 6 6.1 
 
Procurement Violation: Report of Findings and Corrective Actions; 
     Request for After-the-Fact Payment Approval 6 6.1 
 
Professional Services, Public Notice of 6 6.3 
 
Program Financial Plans, Program Memoranda, Program 2 2.1 
     Structure Reviews, etc. 
 
Project Working Papers 1 1.22 
 
Property Inventory Reports 6 6.6 
 
Property Management Records Schedule 6 
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APPENDIX C: SUBJECT INDEX 
 

            RECORDS SERIES SCHEDULE NO. ITEM NO. 
 
Public Relations Files 1 1.13 
 
Public Works Construction Project Files 8 8.1 
 
Purchase of Health and Human Services: Procurement Files 6 6.4 
 
Purchase of Health and Human Services: Registration Statement of 6 6.5 
     Health and Human Services Provider Responsibility – Applicant 
     Deemed not qualified 
 
Purchase of Services 3 3.C-1 
 
Purchase Order, Requisition and 3 3.C-3 
 
Purchase Orders, Register of  3 3.C-3 
 
Real Property Documents, Valuation of 6 6.8 
 
Receipt Book 3 3.A-3 
 
Record of Transfer and Receipt (ARM 3) 7 7.6 
 
Record Destruction, Report of (ARM 7) 7 7.4 
 
Recordings of Meetings Made Exclusively for Note-taking, Audio 1 1.27 
 
Records Inventory Worksheet (ARM 6) 7 7.2 
 
Records Management Schedule 7 
 
Records Transfer List (SA-6) 7 7.6 
 
Records Transfer/Storage List (ARM 5) 7 7.3 
 
Regulations 1 1.5 
 
Remittance Advice for Replenishment of Petty Cash Funds 3 3.C-7 
 
Reorganization Proposals 1 1.14 
 
Repair and Maintenance Projects - see Public Works Construction Project Files 
 
Reports: Daily, weekly, monthly and other periodic reports 1 1.15 
     submitted for tabulation purposes 
 
Request for Allotment/Allotment Advice 3 3.B-1 
 
Request for Approval of Out-Service Training (OSTR, Form 411) 5 5.29 
 
Request for Authorization to Purchase Outside of State 6 6.2 
    Procurement Office Price List 
 
Request for Criminal History Record Clearance 5 5.11 
 
Request for Emergency Procurement 6 6.1 

Appendix C - 9 



APPENDIX C: SUBJECT INDEX 
 

            RECORDS SERIES SCHEDULE NO. ITEM NO. 
 
Request for Exemption from Chapter 103D, HRS 6 6.1 
 
Request for Extension of Contract Time 6 6.1 
 
Request for Government Information, Formal 1 1.17 
 
Request for Restrictive Specifications 6 6.1 
 
Request for Transfer of Funds 3 3.B-1 
 
Request to Use an Alternative Procurement Method 6 6.1 
 
Request to Create / Change Petty Cash (Imprest) Fund 3 3.C-7 
 
Requisition and Purchase Order 3 3.C-3 
 
Requisition for Services or Supplies 3 3.C-3 
 
Restrictive Specifications, Request for 6 6.1 
 
Risk Management Files 1 1.9 
 
Rosters 1 1.19 
 
Rules and Regulations - see Hawaii Administrative Rules 
 
Sales Journal 3 3.A-4 
 
Schedules of Daily Activities 1 1.16 
 
Scrapbooks, photographs, articles, program notes, etc. 1 1.13 
 
Securities Held in Safekeeping after Return, Accounts for 3 3.D-12 
 
Security and Protective Services Records Schedule 9 
 
Security Backup File - Electronic Records 11 11.2 
 
Security Incident / Violation Reports 9 9.3 
 
Security Logs 9 9.1 
 
Sole Source Records 6 6.1 
 
Special Purpose Programs - Electronic Records 11 11.5 
 
Speeches, addresses and comments 1 1.13 
 
Spreadsheets, Electronic 1 1.24 
 
Statement of Completed Travel (Intra-State and Out-of State) 3 3.C-8 
 
Statement of Fees & Benefits: Non-employee 4 4.8 
 
Stop Payment for Payroll 4 4.14 
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APPENDIX C: SUBJECT INDEX 
 

            RECORDS SERIES SCHEDULE NO. ITEM NO. 
 
Stop Payment Notice 3 3.C-5 
 
Summary Warrant Voucher 3 3.C-4 
 
Supervisor’s Informational Personnel File & Duplicate OPF Documents 5 5.17 
 
Temporary Assignment, Notification of 4 4.5 
 and 
 5 5.24 
 
Temporary Disability Insurance Case Records 5 5.33 
 
Testimonies, Legislative 1 1.12 
 
Time Sheets 4 4.11 
 
Toxic Substances and Harmful Agents – Employee Records 5 5.35 
 
Training - see Out-Service Training 
 
Transfer of Funds, Request for 3 3.B-1 
 
Transfer of Vacation & Sick Leave, Application for 5 5.22 
 
Travel Approvals and Statements 3 3.C-8 
 
Travel Records - Automobile 3 3.C-9 
 
Treasury Deposit Receipts 3 3.A-1 
 
Universal Input Form 3 3.D-7 
 
Valuation of Real Property Records 6 6.8 
 
Variance plans - see Budget Execution Records 
 
Vendor Invoices 3 3.C-3 
 
Visitor Control Files 9 9.2 
 
Wage and Tax Statements (W-2 & HW-2) 4 4.9 
 
Warrant / Check - Correction Records 3 3.C-5 
 
Withholding Exemptions, Federal & State 4 4.6 
 
Word Processing Files 1 1.25 
 
Work Order Requests for Building Repair & Maintenance 1 1.28 
 
Work Schedules 5 5.19 
 
Workers’ Compensation Records 5 5.32 
 
Working Papers, Project 1 1.22 
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