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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: I/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 

 


