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In following the recommendations presented by State Software Development Team (SSDT), we acknowledge and accept the recommendations below and are confident we have sufficient records preserved.  

	Reports 
	Resource 
	Functions/ Use Cases
	Additional Recommendations/Caveats
	Recommended Archive Location

	Payroll 
	PAYROLL CD
	Payroll
	Review for any gaps and regenerate if necessary. Keep all available.
	Stored in USPS File Archive 

	
	MONTHLY CD
	Accounting
	Review for any gaps and regenerate if necessary. Keep all available.
	Stored in USAS File Archive

	
	FISCAL CD
	
	Review for any gaps and regenerate if necessary. Keep all available.
	Stored in USAS File Archive

	
	EIS CD
	Inventory
	Review for any gaps and regenerate if necessary. Keep all available.
	District Preference, zipped files sent to district

	ABS 101
	PAYROLL CD
	Attendance
	Was available in Payroll CD in 2004. Keep all available.
	Stored in USPS File Archive

	STRS AD
	PAYROLL CD
	STRS
	Keep all available. 
	Stored in USPS File Archive

	Calendar Report
	CALRPT
	
	This report is not in the PAYCD and would be useful/needed to verify contract or attendance days. The ABS101 has the absence but not attendance (for regular employees) so if someone was looking for attendance the only way to verify would be to look at the calendar. Keep all available. 
	Optional/District Preference

	Job History
	JOBHIS
	
	Need to preserve Job History. Keep all available.
	Optional/District Preference

	Workman's Comp
	Work Comp and Work Comp1 files
	Used to calc district workers comp liability; Calc FY payables on wages paid since Jan. but no paid out. Not sure if ever asked to go back to these files. Only current.
	No need to preserve beyond current year. 
	Optional/District Preference

	RITA
	RITA Submission Files
	
	Go back six years.
	Stored locally at ITC

	City Tax
	City Tax Submission Files
	
	Go back six years.
	Stored locally at ITC

	EMIS
	EMIS
	EMIS preservation
	Go back seven years; in data collector after 2015. Districts would have to download any report they wish to preserve. Be sure to include per diem and excess costs.
	District Preference

	Accounts Receivable
	ARF's ARTRAN and ARDETL
	
	Keep all available. Data from these are part of the Redesign extract/export. Reports should be run. 
	NA







	Reports 
	Resource 
	Functions/ Use Cases
	Additional Recommendations/Caveats
	Recommended Archive Location

	W2 Mast
	W2 Mast
	Sent to Feds and State
	Master back six years.
	Stored locally at ITC

	W2s
	PAYROLL CD
	Personal W2s 
	Go back six years.
	Stored locally at ITC/On-Base/ USPS File Archive

	W2 CCA
	W2 CCA
	Similar to RITA
	Go back six years.
	Stored locally at ITC

	1099 Files
	1099 Submission Files
	1099 wages, salaries, and tips
	Go back six years.
	Stored locally at ITC/On-Base/ USAS File Archive



Please contact MVECA Fiscal Team if you have any questions/concerns.
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