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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Executive

Program: State Treasurer

Program Description:

The State Treasurer serves as a constitutional officer, is a statewide elected official, and is the
chief financial officer for the state with responsibility for the sound management of the state’s
financial resources. The Treasurer receives, and is responsible for, all moneys paid into the State
Treasury, as well as providing investment, banking, and debt services to local governments. The
monies received are managed and protected through prudent investment and cash management
practices. The Treasurer serves on a number of State Boards and Commissions, including the
Municipal Debt Advisory Commission, Oregon Growth Account Board, Oregon Investment
Council, Oregon 529 College Savings Board, Private Activity Bond Committee, State Land
Board, Oregon Council for Knowledge and Economic Development, Oregon Short Term Fund
Board, Oregon Investment Fund, and State Debt Policy Advisory Commission.

Program Records:
001 Calendar
Retain permanently, transfer to State Archives at end of Administration
002 Coin Records
(a) Oregon Trail Commemorative Coin Program Records: Retain permanently, transfer to
State Archives at end of Administration
(b) State Quarter Records: Retain permanently, transfer to State Archives at end of
Administration
003 Executive Staff Meeting Minutes
Retain permanently, transfer to State Archives at end of Administration
004 Investigation and Litigation Files
Retain permanently, transfer to State Archives 5 years after case closed
005 Invitations to State Treasurer
Retain permanently, transfer to State Archives at end of Administration
006 Land Board Meeting Records
Retain permanently, transfer to State Archives at end of Administration
007 Oregon Growth Account Board Records
Retain permanently, transfer to State Archives at end of Administration
008 Oregon Investment Council Records
Retain permanently, transfer to State Archives at end of Administration
009 Press Releases
(a) State Treasurer's Press Releases: transfer to State Archives at end of Administration
(b) All others: Retain until superseded or obsolete, destroy
010 Private Activity Bond Committee Records
Retain permanently, transfer to State Archives at end of Administration
011 Speeches
Retain permanently, transfer to State Archives at end of Administration



012 State Treasurer's Annual Reports

Retain permanently, transfer to State Archives at end of Administration
013 State Treasurer's Biographies and Photos

Retain until superseded or obsolete, destroy
014 State Treasurer's Correspondence

Retain permanently, transfer to State Archives at end of Administration
015 State Treasurer's Subject Files

Retain permanently, transfer to State Archives at end of Administration

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Public Records Disclosure Request Records

Staff Meeting Records

Work Orders

Year 2000 (Y2K) Planning Records

Databases Used:
None



Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Executive

Program: Deputy State Treasurer

Program Description:

The Deputy State Treasurer, along with the Treasurer’s Chief of Staff, takes responsibility for
developing and implementing agency policy. The Deputy State Treasurer is responsible for
administrative oversight of Treasury programs located in the Labor & Industries Building.
Treasury division directors, including the Directors of Debt, Finance, Investments, Strategic
Business Services, and Information Services report to the Deputy State Treasurer who reports
directly to the State Treasurer.

Program Records:
016 Deputy Treasurer’s Calendar

Retain permanently, transfer to State Archives at end of Administration
017 Deputy Treasurer’s Correspondence

Retain permanently, transfer to State Archives at end of Administration
018 Deputy Treasurer’s Subject Files

Retain permanently, transfer to State Archives at end of Administration

State Agency General Records Retention Schedule Records:
Personnel Records (OAR 166-300-0040)
Employee Personnel Records

Databases Used:
None



Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Executive

Program: Chief of Staff

Program Description:

The Treasurer’s Chief of Staff, along with the Deputy State Treasurer, takes responsibility for
developing and implementing agency policy. The Treasurer’s Chief of Staff is responsible for
administrative oversight of Treasury programs located in the Capitol Building. The 529 College
Savings Director reports directly to the Chief of Staff who reports directly to the Treasurer. The
Chief of Staff is responsible for answering all public information requests.

Program Records:
019 Chief of Staff's Calendar

Retain permanently, transfer to State Archives at end of Administration
020 Chief of Staff's Correspondence

Retain permanently, transfer to State Archives at end of Administration
021 Chief of Staff's Litigation Records

Retain permanently, transfer to State Archives at end of Administration
022 Chief of Staff's Subject Files

Retain permanently, transfer to State Archives at end of Administration

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)

Calendars

Correspondence

Staff Meeting Records

Databases Used:
None



Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Executive

Program: Communications Director

Program Description:

The Communications Director serves as Treasury’s spokesperson. The Communications
Director is responsible for coordinating internal and external communications, coordinating the
production of Treasury’s communications materials, and serving as the agency’s liaison with the
media.

Program Records:
023 Communication Director’s Correspondence

Retain permanently, transfer to State Archives at end of Administration
024 Communication Director’s Subject Files

Retain permanently, transfer to State Archives at end of Administration

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)

Calendar and Scheduling Records

Staff Meeting Records

Databases Used:
None



Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Executive

Program: Contracting

Program Description:

The Contracting Officer program is responsible for documenting the development and issuance
of personal services contracts for Treasury divisions. The contract officer facilitates the request
for proposal process and assists in writing the personal services contracts.

Program Records:
None

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)

Contracts and Agreements

Financial Records (OAR 166-300-0025)

Competitive Bid Records-Requests for Proposals
Databases Used:

None



Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Executive

Program: Ethics Officer

Program Description:

The Ethics Officer assists employees in resolving potential ethics issues. The Ethics officers
collects and maintains the quarterly financial disclosures, annual professional conduct
statements, and annual gift reports.

Program Records:

025 Annual Professional Conduct Statements
Retain 6 years, destroy

026 Gift Reports
Retain 4 years, destroy

027 Quarterly Disclosure of Financial Information
Retain 6 years, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Policies and Procedures

Databases Used:
None



Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Executive

Program: Human Resources

Program Description:

The Human Resources program is responsible for screening and hiring qualified candidates for
positions at Treasury, and for ensuring compliance with personnel administration laws. Its
functions include recruiting and selection, fingerprinting and background checks, training, and
compliance with federal and state regulations such as the Americans with Disabilities Act and
the Equal Employment Opportunity Act.

Program Records:
None

State Agency General Records Retention Schedule Records:
Personnel Records (OAR 166-300-0040)

Employee Personnel Records

Recruitment and Selection Records

Databases Used:
Training System



Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Executive

Program: Internal Audit

Program Description:

Internal Audit assists management in strengthening controls and mitigating risk within the
agency. An annual risk assessment evaluates agency risks and helps the agency select audit
topics for its one and three year audit plans.

Program Records:
028 Risk Assessment Work Papers
Retain 5 years, destroy

State Agency General Records Retention Schedule Records:
Financial Records (OAR 166-300-0025)
Internal Audit Reports

Databases Used:
None
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Executive

Program: IT Security

Program Description:

IT Security develops Treasury’s security program for information technology. The program is
responsible for maintaining signature authority files and ensuring that information is properly

protected. IT Security monitors and maintains tapes from security cameras located throughout
the Treasurer’s Office facilities in the Labor & Industries Building.

Program Records:
029 Non-Disclosure Agreements
Retain 6 years after expiration, destroy
030 Security Camera Videotapes
Retain 30 days, then reuse or destroy videotapes
031 Security Records
Retain 5 years, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Policy and Procedure Guidelines and Manuals

Signature Authorizations

Databases Used:
None
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Executive

Program: Legislative and Public Affairs

Program Description:

The Legislative and Public Affairs program directs Treasury initiatives through the legislative
process, and makes recommendations on the fiscal impact of legislation. The Director of
Legislative and Public Affairs also staffs the State Treasurer on the State Land Board and assists
the Chief of Staff on policy issues as needed.

Program Records:
032 Fiscal Impact Committee Records

Retain permanently, transfer to State Archives at end of Administration
033 Land Board Records

Retain permanently, transfer to State Archives at end of Administration
034 Legislative and Public Affairs Director's Correspondence

Retain permanently, transfer to State Archives at end of Administration
035 Legislative and Public Affairs Director’s Subject Files

Retain permanently, transfer to State Archives at end of Administration
036 Legislative Initiatives

Retain permanently, transfer to State Archives at end of Administration

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)

Calendar and Scheduling Records

Correspondence

Legislative Tracking Records

Staff Meeting Records

Databases Used:
None
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Executive

Program: Oregon 529 College Savings Network

Program Description:

The Oregon 529 College Savings Network, formerly known as the Oregon Qualified Tuition
Savings Program, was established by ORS 348.841. The Network is a set of qualified college
savings investment plans administered by the State of Oregon to help families and individuals
save for higher education expenses. It offers the Oregon College Savings Plan directly to
consumers and a number of other plans sold through financial intermediaries. Families may use
the assets at any eligible institution of higher education in the United States — including
technical, vocational, and graduate schools — for a wide range of educational expenses, including
tuition, fees, books, and room and board expenses.

The Network is staff to the Oregon 529 College Savings Board, which is composed of the State
Treasurer, three members appointed by the Treasurer, and one member appointed by the Board
of Higher Education.

Program Records:
037 Investment Performance Reports
Retain 1 year, destroy
038 Marketing Records
(a) Marketing plans: Retain 10 years, destroy.
(b) All others: Retain 3 years, destroy.
039 Monthly Reports
Retain 10 years, destroy
040 Oregon 529 College Savings Board Meeting Minutes
Retain permanently, transfer to State Archives after 10 years
041 Quarterly Reports
(a) 4th Quarter Report: Retain 10 years, destroy
(b) All others: Retain 1 year, destroy
042 Reports to Legislature
Retain 10 years, destroy
043 Weekly Sales Reports on Assets and Accounts
Retain 1 year, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Administrative Rules

Contracts and Agreements

Correspondence
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Executive

Program: Strategic Business Programs

Program Description:

Strategic Business Programs plans for budget development, annual surveys, disaster recovery,
and strategic planning. Surveys have included customer surveys measuring satisfaction in the
areas of banking, bond and coupons and debt management, and staff surveys which measure
satisfaction in areas such as communications and training. The Surveys seek to identify areas of
strength and weakness and to plan for improvement.

Program Records:
044 Disaster Recovery Plans
Retain final document: 5 years, destroy
045 Staff and Customer Surveys
(a) Response sheets: Retain until summary is approved, destroy
(b) Summary: Retain 5 years, destroy
046 Strategic Plans
Retain final document: 6 years, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)

Policy Development and Planning Records

Financial Records (OAR 166-300-0025)

Budget Preparation Records

Risk Management Records (OAR 166-300-0045)
Emergency Response Plans and Procedures

Databases Used:
None
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Debt Management

Program: Advance Refunding Bonds

Program Description:

Advance Refunding Bonds program oversees the process by which bonds are executed to realize
debt service savings when new bonds are sold at interest rates significantly below those of the
original issue. Advance refunding may also be undertaken to effect a permanent reorganization
of debt or to remove restrictive covenants. Treasury is responsible for assessing the merit of
proposed advance refunding issues and authorizing those having a significant beneficial impact.

Program Records:
047 Advance Refunding Approvals

Retain until 1 year after maturity, destroy
048 Advance Refunding Requests

Retain until 1 year after maturity, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Policy and Procedure Guidelines and Manuals

Databases Used:
Debt Management System
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Debt Management

Program: Debt Obligations Issuance

Program Description:

The Debt Management Division (DMD) provides central coordination and approval for the
issuance of all state agency and authority bonds and Appropriation Credits for the State of
Oregon. In addition, the division, on behalf of the Municipal Debt Advisory Commission
(MDAC), assists local governments in selling bonds, and serves as an information clearinghouse
on bond sales.

Program Records:
049 Securities and Exchange Commission Disclosure Filings
Retain 20 years, destroy
050 Specimen Bonds
Retain until maturity, destroy
051 State Agency Bond Transcript Records
Retain until 3 years after maturity, destroy
052 State Agency Records
Retain 5 years, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Policy and Procedure Guidelines and Manuals

Databases Used:
Debt Management System
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Debt Management

Program: Local Government Conference

Program Description:

The Oregon State Treasury and the Municipal Debt Advisory Commission (MDAC) co-sponsor
a Local Government Conference once every two years in an effort to educate and inform local
officials about the changes in local capital financing. The Debt Management Division (DMD)
staffs the Local Government Conference as staff to the MDAC.

Program Records:
None

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)

Conference, Seminar, and Training Program Records
Correspondence

Policy and Procedure Guidelines and Manuals

Databases Used:
Debt Management System
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Debt Management

Program: Municipal Debt Advisory Commission

Program Description:

ORS 287 authorizes the Municipal Debt Advisory Commission (MDAC), staffed by the Debt
Management Division, to provide assistance and consultation upon request of the state or local
government units, to assist in the planning, preparation, marketing and sale of bond issues. The
MDAC serves as an information clearinghouse on bond sales, and provides technical assistance
to local governments and state agencies to improve the market for bond issues in Oregon. The
MDAC responds to local and national inquiries for information about Oregon’s debt
management experiences. It monitors local and national bond markets and economic trends, and
advises agencies on market developments. The Commission also makes municipal bond policy
and legislation recommendations to the Legislative Assembly. The Commission is composed of
the State Treasurer, and six members appointed by the Governor.

Program Records:
053 Municipal Bond Sale Records
Retain until 1 year after maturity, destroy
054 Municipal Debt Advisory Commission Annual Reports
Retain 20 years, destroy
055 Municipal Debt Advisory Commission Meeting Minutes and Agendas
Retain permanently, transfer to State Archives after 10 years
056 Oregon Bond Manual
Retain 20 years, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Policy and Procedure Guidelines and Manuals

Databases Used:
Debt Management System
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Debt Management

Program: Oregon Facilities Authority

Program Description:

Under ORS 289, the Oregon Facilities Authority (OFA) is empowered to assist with the
assembling and financing of lands for health care, housing, educational, and cultural uses and for
the construction and financing of facilities for such uses. The State Treasurer, upon
recommendation of the Authority, issues all bonds. The State Treasurer appoints the five
members of the Authority for staggered four-year terms.

Program Records:
057 Annual Reports
Retain 20 years, destroy
058 Bond Transcripts
Retain until 3 years after maturity, destroy
059 Oregon Facilities Authority Meeting Minutes and Agendas (formerly Health, Housing,
Educational, and Cultural Facilities Authority (HHECFA))
Retain permanently, transfer to State Archives after 10 years
060 Securities and Exchange Commission Disclosure Filings
Retain until 1 year after maturity, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Policy and Procedure Guidelines and Manuals

Databases Used:
Debt Management System
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Organizational Placement: Schedule number 2004-0003
Agency: State Treasury

Division:  Debt Management

Program: Oregon School Bond Guaranty

Program Description:

Under the Oregon School Bond Guaranty Program, the Office of the State Treasury may
guarantee the general obligation bonds of school districts, education service districts or
community colleges for the purpose of providing interest cost savings to state taxpayers

Oregon voters approved Ballot Measure 54, in 1998, which amended the constitution allowing
the state to guaranty qualified bonds of eligible school districts, education service districts, and
community colleges throughout Oregon. As a result, the program allows qualified districts to
have their bonds rated based on the State’s current credit rating. The program saves districts
thousands of dollars in interest costs over the life of the district’s bonds.

Program Records
200 Oregon School Bond Guaranty Applications
Retain 3 years after maturity, destroy

State Agency General Records Retention Schedule Records:
Administrative Records

Correspondence

Policy and Procedure Guidelines and Manuals

Databases
DEBT MANAGEMENT SYSTEM
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Debt Management

Program: Private Activity Bond Committee

Program Description:

The Debt Management Division serves as staff to the Private Activity Bond Committee. The
Committee is responsible for allocating to local governments a portion of the state private
activity bond limit according to state and federal law (ORS 286.625 and the Tax Reform Act of
1986, respectively). The federal government limits the number of tax-exempt bonds states may
issue for such purposes. The Committee is composed of one representative each from the Oregon
Department of Administrative Services and the State Treasurer, and one public representative
appointed to serve at the pleasure of the Governor.

Program Records:

061 Allocations
Retain 20 years, destroy

062 IRS Form 8038 (Information Return for Tax-Exempt Private Activity Bond Issues)
Retain until 1 year after bond maturity, destroy

063 IRS Form 8328 (Carryforward Election of Unused Private Activity Bond Volume Cap)
Retain until 1 year after bond maturity, destroy

064 Private Activity Bond Committee Meeting Minutes and Agendas
Retain permanently, transfer to State Archives after 10 years

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Policy and Procedure Guidelines and Manuals

Databases Used:
Debt Management System
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Debt Management

Program: State Debt Policy Advisory Commission (SDPAC)

Program Description:

The Debt Management Division is staff to the State Debt Policy Advisory Commission
(SDPAC). SDPAC is charged with advising the Governor and the Legislative Assembly
regarding policies and actions that enhance and preserve the state’s credit rating while
maintaining the future availability of low-cost capital financing.

The Treasurer chairs the five-member Commission which includes one public member appointed
by the Governor, appointees from the Oregon Senate and the Oregon House of Representatives

and the Director of the Department of Administrative Services.

Program Records:

065 State Debt Policy Advisory Commission Meeting Minutes and Agendas
Retain permanently, transfer to State Archives after 10 years

066 State Debt Policy Advisory Commission Reports and Bonded Debt Profile Reports
Retain permanently, transfer to State Archives after 10 years

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Policy and Procedure Guidelines and Manuals

Databases Used:
Debt Management System
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Finance

Program: Agency Accounting

Program Description:

The Agency Accounting program, reporting directly to Treasury’s Controller, is

performs financial accounting and reporting functions for Treasury funds and accounts. The
section also coordinates budget preparation for the Treasury.

Program Records:
None

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Financial Records (OAR 166-300-0025)

Account Reconciliation Records

Budget Preparation Records

Vouchers

Databases Used:
Agency Billing
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Finance

Section: Banking

Program: Banking

Program Description:

This program provides central banking services to state agencies, handling virtually all funds
passing in or out of state government. Incoming payment types include: cash and checks
deposited into a variety of banking institutions throughout the state, credit and debit card
transactions and electronic funds transfers (including ACH and wires). Disbursement types
include warrants, checks, credit/debit cards, and electronic funds transfers (ACH and wires)

Program Records:
067 Account Analysis Reports
Retain 4 years, destroy
068 Account Transfer Requests
Retain 4 years, destroy
069 Agency Redeemed Check Listings
Retain 6 years, destroy
070 Automated Clearing House (ACH) Enrollment Forms
Retain until account is closed, destroy
071 Automated Clearing House (ACH) and Wire Requests, Notices of Change (NOCs), and
Cash Concentration
Retain 6 years, destroy
072 Bank Deposit Listings
Retain 4 years, destroy
073 Bank Reconciliations/Adjustment Documentation
Retain 4 years, destroy
074 Bank Transactions (including Bank to Bank)
Retain 4 years, destroy
075 Check Forgery Records (Forgery Letters)
Retain 6 years, destroy
076 Deposit Slip Orders
Retain 4 years, destroy
077 Deposit Slips
Retain 4 years, destroy
078 Ladd & Bush Redeemed/Cancelled Checks
Retain 6 years, destroy
079 Phoenix Online Adjustments
Retain 4 years, destroy
080 Treasury Accounts Balance Sheets
Retain 4 years, destroy
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081 Treasury Bank Account Records

Retain 6 years, destroy
082 US Bank State Warrant and Check Encoding Errors and Checks Paid Twice
Adjustments

Retain 4 years, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Databases Used:

Forgery Database
Phoenix Banking System
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Finance

Section: Banking

Program: Bond and Coupon

Program Description:

The Bond and Coupon program coordinates the payments of state general obligation bonds.
Oregon residents may redeem bonds by mail or in-person at the Treasury office. If a bond or
coupon goes unredeemed/unclaimed for five years after the maturity or call date, the related
funds are transferred from the state’s fiscal agent through the Oregon State Treasury to the
Division of State Lands. Bond and Coupon serves as liaison between the general public and the
Division of State Lands, by verifying the ownership of bonds and coupons. The Bond and
Coupon program also serves as liaison between the general public and the state’s fiscal agent.

Program Records:
083 Bond and Coupon Destruction Certificates
Retain 4 years, destroy
084 Bond and Coupon Mail Logs
Retain 2 years, destroy
085 Bond and Coupon Reconciliations
Retain 4 years, destroy
086 Bondholder Payment Slips
Retain 4 years, destroy
087 Debt Service Spreadsheets/Maturity BillssDMD System Report #DMR080-03
Retain 4 years, destroy
088 Fiscal Agent Fee Invoices
Retain 4 years, destroy
089 Lost Bonds and Coupons Stop Payment Records
Retain 25 years, destroy
199 Unclaimed Property Claims
Retain permanently, transfer to State Archives after 10 years

State Agency General Records Retention Schedule Records:

Administrative Records (OAR 166-300-0015)
Correspondence
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Databases Used:
Debt Management System
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Finance

Section: Banking

Program: Collateral Pool

Program Description:

Under ORS 295, Treasury acts as a pool manager responsible for overseeing the collateralization
of all public funds on deposit with qualified financial institutions. The Collateral Pool program
also oversees depository banks and banks authorized to act as pool managers ensuring that banks
accepting deposits of public funds are in compliance with statutory collateralization
requirements. Certificates of participation are instruments issued by a pool manager to a public
official for deposits higher than the amount insured by the federal government.

Program Records:
090 Certificates of Participation
Retain 4 years after canceled or superseded, destroy (ORS 283.025 to 283.092)
091 Collateral Pool Billings
Retain 4 years, destroy
092 Monthly Reports to Custodian Banks
Retain 4 years, destroy
093 Monthly Reports from Custodian Banks
Retain 4 years, destroy
094 Pledges of Security
Retain 4 years after security is released, destroy
095 Securities Substitution or Release Requests
Retain 4 years, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Databases Used:

Certificates of Participation Tracking System (Sybase)
Pledges of Security (Microsoft Excel)
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Finance

Section: Banking

Program: Local Government Services

Program Description:

The Finance Division is responsible for the administration of the Local Government Investment
Pool. ORS 293 and 294 authorize the State Treasurer to invest funds tendered by local
governments participating in the pool. The LGIP is commingled with the State’s short-term
funds, as part of the Oregon Short-Term Fund (OSTF). The pool transactions are initiated by the
participating local governments through a voice response system.

Program Records:

096 Automated Clearing House (ACH) and Wire Requests
Retain 6 years, destroy

097 Local Government Pool Account Enrollments Records
Retain until account is closed, destroy

098 Local Government Pool to Pool Transfer Requests
Retain 4 years, destroy

099 Monthly Statements for Local Governments
Retain 4 years, destroy

100 Voice Response System Reports
Retain 4 years, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Databases Used:
Voice Response System
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Finance

Section: Banking

Program: Safekeeping

Program Description:

The Safekeeping program holds items of value on behalf of state agencies. These items are
usually securities being held to insure performance, cover a liability, or provide some other
means of financial protection. Quarterly, agencies are provided with a listing of their items held
in safekeeping. Treasury acts as custodian for the securities on deposit and runs reconciliations.

Program Records:
101 Quarterly Reports Sent to Agencies
Retain 1 year, destroy
102 Release of Security Notification
Retain 1 year, destroy
103 Safekeeping Securities on Deposit Reports
Retain 4 years, destroy
104 Securities
Retain until released by agency, then return to that agency

State Agency General Records Retention Schedule Records:

Administrative Records (OAR 166-300-0015)
Correspondence

30



Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Finance

Section: Employee Services Section

Program: Employee Services

Program Description:

The Employee Services program provides personnel, payroll, purchasing, equipment and supply
inventory control, facilities management, records management, project coordination and other
administrative support to the agency.

Program Records:
None

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Contracts and Agreements

Correspondence

Financial Records (OAR 166-300-0025)
Purchasing Records

Payroll Records (OAR 166-300-0035)
Employee Payroll Records

Employee Time Records

Personnel Records (OAR 166-300-0040)
Recruitment and Selection Records

Databases Used:
None
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Finance

Program: Investment Accounting

Program Description:

The Investment Accounting program performs accounting functions for the investments of many
state agencies, including the Oregon Public Employees Retirement System. The program is
responsible for recording the purchases, sales, expenses and income for investments managed by
Treasury's Investment Division and over 50 external investment managers, and providing state
agencies information regarding their investment holdings and income. In addition, Investment
Accounting is responsible for ensuring that generally accepted accounting principles are applied
to all investments and that external investment managers are also accounting properly for the
investments under their control. Investment Accounting works closely with the State Controller's
Division in setting accounting policies relative to investments and in the preparation of the Cash
and Investments section of the Oregon Comprehensive Annual Financial Report (CAFR).

Program Records:

105 Administrative Charges for Investment Activities Reports
Retain 4 years, destroy

106 Corporate Ownership Files (aka Corporate Filings Files)
Retain 6 years, destroy

107 Custodial Agent Monthly Reports
Retain 4 years, destroy

108 Equity Investment Reports (aka Third Party Equity Monthly Reports)
Retain 10 years, destroy

109 Excess Earnings Reports
Retain 10 years, destroy

110 Investment Fund Earnings Reports
Retain 10 years, destroy

111 Investment Fund Income Reports
Retain 1 year, destroy

112 Investment Inventory Reconciliation Reports
Retain 4 years, destroy

113 Investments Financial Statements (aka Financial Statements Related to Investments)
Retain 4 years, destroy

114 Long Term Investment Purchase Records
Retain 10 years, destroy

115 Monthly Investment Reports
Retain 4 years, destroy

116 Monthly Mortgage Performance Summaries
Retain 4 years, destroy

117 Mortgage Records
Retain until 4 years after final mortgage payment, destroy
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118 Portfolio Pricing Reports
Retain 4 years, destroy

119 Receivables and Payables Daily Reports
Retain 4 years, destroy

120 Securities Lending Income Reports
Retain 4 years, destroy

121 Short Term Fund General Ledger Reconciliations
Retain 5 years, destroy

122 Short Term Fund Investment Sales Records
Retain 4 years, destroy

123 Short Term Fund Position Reconciliations
Retain 4 years, destroy

124 Short Term Investment Purchase Records
Retain 4 years, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Databases Used:

Agency Billing

Bloomberg Portfolio System

EAGLE PACE

Investment Banking Interface System (IBIS)
Phoenix Banking System

State Street Bank
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury
Division:  Information Services

Program Description:

The mission of the Information Services Division is to professionally support and continuously
improve technologies used for managing and delivering Treasury services in support of program
and customer service initiatives. Information Services provides technical support for agency staff
and computer systems. Activities include, but are not limited to: application of information
technology for continuous improvement of business processes, system security, software
development, maintenance and implementation, database design and implementation, disaster
recovery planning and validation, user training, and hardware installation and upgrade.

Program Records:
125 Firewall Logs

Retain 2 years, destroy
126 Operation Logs

Retain 2 years, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)

Correspondence

Information and Records Management Records (OAR 166-300-0030)
Computer System Maintenance Records

User Support Records

Databases Used:
Track-It
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Investment

Program: Alternative Equities

Program Description:

The Alternative Equities program is responsible for monitoring the activities and performance of
managers investing in private equities, which are limited partnership companies that are not
publicly traded. Investment funds are received as a result of capital calls. Managers are
accountable to the Oregon Investment Council.

Program Records:
127 Alternative Equities Annual Meeting Records
Retain permanently, transfer to State Archives after 10 years
128 Alternative Equities Consultants Reports
(@) Annual Reports: Retain permanently, transfer to State Archives after 10 years
(b) Quarterly Reports: Retain until superseded or obsolete, destroy
129 Alternative Equities Financial Reports
Retain 6 years after partnership terminates, destroy
130 Alternative Equities Committee Records
Retain permanently, transfer to State Archives after 10 years
131 Alternative Equities Transmittals
Retain 4 years after partnership terminates, destroy
132 External Audit Records
Retain 4 years, destroy
133 Performance Reports
(@) Fund Performance Annual Reports: Retain 4 years, destroy
(b) Quarterly Performance Reports: Retain until superseded or obsolete

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Databases Used:
None
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Investment

Program: Oregon Growth Account Board

Program Description:

Under ORS 348.702, the Oregon Growth Account Board (OGAB) earns returns for the
Education Endowment Fund by investing in emerging growth businesses in key Oregon
industries. The Board governs the investment funds in the OGA, and approves or directs specific
investments and strategies subject to its investment policies. Through legislative action [2001
€.922], the Oregon Resource and Technology Development Account (ORTDA) was merged with
the Oregon Growth Account to create the Oregon Resource and Technology Development
Subaccount (ORTDS). In 2001, the OGAB was expanded to its present seven members,
consisting of the State Treasurer and six at-large members appointed by the Governor.

Program Records:
134 External Manager Investment Reports
Retain 6 years after partnership terminates, destroy
135 Oregon Growth Account Board Meeting Records
Retain permanently, transfer to State Archives after 10 years

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Databases Used:
None
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Investment

Program: Oregon Investment Council

Program Description:

The Oregon Investment Council, which is responsible for formulating investment policy and for
overseeing the performance of fund managers in order to get the best possible return on
investment for the Oregon Public Employees Retirement Fund (PERF), the State Accident
Insurance Fund (SAIF), the State General Fund, the Common School Fund, the Insurance Fund,
the Oregon Short Term Fund, and numerous smaller funds. Fund returns are benchmarked by
measures established by the Oregon Investment Council. Under ORS 293.731, the Council is
responsible for establishing investment policy for the State of Oregon. The Council’s legislative
mandates are: (re)allocation of portfolio investments; active management and oversight of an
increasingly complex portfolio; expansion of existing investment programs; and expansion of the
use of legal advice. The Council is composed of the State Treasurer, PERS Director, and four
members with investment backgrounds who are appointed by the Governor.

Program Records:
136 Federal Government Surveys
Retain until superseded or obsolete, destroy
137 General Consultant Records
Retain 6 years after expiration, destroy
138 Global Trading Cost Analysis
Retain 4 years, destroy, destroy
139 Manager Approval Records
Retain 4 years, destroy, destroy
140 Money Manager Reports
Retain 4 years, destroy
141 Monthly Reports to Banks
Retain 4 years, destroy
142 Oregon Investment Council Meeting Records
(a) Meeting Audiotapes: Retain until transcribed, abstracted, or indexed, re-use or destroy
(b) All others: Retain permanently, transfer to State Archives after 10 years
143 Quarterly Custodial Banks Reports (SAIF, CSF etc)
Retain 6 years, destroy
144 Quarterly Investment Reports
Retain 4 years, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Work Orders (Requests For Information)
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Databases Used:
None
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Investment

Program: Public Equities

Program Description:

The Public Equities program is responsible for monitoring the activities and performance of
managers investing in public equities, or publicly traded companies. The Oregon Investment
Council conducts a search, and signs contracts with each manager. Once selected, managers have
the authority to buy and sell equities for the state. The program also manages the Commission
Recapture Fund which charges fees for transactions and returns them to Treasury.

Program Records:
145 Appendix A Update
Retain 4 years, destroy
146 Consultant Quarterly Payments
Retain 4 years, destroy
147 Domestic and International Stock Investment Reports
Retain 6 years after partnership terminates, destroy
148 Investment Manager Search Records
Retain 4 years, destroy
149 Market Surveys
Retain 4 years, destroy
150 Money Manager Quarterly Payments
Retain 4 years, destroy
151 Monthly Performance Reports
Retain 4 years, destroy
152 Prospective Money Manager Records
Retain 2 years, destroy
153 Proxy Voting Records
Retain 2 years, destroy
154 Securities Lending Bank Reports
Retain 4 years, destroy
155 Security Litigation File
Retain 6 years after case closure, destroy
156 Stockbroker Commission Recapture Reports
(@) Monthly: Retain until superseded or obsolete, destroy
(b) Quarterly Reports: Retain 4 years, destroy

State Agency General Records Retention Schedule Records:

Administrative Records (OAR 166-300-0015)
Correspondence
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Organizational Placement: Schedule number: 2004-0003

Agency: State Treasury
Division: Investment
Sub-Division: Real Estate
Program: Direct Properties

Program Description:

The Direct Properties program is responsible for overseeing the managers of real estate assets
where the state is the sole owner or the majority owner of the property. Property managed by this
program is located only in the United States. Each manager is approved by the Oregon
Investment Council and has the authority to buy and sell properties for the state. Funds used for
investment purposes come from the state pension fund. Regional managers report to the senior
manager for investments who enforces mandates and policies established by the Oregon
Investment Council. Although regional managers can make transactions at their own discretion,
they are ultimately accountable to the Oregon Investment Council.

Program Records:
157 Asset Management Reports
(a) Quarterly Reports: Retain 1 year after manager is terminated, destroy
(b) Annual Reports: Retain 4 years after manager is terminated, destroy
(c) All Other Reports: Retain 1 year after manager is terminated, destroy
158 External Audits by Fund Managers
Retain 4 years, destroy
159 Funding and Distribution Transmittals
Retain 4 years after partnership terminates, destroy
160 Independent Consultant Reports
(@) Annual Reports: Retain permanently, transfer to State Archives after 10 years
(b) All others: retain 6 years, destroy
161 Mortgage Loan Securitization Program Development Records
Retain 4 years, destroy
162 Property Annual Business Plans
Retain 6 years after property sold, destroy
163 Property/Asset Appraisals
Retain until superseded or obsolete, destroy
164 Prospective Real Estate Manager Records
Retain 2 years, destroy
165 Purchases and Sales of Property
Retain 6 years after property sold, destroy
166 Real Estate Committee Records
Retain permanently, transfer to State Archives after 10 years
167 Special Mortgage Loan Collection Records
Retain 4 years, destroy
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State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)

Contracts and Agreements

Purchase and Sale Agreements

Databases Used:

Automated Clearing House (ACH)
Bloomberg Portfolio System

Checks Forgery System

Collateral Pool

EAGLE PACE

Local Governments Voice Response System
Phoenix Banking System

State Street Bank
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Organizational Placement: Schedule number: 2004-0003

Agency: State Treasury
Division: Investment
Sub-Division: Real Estate

Program: Independent Consultant

Program Description:

The Independent Consultant program makes investment recommendations to the Senior
Investment Officer and negotiates contracts with fund managers. Independent Consultants are
ultimately accountable to the Oregon Investment Council.

Program Records:

168 Real Estate Independent Consultant Reports
(@) Annual reports: Retain permanently, transfer to State Archives after 10 years
(b) Quarterly reports: Retain 4 years, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Contracts and Agreements

Databases Used:
None
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Organizational Placement: Schedule number: 2004-0003

Agency: State Treasury
Division: Investment
Sub-Division: Real Estate
Program: Opportunistic

Program Description:

The Opportunistic program is responsible for overseeing the managers of real estate assets where
the state is a partial owner of the fund. Property managed by this program can be located inside
or outside of the United States. Each manager is approved by the Oregon Investment Council and
has the authority to buy and sell properties for the state. Although regional managers can make
transactions at their own discretion, they are responsible to the Oregon Investment Council.

Program Records:
169 Funding and Distribution Transmittals
Retain 4 years, destroy
170 Fund Performance Reports
(@) Fund Performance Annual Reports: Retain 6 years after fund is liquidated, destroy
(b) All other Fund Performance Reports: Retain 1 year, destroy
171 Opportunistic Meeting Records
Retain permanently, transfer to State Archives after 10 years

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)

Contracts and Agreements

Correspondence

Databases Used:
None
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Organizational Placement: Schedule number: 2004-0003

Agency: State Treasury

Division: Investment

Sub-Division: Real Estate

Program: Portland Aircraft Maintenance Company (Pamcorp) / (AMC)

Program Description:

The Portland Aircraft Maintenance Company (Pamcorp) went bankrupt in 1992. Treasury’s
Pamcorp program took responsibility for paying off the company’s bonds and overseeing its
operations. Treasury holds the ground lease of Pamcorp’s former building, while the Port of
Portland owns the land. The Pamcorp program will collaborate in this effort with the Port of
Portland until the bonds are paid off or the land is sold.

Program Records:
172 Annual Business Plans
Retain 6 years, destroy
173 Funding and Distribution Transmittals
Retain 6 years, destroy
174 Monthly Reports
Retain until superseded or obsolete, destroy
175 Property Records
Retain 6 years after property sold, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Litigation Records

Financial Records (OAR 166-300-0025)
Budget Preparation Records

Contracts and Agreements
Correspondence

Databases Used:
None
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Organizational Placement: Schedule number: 2004-0003

Agency: State Treasury
Division: Investment
Sub-Division: Real Estate
Program: Stock REITs

Program Description:

The Stock REITs (Real Estate Investment Trusts) program is responsible for overseeing
managers investing in publicly traded real estate investment trusts in the United States. The State
contracts with a manager who is accountable to the Oregon Investment Council.

Program Records:

176 Performance Reports
(@) Independent Consultant Reports: Retain 4 years, destroy
(b) Performance Annual Reports: Retain 4 years after fund is liquidated, destroy
(c) Quarterly Performance Reports: Retain 4 years, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)

Contracts and Agreements

Correspondence

Databases Used:
None
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Investment

Program: Deferred Compensation

Program Description:

The Deferred Compensation program is responsible for monitoring the investment of Deferred
Compensation funds. The program is managed by an Investment Officer in the Equities Section
of the Investment Division, but is physically located in the PERS office.

Program Records:
177 Quarterly Performance Reports

Retain until superseded or obsolete, destroy
178 Requests for Proposal

Retain 4 years, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)

Contracts and Agreements

Correspondence

Databases Used:
None
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Investment

Program: Fixed Income

Program Description:

The Fixed Income Section is responsible for overseeing external fund managers investing in a
range of corporate, government, and international instruments. By law, small funds managers
can purchase bonds but not stocks. The section contracts with a private bank, which holds the
bonds on behalf of the State.

Program Records:
179 Analytical Tracking Records (spreadsheet)
Retain until superseded or obsolete, destroy
180 Fund Performance Annual Reports
Retain 1 year, destroy
181 Investment Portfolio Reports
(@) Year-End Reports: Retain 5 years, destroy
(b) Monthly Reports: Retain until superseded, destroy
182 Lottery Payment Requests
Retain 6 years, destroy
183 Money Manager Reports
(a) Quarterly Reports: Retain 5 years, destroy
(b) Monthly Reports: Retain until superseded, destroy
184 Monthly Activities Records
Retain until superseded or obsolete, destroy
185 Monthly Performance Reports
Retain until superseded or obsolete, destroy
186 Quarterly Money Manager Fee Payments
Retain 6 years, destroy
187 Trades for Trust Accounts, Transactions Tickets entered into Bloomberg
Retain 2 years, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Databases Used:
None
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Organizational Placement: Schedule number: 2004-0003
Agency: State Treasury

Division:  Investment

Program: Oregon Short Term Fund

Program Description:

The Oregon Short Term Fund (OSTF) makes short-term investments on behalf of state and local
governments in order to cover their immediate cash needs. Agencies’ idle cash is pooled into a
portfolio, which is invested in a way that minimizes risk and maximizes liquidity. Costs are
recovered through investment administrative fees.

Program Records:

188 Agency Directed Trade and Investment Records
Retain 6 years, destroy

189 Analytical Tracking Records
Retain until superseded or obsolete, destroy

190 Commercial Paper List
Retain until superseded, destroy

191 Commercial Paper Ratings and Guide
Retain 2 years, destroy

192 Electronic Fund Transaction Records
Retain 6 years, destroy

193 Local Government Rate Graph
Retain 6 years, destroy

194 Reports from Bloomberg Portfolio Tracking System
Retain until superseded, destroy

195 Securities Ledger Reports
Retain 6 years, destroy

196 Short Term Fund Portfolio Status Reports
Retain 6 years, destroy

197 Time Certificate of Deposit Records
Retain 10 years, destroy

198 Trade Activity Reports
Retain 6 years, destroy

State Agency General Records Retention Schedule Records:
Administrative Records (OAR 166-300-0015)
Correspondence

Databases Used:
Bloomberg Portfolio Tracking System
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	Division:      Executive
	Retain permanently, transfer to State Archives at end of Adm
	024 Communication Director’s Subject Files
	Program Records:
	Competitive Bid Records-Requests for Proposals
	Program Records:

	028  Risk Assessment Work Papers
	Correspondence



	Division:      Debt Management
	Correspondence
	Correspondence
	Program Records:
	Conference, Seminar, and Training Program Records
	Correspondence
	Correspondence
	Correspondence
	Correspondence
	065  State Debt Policy Advisory Commission Meeting Minutes a
	Correspondence



	Division:      Finance
	067 Account Analysis Reports
	069 Agency Redeemed Check Listings
	070 Automated Clearing House (ACH) Enrollment Forms
	Retain until account is closed, destroy
	071 Automated Clearing House (ACH) and Wire Requests, Notice
	072 Bank Deposit Listings
	Retain 4 years, destroy
	073 Bank Reconciliations/Adjustment Documentation
	Retain 4 years, destroy
	Retain 4 years, destroy
	087 Debt Service Spreadsheets/Maturity Bills/DMD System Repo
	088 Fiscal Agent Fee Invoices

	199  Unclaimed Property Claims
	090 Certificates of Participation
	091 Collateral Pool Billings
	Retain 4 years, destroy
	092 Monthly Reports to Custodian Banks
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	096 Automated Clearing House (ACH) and Wire Requests
	097 Local Government Pool Account Enrollments Records
	098 Local Government Pool to Pool Transfer Requests
	100 Voice Response System Reports
	101 Quarterly Reports Sent to Agencies
	102 Release of Security Notification
	103 Safekeeping Securities on Deposit Reports
	Retain 4 years, destroy
	104 Securities
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	115 Monthly Investment Reports
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	Division:      Investment
	Program Records:
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	128  Alternative Equities Consultants Reports
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	Program Records:
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	Retain 6 years after partnership terminates, destroy
	135 Oregon Growth Account Board Meeting Records
	Program Records:
	137 General Consultant Records
	138 Global Trading Cost Analysis
	139 Manager Approval Records

	140 Money Manager Reports
	Retain 4 years, destroy

	141 Monthly Reports to Banks
	Retain 4 years, destroy
	142 Oregon Investment Council Meeting Records
	(a) Meeting Audiotapes: Retain until transcribed, abstracted

	144 Quarterly Investment Reports
	Program Records:
	147 Domestic and International Stock Investment Reports
	148 Investment Manager Search Records
	149 Market Surveys
	153 Proxy Voting Records
	154 Securities Lending Bank Reports
	155 Security Litigation File
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	(b) Quarterly Reports: Retain 4 years, destroy

	159   Funding and Distribution Transmittals
	160   Independent Consultant Reports
	161   Mortgage Loan Securitization Program Development Recor
	163   Property/Asset Appraisals
	164   Prospective Real Estate Manager Records
	165   Purchases and Sales of Property
	Contracts and Agreements
	Program Records:
	168 Real Estate Independent Consultant Reports
	Program Records:
	169 Funding and Distribution Transmittals
	170  Fund Performance Reports

	Program Records:
	Program Records:

	177 Quarterly Performance Reports
	178 Requests for Proposal
	Program Records:
	181 Investment Portfolio Reports
	182 Lottery Payment Requests

	184 Monthly Activities Records
	Retain until superseded or obsolete, destroy
	185 Monthly Performance Reports

	186 Quarterly Money Manager Fee Payments
	Program Records:
	188 Agency Directed Trade and Investment Records
	190 Commercial Paper List
	191 Commercial Paper Ratings and Guide
	192 Electronic Fund Transaction Records
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