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Subject PROCESSING
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The warrant register is supporting documentation for cash disbursements made by the department
and should be retained by the department until the records have been audited. Disposition of
warrant registers should be in accordance with schedules established in the Records Management
Manual.

1. After the documents have gone through the warrant writing process, the warrants are returned
to the department for the proper distribution. A printout, which is referred to as the "Warrant
Register" is returned to the department with the warrants.

2. The warrant register is used for record keeping and posting verification purposes.
3. The warrant register is sorted by:

1) Fiscal Year

2) Appropriation Number

3) Document number/id within the accounting codes

The warrant register lists the following: /3 warrant numbers begin with 6 and EFT remittance
advice numbers begin with 8.

a. Date the warrants were issued.
b. To whom the warrants are payable.
c. The document number/id.
d. The account code number as it appears in the fund accounting detail.
e. The reference number. (Vendor Customer number)
f.  The warrant number.
g. The detail amount for each line item.
h. The total amount of the warrant.
4. The amount of warrants written should be deducted from the department's account balances.

5. If the warrant register is not included with the warrants or if it should be lost, DAS-SAE-Daily
Processing will reproduce any warrant register upon request.

6. See page 2 of this procedure for an example of a warrant register.
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Example of a Warrant Register

EUN SDRT: 625

S625I12400000008

REFORT ID J625I124-REGC (3) THE FOLLOWING RECULAR
SYSTEM IFAS WERE ISSUED 02/19/199%
(c)

k) DOCUHENT (d)

HAHE HUMBER ACCOUNMT WUHBER
MEW EMGLAMD LIFE GZ5XVO48010 08TT 99 625 00ls 5116
JACKSON MATIOMAL LIFE  &25XVO48050 0877 99 &25 [ 1319 5116
AMERICAN MUTUAL LIFE IN &£25XVO48085 0877 99 625 [ 13T 5116
DEWAYHE H. HOFFHAMH G25XX025001 0BTT 99 &25 0015 5600
SUE COLLINS G2EXX025002 0BTT 99 625 [ 1311 5600
DOMALD WHITSOM 625XXOZ5003 0BT7 99 625 0015 S600
WAYNE STEVENSON 625XAOZE004 0BTT 99 625 00ls 5600
CARDL SWANSOM G25XN0Z5005 0877 97 625 ools 5600
CHARLES TIGHE 625XX02Z5006 0877 99 625 001s 5600
JOMM D LARSON 62EXX0ZE00T 0BTT 99 &£25 o001s 5600
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(g) a0 .00=
05, BEn
540.008
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52.02=
5,999.97n
672.21m
251.0%=
10,805.11s
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17,825.42
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17,825.492



