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3. District Business Office  
 Budget Development Forms 3 
 Budget Transfer Forms 3 
 Cancelled Checks – Revolving Fund/Clearing Account 7 
 Cash Receipts/Deposits 7 
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 Investment Reports 5 
 Receipts for Donations 7 
   
8. Auxiliary Services 
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 Duplicate Copies of Tax Returns/Tax Deposits 5 
 Copies of W-2 (including returned copies) 5 
 Cancelled/Voided Checks 5 
 W-4 and DE4 (Withholding Allowance Certificates) 5 
 Copies of Forms 941, 940, W-3, Schedule A, Schedule B 5 
 Unemployment Reports (DE9423) 5 
   
12. Risk Management  
 Incident Reports 3 
 Property & Liability Reports 7 
 Reports on Theft and Vandalism 5 
   
13.
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 Student Eligibility and Participation Records 5 

 


