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STATE OF ILLINOIS
OFFICE OF COMPTROLLER

SECTION PROCEDURE - PAGE NO.
1of 2
SUB-SECTION EFFECTIVE DATE
January 1, 2020
PROCEDURE WHOM TO CONTACT IF YOU HAVE QUESTIONS REVISION NUMBER
20-002

The following individuals should be contacted if you have questions concerning the contents,
procedures, forms, etc., discussed in the SAMS Manual.

TELEPHONE
SECTION INDIVIDUAL NUMBER

01 — Introduction Matt Ciotti 785-6257

02 — Internal Controls Matt Ciotti 785-6257

03 — Accounting and Financial Reporting Policies and KatieMadonia  782-5198
Procedures

05 — Terminology Matt Ciotti 785-6257

07 — Financial Information Matt Ciotti 785-6257

| 09 — Funds Bill English 524-5772

Petty Cash Sandy Gudausky 782-3426

11 — Expenditure Authority Karla Grigsby 782-4204

| Bill English 524-5772

Appropriation/Expenditure Transfers CarlaHuffman  557-0620

Detail Object Corrections CarlaHuffman  557-0620

Reversions Carla Huffman 557-0620

15 — Obligations Sally Gosda 785-0009

Karla Grigsby 782-4204

17 — Pre-Audit & Commercia Vouchering Heather Kelly 557-3376

Karla Grigsby 782-4204

19 — Vendor Identification Structure Heather Kelly 557-3376

Karla Grigsby 782-4204

20 — Electronic Commerce Scott Stauder 782-9969

Kathleen Killion 782-4106
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SECTION PROCEDURE - PAGE NO.
20f 2
SUB-SECTION EFFECTIVE DATE
July 1, 2020
PROCEDURE WHOM TO CONTACT IF YOU HAVE QUESTIONS REVISION NUMBER
21-001
TELEPHONE
SECTION INDIVIDUAL NUMBER
21 — Warrants Richard Damron 785-1128
CarlaHuffman  557-0620
23 — Payrall Katie Rutherford  782-4758
‘ Daniel Sronce  785-1231
Contractual Service Vouchers Katie Rutherford 782-4758
Retirement Katie Rutherford  782-4758
‘ FICA/Medicare Daniel Sronce 785-1231
25 — Receipts and Cash Refunds CarlaHuffman  557-0620
26 — Receivables Reporting Katie Madonia 782-5198
Claimsin Favor of the State Procedures CarlaHuffman  557-0620
27 — Agency Reporting Katie Madonia 782-5198
29 — State Property Reporting Katie Madonia 782-5198
31 — Bonded Indebtedness Tim Burch 558-4811
33 — Miscellaneous:
University Imprest System Bill English 524-5772
Locally Held Fund Reporting Katie Madonia 782-5198
Tax Expenditure Reporting Jennifer Kovats  782-0124
Fee Imposition Reporting Jennifer Kovats  782-0124
Debt Transparency Act Reporting Chris Maley 524-4924
IT Milestone Reporting Stephanie Blair ~ 785-6261
Public Accountability Reporting Stephanie Blair ~ 785-6261

TaraBurke 524-5408



STATE OF ILLINOIS
OFFICE OF COMPTROLLER

SECTION FUNDS PROCEDURE - PAGE NO.
09.20.10 10f 3
SUB-SECTION  INPUT PROCEDURES EFFECTIVE DATE
July 1, 2020
PROCEDURE INSTRUCTIONS FOR ESTABLISHING A FUND REVISION NUMBER
21-001
PURPOSE

The purpose of thisprocedureisto provideinstructionsto request the establishment of anew
fund in the statewide accounting system. Prior to preparing thisform to request the establishment of
a fund, the policy statements (Procedure 09.10.40) should be reviewed to determine the
Comptroller's general policies governing the establishment of new funds.

PREPARATION OF FORM

The Comptroller’s Office, through an ongoing review of statutes affecting State Finance,
may establish legidlatively created funds. However, it remains the primary responsibility of each
State agency to monitor and notify the Comptroller of new funds that have been established in the
legidative process.

Two copies of the "Application to Establish or Dissolve a Fund" form C-68 (Exhibit
09.20.10-A) should be prepared to request the establishment of State and Federal trust funds. One
copy of the form should be sent to the Comptroller's Office along with acopy of the grant program
(or other appropriate document) and the other retained by the agency for control purposes.

Three copiesof theform should be prepared to request the establishment of atemporary bank
account. Two copies should be forwarded to the Governor's Office for approval. The forms will
then be forwarded to the Comptroller's Office. One copy should be retained by the agency for
control purposes.

Exhibit 09.20.10-B illustrates a form with the instruction reference numberson it. Exhibit
09.20.10-C illustrates a completed form. The instructions for completing thisform are asfollows:

Genera Information

Q) Enter agency name and address.

2 Enter application date.

3 Enter the official name of the fund being established.
4 Check fund creation box.

Type of Fund Reguested

5) Check box if fund has been created by General Assembly and cite creating statute.

(6) Check box if fund to be created is a State Trust Fund.



STATE OF ILLINOIS
OFFICE OF COMPTROLLER

SECTION FUNDS PROCEDURE - PAGE NO.
09.20.10 20f 3
SUB-SECTION INPUT PROCEDURES EFFECTIVE DATE
July 1, 2008
PROCEDURE INSTRUCTIONS FOR ESTABLISHING A FUND REVISION NUMBER
09-001

Type of Fund Requested (continued)

(7)  Check box if fund to be created is a Federal Trust Fund.
(8  Check box if fund to be created isaLocally Held Trust Fund.

(99  Check box if fund to be created is a Temporary Locally Held Trust Fund or Bank
Deposit

(10)  Check box if fund to be created is a Petty Cash Fund
(11) Check box if fund to be created is a Change Fund

Questions Applicable to All Funds

(12) Describe the purpose of the fund.

(13) Describethe primary source of receiptsto be deposited into the fund, estimate annual
receipts and frequency of deposits.

(14) Describe the purposes for which disbursements will be made from the fund.
(15) Describe the estimated length of time the fund will be required.
(16) Describe date first activity (receipt of transfer) is estimated to be processed.

Questions Applicableto Locally Held and Petty Cash Funds

(17) Describe who is accountable for fund. Give name and official title.

(28)  If individual(s) handling the account are bonded, enter "Yes' and place amount of
bond on "explain” line. If individual(s) are not bonded, enter "No" and explain why
bonding is not necessary. (Note: All state employees are covered under a State
Blanket Bond).

(19) Describethelocation of thefund. Give the depository's name, address and account
number.

(20)  Enter the amount requested for Petty Cash Fund.

(21) Enter the Petty Cash Fund number of the custodian.



STATE OF ILLINOIS
OFFICE OF COMPTROLLER

SECTION FUNDS PROCEDURE - PAGE NO.
09.20.10 3of 3

SUB-SECTION INPUT PROCEDURES EFFECTIVE DATE
January 1, 2005

PROCEDURE INSTRUCTIONS FOR ESTABLISHING A FUND REVISION NUMBER
05-002

Aqgency Authorization

| (22) Agency head's signature.
| (23) Date of signature and telephone number
NOTIFICATION OF FUND ESTABLISHED

After the "Application to Establish or Dissolve a Fund" has been received by the
Comptroller's Office, it will be reviewed and the agency will be notified of the action taken.

If the fund request has been approved, aunique fund number will be assigned and aletter to
the State Treasurer will be distributed as follows: (Note: Does not apply to Locally Held or Petty
Cash Funds).

Governor

Originating Agency

Auditor General

Executive Director, Legislative Audit Commission
Treasurer

Notification of new Locally held and Petty Cash fundswill be provided to the agency viaa
letter from the Comptroller’s Office.
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SECTION FUNDS PROCEDURE - PAGE NO.
09.20.20 10f 3
SUB-SECTION  INPUT PROCEDURES EFFECTIVE DATE
July 1, 2020
PROCEDURE INSTRUCTIONS FOR DISSOLVING A FUND REVISION NUMBER
21-001

DISSOLUTION OF FUNDS

As set forth in the Statement of General Policy, dissolution of a fund may be initiated by
the Comptroller, General Assembly or by the administering agencies.

Special funds, i.e., those funds created under Section 5 of the State Finance Act, (30 ILCS
105/5 et seq), may be dissolved by a separate Act of the General Assembly specifically stating the
dissolution. Such Act may providefor the balance, if any, to betransferred to the General Revenue
Fund of any other successor fund(s).

If a“special fund” remains inactive on the Comptrollers records for a period exceeding 18
months, the statutes (30 ILCS 105/5) provide for the fund to be “automatically terminated by
operation of law” and the balance remaining be transferred to the General Revenue Fund. For
purposes of the statute, “inactive” may be defined as a fund without receipt, transfer or
appropriation (expenditure) activating during the preceding 18-month period.

While the Statutes appear to be silent to the dissolution of State Trust funds, it has been the
position of the Comptroller such funds should be reviewed for continuance or dissolution when
the fund has been inactive for a period of 18 months or longer.

In regard to State and Federal trust funds, the Comptroller will notify the agency at such
times the trust fund may become subject to dissolution. If the Comptroller deems the fund should
be dissolved, the agency will be so notified.

It should be noted, it remains the primary responsibility of the administering agency of the
trust fund to monitor, review and notify the Comptroller at the time the trust fund may be dissolved.

For Locally Held Bank Deposits established in accordance with 30 ILCS 230/2A.2, the
administering agency must receive the permission of the General Assembly to continue the
existence of the Locally Held Bank Deposit. If such permission is not granted by the General
Assembly, the administering agency should complete the "Application to Establish or Dissolve a
Fund," Exhibit 09.20.20-A. As noted in 30 ILCS 230/2A.2, upon the dissolution of a Locally
Held Bank Deposit, the balance of the fund or bank deposit shall be transferred to the General
Revenue Fund.

Temporary bank accounts established under 30 I L CS 230/2A.2 are subject to dissolution
if not authorized for continuance by the Genera Assembly within 30 days of the sine die
adjournment of the next regular session after the fund was established. In order to comply with
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SECTION FUNDS PROCEDURE - PAGE NO.
09.20.20 20f 3
SUB-SECTION  INPUT PROCEDURES EFFECTIVE DATE
July 1, 2020
PROCEDURE INSTRUCTIONS FOR DISSOLVING A FUND REVISION NUMBER
21-001

this statute, the Office of the Comptroller makes aperiodic review of temporary fundsto determine
whether they may legally remain in existence.

If itisfound that abank account has not been authorized for continuance within the allowed
time period and that the administering agency has not initiated dissolution of the fund, then the
Comptroller and State Treasurer will work with the administering agency to see that the fund is
dissolved and the remaining balance deposited into the General Revenue Fund or other fund as
required by statute or other authority.

PURPOSE

The purpose of this procedureisto provide instructions to request the dissolution of afund
in the statewide accounting system. Prior to preparing this form to request the dissolution of a
fund, the policy statements (Procedure 09.10.40) should be referenced to determine the
Comptroller's general policies governing the dissolution of a fund.

PREPARATION OF FORM

Two copies of the "Application to Establish or Dissolve a Fund" form C-68 should be
prepared to request the dissolution of a fund. One copy of the form should be sent to the
Comptroller's Office and the other retained by the agency for control purposes.

Exhibit 09.20.20-A illustrates a blank form with the instruction reference numbers on it.
Exhibit 09.20.20-B illustrates a completed form. The instructions for completing the form are as
follows:

General Information

(1) Enter agency name and address.
(2) Enter name and number of fund being dissolved.
(3) Enter application date.

(4)  Check box for fund dissolution.
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SECTION FUNDS PROCEDURE - PAGE NO.
09.20.20 30of 3
SUB-SECTION INPUT PROCEDURES EFFECTIVE DATE
July 1, 2020
PROCEDURE INSTRUCTIONS FOR DISSOLVING A FUND REVISION NUMBER
21-001
Type of Fund

(5) Check box if fund to be dissolved was Legidatively created and cite statute.
(6) Check box if fund to be dissolved is a State Trust Fund.

(7) Check box if fund to be dissolved is a Federal Trust Fund.

(8) Check box if fund to be dissolved isa Locally Held Fund.

(99 Check box if fund to be dissolved isa Temporary Locally Held Trust Fund or Bank
Deposit

(10)  Check box if fund to be dissolved is a Petty Cash Fund.
(11) Check box if fund to be dissolved is a Change Fund.

Questions Applicable to Fund Dissolution

(12) Enter the current fund balance.

(13) Enter disposition of fund balance. The agency must provide instructions for the
disposition of the fund balance remaining at the time of dissolution.

Aqgency Authorization

(14) Agency head's signature.

(15) Enter date of signature

(16) Enter telephone number
NOTIFICATION OF FUND DISSOLUTION

After the "Application to Establish or Dissolve a Fund" has been received by the
Comptroller's Office, it will be reviewed and the agency notified of the action taken.

Notification of afund dissolution will be provided via aletter to the State Treasurer.






Exhibit 09.20.30-D

(21-001)
STATUTORY TRANSFER IDENTIFIERS Page 1 of 8
Transfer From Initiating
Identifier From To Agency
360EAFTRN |0001 |General Revenue Fund 0007 [Education Assistance Fund Comptroller
492TAXCHK |0001 |General Revenue Fund 0015 [Breast & Cervical Cancer Research Fund Revenue
360LIVELN 0001 |General Revenue Fund 0026 |Live And Learn Fund Comptroller
360VREHAB [0001 [General Revenue Fund 0036 [IL Veterans Rehabilitation fund Comptroller
360PARAMU 0001 |General Revenue Fund 0045 |Agricultural Premium Fund Comptroller
360STATUT [0001 [General Revenue Fund 0053 [MEAOB Fund Comptroller
360PARAMU 0001 |General Revenue Fund 0053 [MEAOB Fund Comptroller
492TAXCHK |0001 |General Revenue Fund 0060 [Alzheimer's Disease Research Fund Revenue
492TAXCHK |0001 |General Revenue Fund 0061 |Lou Gehrig's Disease (ALS) Research Fund Revenue
492TAXCHK |0001 |General Revenue Fund 0100 [Assistance To The Homeless Fund Revenue
370DEBTSR |0001 |General Revenue Fund 0101 |General Obligation B R & | Fund Treasurer
492TAXCHK |0001 |General Revenue Fund 0102 [lllinois Veterans' Homes Fund Revenue
492TAXCHK |0001 |General Revenue Fund 0113 |Community Health Center Care Fund Revenue
409YOUTHA |0001 |General Revenue Fund 0128 [Youth Alcohol/Substance Abuse Fund Liguor Control Commission
492TAXCHK [0001 |General Revenue Fund 0135 |Heartsaver AED Fund Revenue
360UIHOSP 0001 |General Revenue Fund 0136 [U of | Hospital Services Fund Comptroller
492TAXCHK |0001 |General Revenue Fund 0165 |Korean War Veterans National Museum & Library Revenue
492TAXCHK |0001 |General Revenue Fund 0197 [Epilepsy Treatment & Education Grants-in-Aid Fund Revenue
492TAXCHK |0001 |General Revenue Fund 0198 |Diabetes Research Checkoff Fund Revenue
360TEAINS 0001 |General Revenue Fund 0203 [Teachers Health Insurance Security Fund Comptroller
310CMIA90 0001 |General Revenue Fund 0212 |Federal Financing Cost Reimbursement Fund GOMB
444QTRANS [0001 |General Revenue Fund 0223 |Mental Health Accounts Receivable Fund Human Services
492TAXCHK [0001 |General Revenue Fund 0228 |Autism Research Checkoff Fund Revenue
492TAXCHK |0001 |General Revenue Fund 0233 [Intercity Passenger Rail Fund Revenue
360ILVTAS 0001 |General Revenue Fund 0236 |Veterans Assistance Fund Comptroller
360PARAMU [0001 [General Revenue Fund 0245 [Fair And Exposition Fund Comptroller
492TAXCHK [0001 |General Revenue Fund 0250 |Blindness Prevention Fund Revenue
492TAXCHK |0001 |General Revenue Fund 0264 [lllinois Brain Tumor Research Fund Revenue
492TAXCHK |0001 |General Revenue Fund 0268 |Sarcoidosis Research Fund Revenue
492TAXCHK |0001 |General Revenue Fund 0275 [Vince Demuzio Memorial Colon Cancer Fund Revenue
370BANKSV |0001 |General Revenue Fund 0373 |State Treasurer's Bank Services Trust Fund Treasurer
360SCHOOL [0001 [General Revenue Fund 0412 [Common School Fund Comptroller
492TAXCHK |0001 |General Revenue Fund 0456 |Lung Cancer Research Fund Revenue
492TAXCHK |0001 |General Revenue Fund 0469 [Autoimmune Disease Research Fund Revenue
492TAXCHK [0001 |General Revenue Fund 0512 |After-School Rescue Fund Revenue
492TAXCHK |0001 |General Revenue Fund 0513 [lllinois State Crime Stoppers Association Fund Revenue
370LOCGOV |0001 |General Revenue Fund 0515 |Local Government Distributive Fund Treasurer
492TAXCHK |0001 |General Revenue Fund 0531 [American Diabetes Association Fund Revenue
492TAXCHK [0001 |General Revenue Fund 0532 |Mental Health Research Fund Revenue
492TAXCHK |0001 |General Revenue Fund 0533 [Children's Cancer Fund Revenue
492TAXCHK |0001 |General Revenue Fund 0550 |Supplemental Low-Income Energy Assistance Fund Revenue




Exhibit 09.20.30-D

(21-001)
STATUTORY TRANSFER IDENTIFIERS Page 2 of 8

Transfer From Initiating

Identifier From To Agency
360COMTAX |0001 |General Revenue Fund 0568 |School Infrastructure Fund Comptroller
360SCHINF 0001 |General Revenue Fund 0568 [School Infrastructure Fund Comptroller
360DEFC10 |0001 |General Revenue Fund 0578 |[MPEA Reserve Fund Comptroller
492TAXCHK |0001 |General Revenue Fund 0604 [Multiple Sclerosis Assistance Fund Revenue
360C02000 0001 |General Revenue Fund 0608 |Conservation 2000 Fund Comptroller
370CAPLIT 0001 |General Revenue Fund 0614 [Capital Litigation Trust Fund Treasurer
492TAXCHK [0001 |General Revenue Fund 0626 |Prostate Cancer Research Fund Revenue
492TRANS 0001 |General Revenue Fund 0627 [Public Transportation Fund Revenue
360DEBTSR |0001 |General Revenue Fund 0627 |Public Transportation Fund Comptroller
492PTRANS |0001 |General Revenue Fund 0648 [Downstate Public Transportation Fund Revenue
360MUNIEC  |0001 |General Revenue Fund 0650 |Municipal Economic Development Fund Treasurer
563WKCOMP [0001 [General Revenue Fund 0685 [Rate Adjustment Fund IL Workers' Comp Commission
360REPAY 0001 |General Revenue Fund 0686 |Budget Stabilization Fund Comptroller
492TAXCHK |0001 |General Revenue Fund 0691 |Leukemia Treatment and Education Fund Revenue
360PARAMU 0001 |General Revenue Fund 0708 |lllinois Standardbred Breeders Fund Comptroller
360PARAMU [0001 [General Revenue Fund 0709 |[lllinois Thoroughbred Breeders Fund Comptroller
492TAXCHK |0001 |General Revenue Fund 0713 |Asthma & Lung Research Fund Revenue
492TAXCHK |0001 |General Revenue Fund 0725 [lllinois Military Family Relief Fund Revenue
492TAXCHK [0001 |General Revenue Fund 0727 |National World War 1l Memorial Fund Revenue
492TAXCHK |0001 |General Revenue Fund 0734 |World War Il Veteran's Memorial Fund Revenue
370CORPRE |0001 |General Revenue Fund 0761 |Corporate Headquarters Relocation Assistance Fun Treasurer
360TOURIS 0001 |General Revenue Fund 0763 [Tourism Promotion Fund Comptroller
492TOURIS 0001 |General Revenue Fund 0763 |Tourism Promotion Fund Revenue
360INTMOD  |0001 |General Revenue Fund 0780 |Intermodal Facilities Promotion Fund Revenue
492PTRANS |0001 |General Revenue Fund 0794 |Metro East Public Transportation Fund Revenue
360INCGRT 0001 |General Revenue Fund 0814 [Metro Pier & Exposition Authority Incentive Trust Comptroller
370TXDIST 0001 |General Revenue Fund 0815 |Inheritance Tax Collection Distribution Fund Treasurer
492TAXCHK |0001 |General Revenue Fund 0865 [Domestic Violence Shelter & Service Fund Revenue
482VIOLEN 0001 |General Revenue Fund 0865 |Domestic Violence Shelter & Service Fund Public Health
492TAXCHK |0001 |General Revenue Fund 0909 |lllinois Wildlife Preservation Fund Revenue
492TAXCHK |0001 |General Revenue Fund 0910 |Youth Drug Abuse Prevention Fund Revenue
492TXDIST 0001 |General Revenue Fund 0925 [Coal Technology Development Assistance Fund Revenue
360INTCCS 0001 |General Revenue Fund 0933 [Convention Center Support Fund Comptroller
482BIRTHC 0001 |General Revenue Fund 0934 |Child Abuse Prevention Fund Public Health
492TAXCHK [0001 |General Revenue Fund 0934 |Child Abuse Prevention Fund Revenue
360PARAMU [0001 [General Revenue Fund 0960 ([Build lllinois Fund Comptroller
360SALEST |0005 |Common School Special Account Fund 0412 [Common School Fund Comptroller
370DEBTSR [0011 [Road Fund 0101 [General Obligation B R & | Fund Treasurer
310CMIA90 0011 |Road Fund 0212 [Federal Financing Cost Reimbursement Fund GOMB
360RCONST 0011 |Road Fund 0902 [State Construction Account Fund Governor
360MFTDIS 0012 |Motor Fuel Tax Fund 0963 |Vehicle Inspection Fund Comptroller




Exhibit 09.20.30-D

(21-001)
STATUTORY TRANSFER IDENTIFIERS Page 3 of 8

Transfer From Initiating

Identifier From To Agency
494MFTDIS 0012 |Motor Fuel Tax Fund 0011 |Road Fund Transportation
494MFTDIS 0012 [Motor Fuel Tax Fund 0019 [Grade Crossing Protection Fund Transportation
494MFTDIS 0012 |Motor Fuel Tax Fund 0039 |State Boating Act Fund Transportation
494MFTDIS 0012 [Motor Fuel Tax Fund 0413 [Counties Fund Transportation
494MFTDIS 0012 |Motor Fuel Tax Fund 0414 |Municipalities Fund Transportation
494MFTDIS 0012 [Motor Fuel Tax Fund 0415 [Road District Fund Transportation
494MFTDIS 0012 |Motor Fuel Tax Fund 0902 |State Construction Account Fund Transportation
494TRNREG 0019 |Grade Crossing Protection Fund 0018 |Transportation Regulatory Fund Transportation
360EXCESS 0021 |Financial Institutions Fund 0001 |General Revenue Fund Comptroller
440INDCST 0021 |Financial Institutions Fund 0218 [Professions Indirect Cost Fund DFPR
440INDCST 0022 |General Professions Dedicated Fund 0218 |Professions Indirect Cost Fund DFPR
360DEBTSR [0041 [Wildlife and Fish Fund 0101 [General Obligation B R & | Fund Comptroller
360EXCESS 0045 |Agricultural Premium Fund 0001 |General Revenue Fund Comptroller
360DEBTSR [0047 [Fire Prevention Fund 0101 [General Obligation B R & | Fund Comptroller
592AMBREV (0047 |Fire Prevention Fund 0334 |Ambulance Revolving Loan Fund State Fire Marshall
592FSSMEQ [0047 [Fire Prevention Fund 0518 [Fire Service and Small Equipment Fund State Fire Marshall
592FRTRCK |0047 |Fire Prevention Fund 0572 |Fire Truck Revolving Loan Fund State Fire Marshall
444QTRANS [0050 |Mental Health Fund 0223 |Mental Health Accounts Receivable Trust Fund Human Services
427CMIA90 0052 |Title Il Social Security & Service Fund 0212 |Federal Financing Cost Reimbursement Fund GOMB
360EXCESS 0053 |MEAOB Fund 0001 |General Revenue Fund Comptroller
370DEBTSR |0053 |MEAOB Fund 0105 |lllinois Civic Center BR & | Fund Treasurer
360STATUT [0053 [MEAOB Fund 0962 [Park and Conservation Fund Comptroller
440INDCST 0057 |lllinois State Pharmacy Disciplinary Fund 0218 |Professions Indirect Cost Fund DFPR
422INVINC 0069 |[Natural Heritage Endowment Trust Fund 0375 [Natural Heritage Fund Natural Resources
360DEBTSR |0072 |Underground Storage Tank Fund 0101 [General Obligation BR & | Fund Comptroller
360UNDSTO [0072 [Underground Storage Tank Fund 0001 [General Revenue Fund Comptroller
492MEDCAN |0075 |Compassionate Use of Medical Cannabis 0912 [Cannabis Regulation Fund Revenue
360QTRANS [0078 [Solid Waste Management Fund 0828 [Hazardous Waste Fund Comptroller
360SLDWST 0078 |Solid Waste Management Fund 0001 |General Revenue Fund Comptroller
492REIMBR 0084 [County Water Commission Tax Fund 0001 [General Revenue Fund Revenue
440INDCST 0093 |lllinois State Medical Disciplinary Fund 0218 |Professions Indirect Cost Fund DFPR
492REIMBR 0097 |Home Rule Municipal Soft Drink ROT Fund 0384 [Tax Compliance and Administration Fund Revenue
370REBATE |0101 |General Obligation B R & | Fund 0107 |General Obligation Bond Rebate Fund Treasurer
370ESTXRF 0121 |Estate Tax Refund Fund 0001 |General Revenue Fund Treasurer
563WKCOMP 0124 |Workers Compensation Benefit Trust Fund 0685 |Rate Adjustment Fund IL Workers' Comp Commission
492CHIADM  |0125 [Municipal Wireless Service Emergency Fund 0384 [Tax Compliance and Administration Fund Revenue
565WAGERT |0129 |State Gaming Fund 0007 [Education Assistance Fund IL Gaming Board
360ENDBAL [0136 (U of | Hospital Services Fund 0001 [General Revenue Fund Comptroller
478 EXCESS 0136 |U of | Hospital Services Fund 0001 |General Revenue Fund Healthcare and Family Services
492HRMUTX 0138 [Home Rule Municipal ROT Fund 0384 [Tax Compliance and Administration Fund Revenue
360REALLO 0143 |School Construction Fund 0653 |Coal Development Fund GOMB
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440INDCST 0151 |Registered CPA's Admin. & Disciplinary Fund 0218 |Professions Indirect Cost Fund DFPR
350EXCESS [0167 [Registered Limited Liability Partnership Fund 0001 [General Revenue Fund Secretary of State
492SALEST [0186 |State and Local Sales Tax Reform Fund 0187 |RTA Occupation and Use Tax Replacement Fund Revenue
492SALEST 0186 |State and Local Sales Tax Reform Fund 0515 |Local Government Distributive Fund Revenue
492SALEST [0186 |State and Local Sales Tax Reform Fund 0648 |Downstate Public Transportation Fund Revenue
360SRWDRF 0186 [State and Local Sales Tax Reform Fund 0949 [Sound-Reducing Windows and Doors Replacement Comptroller

Fund

492SALEST 0186 |State and Local Sales Tax Reform Fund 0960 |Build Illinois Fund Revenue
492SALEST |0188 |County and Mass Transit District Fund 0812 |RTA Sales Tax Trust Fund Revenue
360MEDDIS |0189 |Local Government Tax Fund 0093 |lllinois State Medical Disciplinary Fund Comptroller
370ILSPFC 0225 |lllinois Sports Facilities Fund 0001 |General Revenue Fund Treasurer
440INDCST 0241 |IOMA Consumer Protection Fund 0218 |Professions Indirect Cost Fund DFPR
691QTRANS [0242 [ISAC Accounts Receivable Fund 0001 |[General Revenue Fund ISAC
360EXCESS [0245 [Fair and Exposition Fund 0045 [Agricultural Premium Fund Comptroller
452UNCLMD 0251 |Department of Labor Special State Trust Fund 0001 |General Revenue Fund Labor
440INDCST 0258 |[Nursing Dedicated and Professional Fund 0218 [Professions Indirect Cost Fund DFPR
440INDCST 0259 |Optometric Licensing and Disciplinary Comm 0218 |Professions Indirect Cost Fund DFPR
422INTERS 0260 |Fish and Wildlife Endowment Fund 0041 |Wildlife and Fish Fund Natural Resources
370ENDBAL (0276 |Drunk & Drugged Driving Prevention Fund 0001 |General Revenue Fund Treasurer
492EXCESS 10278 |Income Tax Refund Fund 0001 |General Revenue Fund Revenue
492REFUND 0278 |Income Tax Refund Fund 0802 [Personal Property Tax Replacement Fund Revenue
370HSPBSC [0284 [Hospital Basic Services Preservation Fund 0001 [General Revenue Fund Treasurer
492REIMBR  |0294 |Used Tire Management Fund 0001 [General Revenue Fund Revenue
370UNPRTR [0300 [Demutualization Trust Fund 0482 [Unclaimed Property Trust Fund Treasurer
416EXCESS |0315 |Efficiency Initiatives Revolving Fund 0001 |General Revenue Fund CMS
370EXCTRF 0331 |Treasurer's Rental Fee Fund 0054 |State Pensions Fund Treasurer
492REIMBR  |0337 |Metropolitan Pier & Expo Auth Trust Fund 0384 [Tax Compliance And Administration Fund Revenue
360AUDOVR [0342 [Audit Expense Fund XXXX [Any Fund Auditor General
420INDCST 0343 |Federal National Community Services Fund 0883 |Intra-Agency Services Fund DCEO
478GENREV 0346 |Hospital Provider Fund 0001 [General Revenue Fund Healthcare and Family Services
478LTCPRO |0346 |Hospital Provider Fund 0345 |Long Term Care Provider Fund Healthcare and Family Services
A478HHSMTF |0346 |Hospital Provider Fund 0365 [Health and Human Services Medicaid Trust Fund Healthcare and Family Services
350ENDBAL |0363 |Division of Corporations Special Operations 0001 |General Revenue Fund Secretary of State
492REIMBR  |0364 |[IL Telecom Access Corporation 0059 |Public Utility Revenue
492REIMBR  |0364 |[IL Telecom Access Corporation 0384 |Tax Compliance and Administration Fund Revenue
370MCCORM (0377 [McCormick Place Expansion Project Fund 0001 [General Revenue Fund Treasurer
350EXCESS 0380 |Corporate Franchise Tax Refund Fund 0001 |General Revenue Fund Secretary of State
360TXCMAD [0384 |Tax Compliance & Administrative Fund 0001 [General Revenue Fund Comptroller
440INDCST 0386 |Appraisal Administration Fund 0218 |Professions Indirect Cost Fund DFPR
442ILHABT 0390 |lllinois Habitat Endowment Trust Fund 0391 [lllinois Habitat Fund Natural Resources

422MINBAL

0391

Illinois Habitat Fund

0293

State Furbearer Fund

Natural Resources
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422MINBAL 0391 |[lllinois Habitat Fund 0353 |State Pheasant Fund Natural Resources
422INCOME  |0391 [lllinois Habitat Fund 0390 |[lllinois Habitat Endowment Trust Fund Natural Resources
370PROTST |0401 |Protest Fund xxxx |Any Fund Treasurer
420INDCST 0404 |Urban Planning Assistance Fund 0883 [Intra-Agency Services Fund DCEO
444GOVGRT 0408 |DHS Special Purpose Trust Fund 0947 |Governor's Grant Fund Human Services
478CMIA90 0421 |Public Aid Recoveries Trust Fund 0212 [Federal Financing Cost Reimbursement Fund Healthcare and Family Services
478EXCESS |0421 |Public Aid Recoveries Trust Fund 0001 |General Revenue Fund Healthcare and Family Services
478DRUGRE 0421 |Public Aid Recoveries Trust Fund 0728 [Drug Rebate Fund Healthcare and Family Services
563WKCOMP 0431 |Second Injury Fund 0685 |Rate Adjustment Fund IL Workers' Comp Commission
370EXCESS |0436 |[Safety Responsibility Fund 0001 [General Revenue Fund Treasurer
492REIMBR 0452 |lllinois Tourism Tax Fund 0001 |General Revenue Fund Revenue
370UNCLPR [0482 |Unclaimed Property Trust Fund 0054 [State Pensions Fund Treasurer
350EXCESS 0483 |Secretary of State Special Services Fund 0304 |Statistical Services Revolving Fund Secretary of State
360EXCESS [0485 [Warrants Escheated Fund 0001 [General Revenue Fund Comptroller
360SXOFND 0527 |Sex Offender Management Board Fund 0022 |General Professions Dedicated Fund Comptroller
310INSFIN 0534 |[IL Workers' Comp Commission Operations Fund  |0997 [Insurance Financial Regulation Fund Governor
440INDCST 0546 |Public Pension Regulation Fund 0218 [Professions Indirect Cost Fund DFPR
360REALLO  [0551 [Anti-Pollution Fund 0141 [Capital Development Fund Comptroller
586DHSSPT |0560 |Federal Agency Services 0408 |DHS Special Purposes Trust Fund State Board of Education
586GVGRNT [0560 [SBE Federal Agency Services 0947 [Governor's Grant Fund State Board of Education
586GVGRNT |0561 |SBE Federal Department of Education 0947 |Governor's Grant Fund State Board of Education
440INDCST 0562 |Pawnbroker Regulation Fund 0218 [Professions Indirect Cost Fund DFPR
370DEBTSR |0568 |School Infrastructure Fund 0101 |General Obligation B R & | Fund Treasurer
586CAREER [0561 [S.B.E. Federal Department of Education Fund 0772 [Career and Technical Education Fund State Board of Education
360PROSPT 0587 |Professional Sports Team Education Fund 0412 [Common School Fund Comptroller
492NCHADM 0612 |Wireless Service Emergency Fund 0384 [Tax Compliance And Administration Fund Revenue
524WRLSSV 0613 |Wireless Carrier Reimbursement Fund 0612 |Wireless Services Emergency Fund Commerce Commission
511EXCESS [0617 [Contributory Trust Fund 0001 [General Revenue Fund CDB
511DEBTSR 0617 |Contributory Trust Fund 0101 |General Obligation B R & | Fund CDB
360CDBCNT [0617 [Contributory Trust Fund 0314 [Facility Management Revolving Fund Comptroller
370STBINC 0625 |Matured Bond and Coupon Fund 0482 |Unclaimed Property Trust Fund Treasurer
579HORSRA [0632 [Horse Racing Fund 0001 [General Revenue Fund Revenue
420INDCST 0636 |Commerce & Community Affairs Assistance Fund |0883 [Intra-Agency Services Fund DCEO
370MINBAL 0641 |Auction Regulation Administration Fund 0643 [Auction Recovery Fund Treasurer
370REPYMT 0641 |Auction Regulation Administration Fund 0850 |Real Estate License Administration Fund Treasurer
360REALLO [0653 [Coal Development Fund 0141 [Capital Development Fund Comptroller
691STULON 0663 |Federal Student Loan Fund 0664 |Student Loan Operations Fund ISAC
691EXCESS |[0664 [Student Loan Operations Fund 0001 [General Revenue Fund ISAC
360SLDWST 0675 |Electronics Recycling Fund 0078 |Solid Waste Management Fund Comptroller
563WKCOMP (0685 [Rate Adjustment Fund 0124 [Worker's Compensation Benefit Fund IL Workers' Comp Commission
563WKCOMP 0685 |Rate Adjustment Fund 0431 |Second Injury Fund IL Workers' Comp Commission
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563WKCOMP 0685 |Rate Adjustment Fund 0001 |General Revenue Fund IL Workers' Comp Commission
360DEFICI 0686 |Budget Stabilization Fund 0001 [General Revenue Fund Comptroller
360CAPPRO 0694 |Capital Projects Fund 0001 |General Revenue Fund Comptroller
360RPYBND [0694 [Capital Projects Fund 0011 [Road Fund Comptroller
360BIBRIF 0694 |Capital Projects Fund 0970 |Build Illinois Bond Retirement and Interest Fund Comptroller
360DUIPEF 0697 |Roadside Memorial Fund 0956 [DUI Prevention and Education Fund Comptroller
340EXCESS 0703 |State Whistleblower Reward & Protection Fund 0001 |General Revenue Fund Attorney General\Treasurer
A58INTERS 0711 |[State Lottery Fund 0412 [Common School Fund Revenue
492LOTPRD |0711 |State Lottery Fund 0412 [Common School Fund Revenue
420INDCST 0726 |Federal Industrial Services Fund 0883 [Intra-Agency Services Fund DCEO
360EICREF 0733 |Tobacco Settlement Recovery Fund 0278 |Income Tax Refund Fund Comptroller
420INDCST 0737 |Energy Administration Fund 0883 [Intra-Agency Services Fund DCEO
492PTRANS |0741 |RTA Public Transportation Tax Fund 0001 [General Revenue Fund Revenue
360HOMISP (0746 [Home Inspector Administration Fund 0850 [Real Estate License Administration Fund Treasurer
440INDCST 0746 |Home Inspector Administration Fund 0218 |Professions Indirect Cost Fund DFPR
440INDCST 0750 |Real Estate Audit Fund 0218 [Professions Indirect Cost Fund DFPR
370ACCELC |0771 |Digital Divide Elimination Infrastructure Fund 0106 |Accessible Electronic Information Services Fund Treasurer
440INDCST 0792 [Cemetery Oversight Licensing and Disciplinary Funq0218 [Professions Indirect Cost Fund DFPR
492MTRANS |0802 |Personal Property Tax Replacement Fund 0001 |General Revenue Fund Revenue
492REFUND |0802 |Personal Property Tax Replacement Fund 0278 [Income Tax Refund Fund Revenue
360ENGYEF 0820 |DCEO Energy Projects Fund 0531 |Energy Efficiency Portfolio Standards Fund Comptroller
310EXCESS [0821 [Dram Shop Fund 0001 [General Revenue Fund Governor
444YOUTHA |0821 [Dram Shop Fund 0128 [Youth Alcoholism & Substance Abuse Prevention Human Services
440INDCST 0823 |Dental Disciplinary Fund 0218 |Professions Indirect Cost Fund DFPR
440INDCST 0849 |Real Estate Research and Education Fund 0218 |Professions Indirect Cost Fund DFPR
360HOMISP  [0850 [Real Estate License Adm Fund 0746 [Home Inspector Administration Fund Comptroller
370BALDEF |0850 [Real Estate License Adm Fund 0750 |Real Estate Audit Fund Treasurer
370ANNUAL |0850 |Real Estate License Adm Fund 0849 |Real Estate Research & Education Fund Treasurer
440INDCST 0850 |Real Estate License Adm Fund 0218 |Professions Indirect Cost Fund DFPR
420INDCST 0851 |Federal Moderate Rehabilitation Housing Fund 0883 [Intra-Agency Services Fund DCEO
420INDCST 0859 |Federal Energy Fund 0883 |Intra-Agency Services Fund DCEO
492REIMBR 0868 [Municipal Auto Rental Occupation Tax Fund 0001 [General Revenue Fund Revenue
492REIMBR  |0869 |County Auto Rental Occupation Tax Fund 0001 |General Revenue Fund Revenue
420INDCST 0870 |Low Income Home Energy Assist Block Grant 0883 |Intra-Agency Services Fund DCEO
420INDCST 0871 |Community Services Block Grant Fund 0883 |Intra-Agency Services Fund DCEO
420INDCST 0875 |Community Dev Small Cities Block Grant 0883 [Intra-Agency Services Fund DCEO
310EXCESS 0879 |Traffic And Criminal Conviction Surcharge Fund 0001 |General Revenue Fund Governor
420INDCST 0883 [Intra-agency Services Fund 0636 [Commerce & Community Affairs Assistance Fund DCEO
440INDCST 0888 |Design Professional Admin & Investigation Fund 0218 |Professions Indirect Cost Fund DFPR
420INDCST 0900 |lllinois Petroleum Violation Fund 0883 [Intra-Agency Services Fund DCEO
360RCONST 0902 |[State Construction Account Fund 0011 |Road Fund Governor
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416EXCESS |0903 |State Surplus Property Revolving Fund 0001 |General Revenue Fund CMS
416RCYCLE |0903 [State Surplus Property Revolving Fund 0308 [Paper and Printing Revolving Fund CMS
416EXCESS |0903 |State Surplus Property Revolving Fund 0308 |Paper and Printing Revolving Fund CMS
492CANREG |0912 [Cannabis Regulation Fund 0001 [General Revenue Fund Revenue
492CANREG 0912 |Cannabis Regulation Fund 0335 |Criminal Justice Information Projects Fund Revenue
492CANREG 0912 |Cannabis Regulation Fund 0368 |Drug Treatment Fund Revenue
492CANREG 0912 |Cannabis Regulation Fund 0509 |Department of Human Services Community Revenue

Services Fund

492CANREG 0912 |Cannabis Regulation Fund 0515 |Local Government Distributive Fund Revenue
492CANREG 0912 |Cannabis Regulation Fund 0686 |Budget Stabilization Fund Revenue
492CANREG 0912 |Cannabis Regulation Fund 0908 [Cannabis Expungement Fund Revenue
420INDCST 0913 |Federal Workforce Training Fund 0883 [Intra-Agency Services Fund DCEO
492REIMBR  |0916 |County Replacement Vehicle Tax Fund 0001 [General Revenue Fund Revenue
492REIMBR  |0917 |Municipal Replacement Vehicle Tax Fund 0001 [General Revenue Fund Revenue
A44EXCESS (0921 |DHS Recoveries Trust Fund 0001 |General Revenue Fund Human Services
444CMIA90 0921 |DHS Recoveries Trust Fund 0212 [Federal Financing Cost Reimbursement Fund Human Services
440INDCST 0922 [Insurance Producer Administration Fund 0218 |Professions Indirect Cost Fund DFPR
444FGRANT |0935 |Block Grant Trust Fund 0001 |General Revenue Fund Human Services
444FGRANT |0935 |Block Grant Trust Fund 0408 |Special Purposes Trust Fund Human Services
444FGRANT |0935 |Block Grant Trust Fund 0762 |Local Initiative Fund Human Services
360AUDEXP |0951 |Narcotics Profit Forfeiture Fund 0342 |Audit Expense Fund States Atty's Appellate Prosecutor
440INDCST 0954 [IL State Podiatric Disciplinary Fund 0218 |Professions Indirect Cost Fund DFPR
478EXCESS |0957 |Child Support Enforcement Trust Fund 0001 |General Revenue Fund Healthcare and Family Services
478CHILDS 0957 |Child Support Enforcement Trust Fund 0757 [Child Support Administrative Fund Healthcare and Family Services
360BLDILL 0960 |Build lllinois Fund 0001 |General Revenue Fund Comptroller
360BLDILL 0960 |[Build lllinois Fund 0961 [Metropolitan Fair & Exposition Impr Bond Fund Comptroller
360BLDILL 0960 |Build lllinois Fund 0962 |Park and Conservation Fund Comptroller
360BLDILL 0960 |[Build lllinois Fund 0969 [Local Tourism Fund Comptroller
360BLDILL 0960 |Build lllinois Fund 0970 (Build lllinois B R & | Fund Comptroller
360DEBTSR [0962 [Park and Conservation Fund 0101 [General Obligation B R & | Fund Comptroller
422DISCRE 0962 |Park and Conservation Fund 0390 |[lllinois Habitat Endowment Trust Fund Natural Resources
360VCLINS 0963 |Vehicle Inspection Fund 0012 [Motor Fuel Tax Fund Comptroller
360EXCESS 0975 |Large Business Attraction Fund 0001 |General Revenue Fund Comptroller
458UNCLMD |0978 |Deferred Lottery Prize Winners Trust Fund 0711 [State Lottery Fund Revenue
360REVENU 10982 |lllinois Beach Marina Fund 0001 |General Revenue Fund Comptroller
440INDCST 0997 [Insurance Financial Regulation Fund 0218 [Professions Indirect Cost Fund DFPR
360AUDEXP  |xxxx |Any Fund 0342 |Audit Expense Fund Comptroller
360FSWEEP [xxxx [Any Fund 0001 [General Revenue Fund Comptroller
360FSWEEP |xxxx |Any Fund 0686 |Budget Stabilization Fund Comptroller
360FSWEEP [xxxx [Any Fund 0793 [Healthcare Provider Relief Fund Comptroller
360FSWEEP |xxxx |Any Fund 0907 [Health Insurance Reserve Fund Comptroller
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360IFBRRW  |xxxx |Any Fund 0001 [General Revenue Fund Comptroller
360IFBRRW  [xxxx [Any Fund 0005 [General Revenue Common School Special Account Comptroller
360IFBRRW  |xxxx |Any Fund 0007 [Education Assistance Fund Comptroller
360IFBRRW  [xxxx [Any Fund 0412 [Common School Fund Comptroller
360IFBRRW  |xxxx |Any Fund 0640 [Fund for the Advancement of Education Comptroller
370STOINV xxXxx |Multiple Funds XXxXx [Multiple Funds Treasurer
416PROSVC |xxxx [Any Fund 0317 [Professional Services Revolving Fund Agency
416WKCOMP |xxxx [Any Fund 0332 [Workers' Compensation Revolving Fund Agency
507FNDRAL  |xxxx |Any Fund 0001 |General Revenue Fund GOMB
507GBRRAL  [xxxx [Any Fund 0101 [General Obligation Bond Retirement Interest GOMB
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As explained in the Statement of General Policy, the Comptroller will advise agencies receiving
money earmarked for aFederal or State Trust Fund, to either establish anew trust fund or establisha
separate revenue and expenditure account(s) within the existing Federal or State Trust Fund.

Recei pt accounts (revenue source codes) for new projects or purposes need only be established when
an existing receipt account (revenue source) isnot applicable. That is, a separate receipt account is
to be established for each specific revenue source, such as the federal Department of Agriculture,
Ford Foundation or the Joe Scomoli Trust. The Comptroller will assist the agenciesin determining
revenue accounts that may be needed for the reporting of specific programs or grants.

INSTRUCTIONS FOR COMPLETING THE
"CHART OF ACCOUNTS MAINTENANCE AND INQUIRY" FORM

PURPOSE

The purpose of this procedure is to provide instructions to request the establishment or
deletion of a receipt (revenue source) or expenditure account (budget line) in the state-wide
accounting system. Prior to preparing thisform, the policy statements (Procedure 09.10.40) should
be referenced to determine the Comptroller's general policies with regard to Trust Fund sub-
accounts.

PREPARATION OF FORM

Two copiesof the"Chart of Accounts Maintenance and Inquiry” form should be prepared to
request the establishment or del etion of areceipt (revenue source) or an expenditure account (budget
line). One copy of the form should be sent to the Comptroller's Office, State Accounting
Department, and the other retained by the agency.

If an agency isrequesting the addition or deletion of two or more receipt accounts (revenue
sources) or expenditure accounts (budget lines), aseparate request form should be submitted for each
account addition or deletion requested. However, one request applicabl eto recei ptsand one request
applicable to expenditures may be on the same form. The "Chart of Accounts Maintenance and
Inquiry” formislimited to one request per form for similar items (receipts or expenditures).
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Only those portions of the " Chart of Accounts Maintenance and Inquiry” form used to add or
delete a receipt (revenue source) or an expenditure account (budget line) are explained in this
section. Other portions of the form are explained in the appropriate section of the manual.

Exhibit 09.20.40-A illustrates a blank form with the instruction reference numbers on it.
Exhibit 09.20.40-B illustrates acompl eted form requesting the addition of areceipt account (revenue
source). Exhibit 09.20.40-C shows a properly completed form to delete areceipt account (revenue
source). Theinstructions for completing the form are:

Genera Information

(1) Enter agency name.
(2)  Enter date of inquiry.
(3) Enter agency address.
| (4)  Enter name to whose attention approved C-45 should be returned.
Receipt Account
| (5) Mark box if receipt account (revenue source) is to be added. Indicate estimated
annual receipts.
| (6) Mark box if receipt account (revenue source) isto bedeleted. Indicate account code.
| (7)  Estimated annual receiptsif receipt account (revenue source) isto be added.
| (8)  Enter number and name of fund into which the receipts will be deposited.
| (9) Indicate the source of receipts.

| Expenditure Authority Account

| (10)

Check box if expenditure account (budget line) is to be added.
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| (11)
| (12)
| (13)

| (14)

| (15)

Check box if expenditure account (budget line) is to be deleted. Indicate SAMS
account number.

Specify and explain if expenditures are subject to control based on some other
indicator.

Enter number and name of fund from which expenditures will be made.
Indicate recommendation for SAM S expenditure authority code, including agency,
organization code and other codes needed for agency reporting such as sequence

number.

Description and/or statutory authority for basis of request.

Aqgency Authorization

| (16)
| (17)
| (18)
| (19)

| (20)

Signature of agency official.
Title of agency official.

Date of signing.

Type or print namein field 16.

Official's telephone number.

NOTIFICATION OF ADDITION OR DELETION OF RECEIPT OR EXPENDITURE ACCOUNT

After the "Chart of Accounts Maintenance and Inquiry” form has been received by the
Comptroller's Office, it will be reviewed and the agency notified of the action taken. If the request
has been approved, the "Chart of Accounts Maintenance and Inquiry” form will be returned to the
regquesting agency with notification of approval.

If the request has been denied, theform will be returned with aletter indicating the reason for
denying therequest. Questions relating to the denial of arequest should be addressed to the Funds
Management Department.






STATE OF ILLINOIS
OFFICE OF COMPTROLLER

SECTION FUNDS PROCEDURE - PAGE NO.
09.50.25 1 of 30
SUB-SECTION REFERENCE EFFECTIVE DATE
July 1, 2020
PROCEDURE FUND LISTING — SPECIAL STATE FUNDS REVISION NUMBER
21-001
FUND
ILCS SECTION NUMBER FUNDNAME ADMINISTERING AGENCY
30 105/5.780 0892 Abandoned Residential Property
Municipality Relief Illinois Housing Development Authority
30 105/5.720 0660 Academic Quality Assurance Board of Higher Education
30 105/5.845 0035 Accessto Justice Attorney General
30 105/5.629 0106 Accessible Electronic
Information Service Secretary of State
30 105/5.158 0982 Addline Jay Geo-Karislllinois
Beach Marina Natural Resources
620 5/78 0046 Aeronautics Transportation
30 105/5.666 0326 African-American HIV/AIDS
Response Public Health
30 105/5.808 0512 After-School Rescue State Board of Education
30 105/5.410 0146 Aggregate Operations Regulatory Natural Resources
30 105/5.01 0045 Agricultural Premium Various Agencies
30 105/5.678 0466 Agriculture in the Classroom Secretary of State
30 105/5.515 0669 Airport Land Loan Revolving Transportation
30 105/5.427 0422 Alternate Fuels Secretary of State/Environmental
Protection Agency
30 105/5.437 0738 Alternative Compliance Market
Account Environmental Protection Agency
30 105/5.843 0020 Alzheimer’s Awareness Secretary of State
30 105/5.180 0060 Alzheimer's Disease Research,

Care and Support

Public Health
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30 105/5.667 0334 Ambulance Revolving Loan
30 105/5.841 0029 American Red Cross
30 105/5.851 0051 Amusement Ride and Patron Safety
30 105/5.244 0273 AnnaVeterans Home
30 105/5.348 0386 Appraisa Administration
30 105/5.221 0224 Asbestos Abatement
30 105/5.280 0100 Assistance to the Homeless
30 105/5.527 0702 Assisted Living and Shared
Housing Regulatory
30 105/5.795 0505 Athletics Supervision and Regulation
30 105/5.468 0542 Attorney General Court Ordered

and Voluntary Compliance
Payment Projects

30 105/5.763 0958 Attorney General Sex Offender
Awareness, Training, and Education

30 105/5.792 0533 Attorney General Tobacco

30 105/5.317 0600 Attorney General Whistleblower
Reward and Protection

30 105/5.349 0342 Audit Expense

30 105/5.679 0458 Autism Awareness

30 105/5.873 0399 Autism Care

30 105/5.653 0228 Autism Research Checkoff

ADMINISTERING AGENCY

Finance Authority/State Fire Marshal
Secretary of State

Labor

Veterans' Affairs

Financial and Professional Regulation
Attorney Genera

Human Services

Public Health

Financial and Professional Regulation

Attorney Genera

Attorney Genera

Attorney Generad

Attorney General
Auditor General
Secretary of State
Human Services

Human Services
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30 105/5.688 0469 Autoimmune Disease Research Public Health
| 30 105/5.894 0946 Aviation Fuel Sales Tax Refund Revenue
30 105/5.79 0795 Bank and Trust Company Financial and Professional Regulation
30 105/5.883 0766 BHE Data and Research Cost
Recovery Board of Higher Education
30 105/5.684 0464 Boy Scout and Girl Scout Secretary of State
30 105/5.455 0214 Brownfields Redevel opment Environmental Protection Agency
30 105/5.148 0960 Build lllinois Treasurer
30 105/5.892 0898 Cannabis Business Devel opment Commerce and Economic Opportunity
30 105/5.894 0908 Cannabis Expungement Revenue
30 105/5.891 0912 Cannabis Regulation Revenue
30 105/5.857 0215 Capital Development Board
Revolving Capital Development Board
30 105/5.619 0149 Capitol Restoration Trust Architect of the Capitol
30 105/5.329 0344 Care Provider Fund for Persons
with a Developmental Disability Human Services
30 105/5.646 0208 Carolyn Adams Ticket For The

Cure Grant

Revenue
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30 105/5.270 0109 CDLISSAAMVANet/NMVTIS Trust
(Commercial Driver's License
Information System/American
Association of Motor Vehicle
Administrators Network/National
Motor Vehicle Title Information

Service Trust)

30 105/5.775 0792 Cemetery Oversight Licensing and
Disciplinary

30  105/5.776 0833 Cemetery Relief

30 105/5.697 0435 Charitable Trust Stabilization

30 105/5.510 0567 Charter Schools Revolving Loan

30 105/5.788 0639 Chicago Police Memorial Foundation

30 105/5.830 0223 Chicago State University Education
Improvement

30 105/5.810 0624 Chicago Travel Industry Promotion

Exposition Authority

30 105/5.147 0934 Child Abuse Prevention

30 105/5.874 0493 Child Bereavement

30 105/5.306 0357 Child Labor and Day and Temporary
Labor Services Enforcement

30 105/5.548 0757 Child Support Administrative

30 105/5.821 0172 Childhood Cancer Research

30 105/5.824 0178 Children’s Wellness Charities

ADMINISTERING AGENCY

Secretary of State

Financial and Professional Regulation
Financial and Professional Regulation
Treasurer

State Board of Education

Secretary of State

Chicago State University

Metropolitan Pier and

Children and Family Services

Labor

Labor
Healthcare and Family Services
Public Health

Human Services
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30 105/5.897 0950 Civic and Transit Infrastructure Governor’ s Office of Management and
Budget
30 105/5.399 0091 Clean Air Act Permit Environmental Protection Agency
30 105/5.891 0981 Coa Combustion Residual Surface
Impoundment Financial Assurance  Environmental Protection Agency
30 105/5.394 0147 Coal Mining Regulatory Natural Resources
30 105/5.139 0925 Coal Technology Development
Assistance Natural Resources
30 105/5.742 0829 Community Association Manager
Licensing and Disciplinary Financial and Professional Regulation
30 105/5.284 0113 Community Health Center Care Public Health
20 1705/18.4 0718 Community Mental Health
Medicaid Trust Human Services
30 105/5.267 0288 Community Water Supply
Laboratory Environmental Protection Agency
30 105/5.839 0075 Compassionate Use of Medical
Cannabis Public Health
30 105/5.443 0543 Comptroller's Administrative Comptroller
30 105/5.791 0547 Conservation Police Operations
Assistance Natural Resources
30 105/5.93 0844 Continuing Legal Education Trust State's Attorneys Appellate
Prosecutor
30 105/5.343 0380 Corporate Franchise Tax Refund Secretary of State
30 105/5.302 0329 County Provider Trust Healthcare and Family Services
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30 105/5.448 0434 Court of Claims Administration
and Grant

30 105/5.224 0243 Credit Union

30 105/5.853 0066 Curing Childhood Cancer

625 35/6 0863 Cycle Rider Safety Training

30 105/5.215 0220 DCFS Children's Services

30 105/5.509 0635 Death Certificate Surcharge

30 105/5.790 0539 Death Penalty Abolition

30 105/5.313 0363 Department of Business Services
Specia Operations

30 105/5.450 0523 Department of Corrections
Reimbursement and Education

30 105/5.745 0797 Department of Human Rights
Special

30 105/5.731 0778 Department of Human Rights
Training and Development

30 105/5.789 0509 Department of Human Services
Community Services

30 105/5.103 0888 Design Professionals Administration
and Investigation

30 105/5.891 0110 Developmental Disabilities
Awareness

30 105/5.644 0198 Diabetes Research Checkoff

30 105/5.545 0770 Digital Divide Elimination

ADMINISTERING AGENCY

Court of Claims

Financial and Professional Regulation
Secretary of State

Transportation

Children and Family Services

Public Health

Criminal Justice Information Authority

Secretary of State

Corrections

Human Rights

Human Rights

Human Services

Financial and Professional Regulation

Human Services
Human Services

Commerce and Economic Opportunity
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30 105/5.546 0771 Digital Divide Elimination
Infrastructure

30 105/5.861 0082 Distance Learning

30 105/5.391 0167 Division of Corporations Registered
Limited Liability Partnership

30 105/5.707 0499 Domestic Violence

30 105/5.463 0528 Domestic Violence Abuser Services

30 105/5.96 0865 Domestic Violence Shelter
and Service

30 105/5.15 0648 Downstate Public Transportation

30 105/5.708 0559 Downstate Transit Improvement

30 105/5.81 0821 Dram Shop

30 105/5.826 0182 Driver Services Administration

30 105/5.16 0031 Drivers Education

30 105/5.550 0728 Drug Rebate

30 105/5.99 0878 Drug Traffic Prevention

30 105/5.322 0368 Drug Treatment

30 105/5.247 0276 Drunk and Drugged Driving
Prevention

30 105/5.472 0548 Drycleaner Environmental
Response Trust

30 105/5.782 0918 Ducks Unlimited

ADMINISTERING AGENCY

Commerce Commission

Board of Higher Education

Secretary of State
Attorney General

Human Services

Human Services
Transportation

Transportation

Revenue

Secretary of State

State Board of Education
Healthcare and Family Services
State Police

Human Services

Secretary of State/Human Services

Drycleaner Environmental Response
Council

Secretary of State
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| 30 105/5.891 0956 DUI Prevention and Education Transportation
30 105/5.419 0398 EMS Assistance Public Health
30 105/5.379 0023 Economic Research and Information ~ Commerce and Economic Opportunity
30 105/5.797 0503 Electronic Health Record Incentive Healthcare and Family Services
30 105/5.716 0675 Electronics Recycling Environmental Protection Agency
430 100/18 0173 Emergency Planning and Training Emergency Management Agency
30 105/5.596 0240 Emergency Public Health Public Health
30 105/5.675 0446 Employee Classification Labor
30 105/5.816 0531 Energy Efficiency Portfolio Standards Commerce and Economic Opportunity
30 105/5.476 0571 Energy Efficiency Trust Commerce and Economic Opportunity
30 105/5.425 0336 Environmental Laboratory
Certification Environmental Protection Agency
30 105/5.135 0944 Environmental Protection
Permit and Inspection Environmental Protection Agency
30 105/5.643 0197 Epilepsy Treatment and Education
Grants-In-Aid Public Health
30 105/5.589 0371 Equity in Long-term Care Quality Public Health
30 105/5.812 0121 Estate Tax Refund Treasurer
30 105/5.395 &
62-37 0145 Explosives Regulatory Natural Resources
30 105/5.384 0118 Facility Licensing Public Health
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30 105/5.17 0245 Fair and Exposition

30 105/5.415 0322 Family Responsibility

30 105/5.762 0864 Farmers Market Technology
Improvement

30 105/5.452 0520 Federal Asset Forfeiture

30 105/5.408 0212 Federal Financing Cost
Reimbursement

30  330/13 0433 Federal High Speed Rail Trust

20 605/605-807 0913 Federal Workforce Training

30 105/5.318 0369 Feed Control

30 105/5.260 0290 Fertilizer Control

30 105/5.365 0021 Financial Institution

30 105/5.20 0047 Fire Prevention

30 105/5.598 0572 Fire Truck Revolving Loan

30 105/5.886 0893 Firearm Dealer License Certification

30  105/5.229 0260 Fish and Wildlife Endowment

30 105/5.352 0014 Food and Drug Safety

30 105/5.768 0891 Foreclosure Prevention Program

30 105/5.831 0119 Foreclosure Prevention Program
Graduated

30 105/5.487 0597 Foreign Language Interpreter

ADMINISTERING AGENCY

Agriculture

Secretary of State

Human Services
State Police

Governor’ s Office of Management
and Budget

Transportation

Commerce and Economic Opportunity
Agriculture

Agriculture

Financial and Professional Regulation
State Fire Marshal

Illinois Finance Authority

State Police

Natural Resources

Public Health

[1linois Housing Development Authority

Illinois Housing Development Authority

Supreme Court
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30 105/5.764 0867 Fraternal Order of Police Secretary of State
30 105/5.498 0611 Fund for Illinois' Future Various Agencies
30 105/5.297 0155 General Assembly Computer Legislative Information System/
Equipment Revolving Legidative Reference Bureau
30 105/5.269 0196 General Assembly Operations
Revolving General Assembly
30 105/5.242 0107 General Obligation Bond Rebate Treasurer
30 105/5.370 0022 General Professions Dedicated Financial and Professional Regulation
30 105/5.871 0409 George Bailey Memorial Insurance
30 105/5.562 0753 Golden Apple Scholars of Illinois Student Assistance Commission
| 30 105/5.605 0555 Good Samaritan Energy Trust Commerce and Economic Opportunity
30 105/5.891 0926 Governor’ s Administrative Governor
30 105/5.124 0947 Governor's Grant Governor
30 105/5.368 0025 Group Home Loan Revolving Human Services
30 105/5.138 0739 Group Workers' Compensation
Pool Insolvency Financial and Professional Regulation
30 105/5.262 0297 Guardianship and Advocacy Guardianship and Advocacy
Commission
| 30 105/5.891 0126 Guide Dogs of America Secretary of State
30 105/5.84 0828 Hazardous Waste Environmental Protection Agency
30 105/5.88 0840 Hazardous Waste Research Environmental Protection Agency
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30 105/5.621 0365 Health and Human Services
Medicaid Trust Healthcare and Family Services
30 105/5.466 0524 Health Facility Plan Review Public Hedlth
30 105/5.109 0907 Health Insurance Reserve Central Management Services
30 105/5.755 0793 Healthcare Provider Relief Healthcare and Family Services
30 105/5.713 0654 Healthy Smiles Public Health
30 105/5.132 0938 Hearing Instrument Dispenser
Examining and Disciplinary Public Hedlth
30 105/5.640 0135 Heartsaver AED Public Health
30 105/5.612 0206 Help Illinois Vote State Board of Elections
30 105/5.886 0839 High-Speed Rail Rolling Stock Transportation
30 105/5.798 0659 Historic Property Administrative Commerce and Economic Opportunity
30 105/5.650 0287 Home Care Services Agency
Licensure Public Health
30 105/5.558 0746 Home Inspector Administration Financial and Professional Regulation
30 105/5.811 0120 Home Services Medicaid Trust Human Services
30 105/5.886 0889 Homel essness Prevention Revenue Human Services
30 105/5.492 0632 Horse Racing Revenue
30 105/5.877 0620 Horsemen’s Council of Illinois Secretary of State
30 105/5.577 0586 Hospice Public Health
30 105/5.659 0284 Hospital Basic Services Preservation  Treasurer
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30 105/5.858 0068 Hospital Licensure Public Health
30 105/5.327 0346 Hospital Provider Healthcare and Family Services
30 105/5.825 0181 Housing for Families Human Services
30 105/5.736 0706 Hunger Relief Human Services
30 105/5.616 0350 |CCB Federal Trust I1linois Community College Board
30 105/5.652 0070 |CCB Research and Technology I1linois Community College Board
30 105/5.424 0184 ICJA Violence Prevention Criminal Justice Information Authority
30 105/5.754 0596 Illiana Expressway Proceeds Transportation
30 105/5.511 0638 Illinois Adoption Registry and
Medical Information Exchange Public Health
30 105/5.275 0286 [llinois Affordable Housing Trust Revenue/lllinois Housing
Development Authority
30 105/5.473 0570 Illinois and Michigan Canal Natural Resources
30 105/5.563 0744 Illinois Animal Abuse Agriculture
30 105/5.163 0973 Illinois Capital Revolving Loan Commerce and Economic Opportunity
30 105/5.321 0549 Illinois Charity Bureau Attorney General
30 105/5.597 0731 Illinois Clean Water Environmental Protection Agency
30 105/5.340 0339 I1linois Community College Board
Contracts and Grants Illinois Community College Board
30 105/5.371 0024 [1linois Department of Agriculture

Laboratory Services Revolving

Agriculture
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30 105/5.801 0532 Illinois Department of Corrections
Parole Division Offender Supervision Corrections
30 105/5.733 0800 [llinois EMS Memorial Scholarship
and Training Secretary of State
30 105/5.164 0974 Illinois Equity Commerce and Economic Opportunity
30 105/5.435 0510 Illinois Fire Fighters Memorial Secretary of State/State Fire Marshal
30 105/5.828 0199 I1linois Fisheries Management Natural Resources
30 105/5.115 0905 [llinois Forestry Devel opment Natural Resources
30 105/5.201 0085 Illinois Gaming Law Enforcement Revenue
30 105/5.339 0391 Illinois Habitat Natural Resources
30 105/5.213 0238 [llinois Health Facilities Planning Public Health
30 105/5.156 0538 Illinois Historic Sites Natural Resources
30 105/5.822 0169 [1linois Independent Tax Tribunal [1linois Independent Tax Tribunal
30 105/5.592 0725 Illinois Military Family Relief Military Affairs
30 105/5.123 0927 [llinois National Guard
Armory Construction Military Affairs
30 105/5.840 0028 I1linois Nurses Foundation Secretary of State
30 105/5.582 0584 Illinois Pan Hellenic Trust Secretary of State/Treasurer
30 105/5.715 0655 Illinois Police Association Secretary of State
30 105/5.842 0027 I1linois Police Benevolent and

Protective Association

Secretary of State
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30 105/5.846 0038 Illinois Police K-9 Memorial Secretary of State
30 105/5.680 0425 [1linois Power Agency Operations [1linois Power
30 105/5.729 0836 Illinois Power Agency Renewable
Energy Resources I1linois Power
30 105/5.689 0463 Illinois Professional Golfers
Association Foundation
Junior Golf Secretary of State
30 105/5.491 0631 Illinois Racing Quarter Horse Breeders Agriculture
30 105/5.584 0594 Illinois Route 66 Heritage Project Secretary of State
30 105/5.261 0175 [1linois School Asbestos Abatement Public Health
30 105/5.849 0032 [llinois Sheriffs’ Association
Scholarship and Training Secretary of State
30 105/5.207 0225 Illinois Sports Facilities Sports Facilities Authority
30 105/5.804 0513 [llinois State Crime Stoppers
Association Criminal Justice Information Authority
30 105/5.83 0823 [llinois State Dental Disciplinary Financial and Professional Regulation
30 105/5.364 0438 Illinois State Fair Agriculture
30 105/5.66 0093 Illinois State Medical Disciplinary Financial and Professional Regulation
30 105/5.173 0057 Illinois State Pharmacy Disciplinary Financial and Professional Regulation
30 105/5.153 0954 Illinois State Podiatric Disciplinary Financial and Professional Regulation
30 105/5.850 0034 Illinois State Police Memoria Park Secretary of State
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30 105/5.570 0677 Illinois Student Assistance
Commission Contracts and Grants Student Assistance Commission
30 105/5.866 0364 Illinois Telecommunications Access
Corporation Commerce Commission
30 105/5.268 0127 Illinois Underground Utility
Facilities Damage Prevention Commerce Commission
30 105/5.657 0236 Illinois Veterans Assistance Revenue
30 105/5.623 0102 Illinois Veterans Homes Veterans Affairs
30 105/5.28 0036 Illinois Veterans' Rehabilitation Human Services
30 105/5.114 0909 Illinois Wildlife Preservation Natural Resources
30 105/5.454 0534 Illinois Workers' Compensation
Commission Operations Workers Compensation Commission
30 105/5.895 0966 Illinois Works Commerce and Economic Opportunity
30 105/5.258 0768 IMSA Income Math and Science Academy
30 105/5.879 0593 Income Tax Bond Comptroller
30 105/5.249 0278 Income Tax Refund Revenue
30 105/5.685 0451 Indigent BAIID Secretary of State
30 105/5.886 0862 Industrial Hemp Regulatory Agriculture
30 105/5.188 0997 Insurance Financial Regulation Insurance
30 105/5.526 0378 Insurance Premium Tax Refund Insurance
30 105/5.120 0922 Insurance Producer Administration Insurance
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30 105/5.735 0780 Intermodal Facilities Promotion Commerce and Economic Opportunity
30 105/5.189 0984 International and Promotional Commerce and Economic Opportunity
30 105/5.740 0803 International Brotherhood of
Teamsters Secretary of State
30 105/5.523 0621 International Tourism Commerce and Economic Opportunity
30 105/5.695 0449 Interpreters for the Deaf Deaf and Hard of Hearing
110 947/65.15(e) 0242 ISAC Accounts Receivable Student Assistance Commission
30 105/5.481 0575 Juvenile Rehabilitation Services
Medicaid Matching Healthcare and Family Services
625 5/3-626 0164 Korean War Memorial Construction Secretary of State
30 105/5.382 0945 Landfill Closure and Post-Closure Environmental Protection Agency
30 105/5.165 0975 Large Business Attraction Commerce and Economic Opportunity
30 105/5.243 0272 LaSdlle Veterans Home Veterans Affairs
30 105/5.670 0356 Law Enforcement Camera Grant Law Enforcement Training and
Standards Board
30 105/5.586 0769 Lawyers Assistance Program Supreme Court
30 105/5.307 0360 Lead Poisoning Screening,
Prevention, and Abatement Public Hedth
30 105/5.456 0536 LEADS Maintenance State Police
30 105/5.366 0026 Liveand Learn Secretary of State
30 105/5.436 0430 Livestock Management Facilities Agriculture
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30 105/5.374 0044 Lobbyist Registration Administration  Secretary of State
30 105/5.29 0515 Loca Government Distributive Revenue
30 105/5.724 0842 Local Government Video Gaming
Distributive Revenue
30 105/5.162 0969 Local Tourism Commerce and Economic Opportunity
30 105/5.266 0285 Long Term Care Monitor/Receiver Public Health
30 105/5.751 0698 Long Term Care Ombudsman Aging
30 105/5.328 0345 Long-Term Care Provider Healthcare and Family Services
30 105/5.137 0943 Low-Level Radioactive Waste
Facility Closure, Post-Closure
Care and Compensation Emergency Management Agency
30 105/5.136 0942 Low-Level Radioactive Waste
Facility Development and Operation Emergency Management Agency
30 105/5.484 0599 Mammogram Secretary of State
30 105/5.235 0262 Mandatory Arbitration Supreme Court
30 105/5.170 0980 Manteno Veterans Home Veterans Affairs
30 105/5.564 0760 Marine Corps Scholarship Treasurer/Secretary of State
30 105/5.446 0508 Master Mason Secretary of State
30 105/5.320 0377 McCormick Place Expansion Project  Revenue
| 30 105/5.893 0171 Mechanics Training Secretary of State
30 105/5.553 0740 Medicaid Buy-In Program Revolving  Healthcare and Family Services



STATE OF ILLINOIS
OFFICE OF COMPTROLLER

SECTION FUNDS PROCEDURE - PAGE NO.
09.50.25 18 of 30
SUB-SECTION REFERENCE EFFECTIVE DATE
July 1, 2020
PROCEDURE FUND LISTING — SPECIAL STATE FUNDS REVISION NUMBER
21-001
FUND
ILCS SECTION NUMBER FUNDNAME ADMINISTERING AGENCY
30 105/5.223 0237 Medicaid Fraud and Abuse Prevention State Police
30 105/5.573 0720 Medical Interagency Program Healthcare and Family Services
30 105/5.547 0808 Medical Special Purposes Trust Healthcare and Family Services
30 105/5.32 0050 Mental Health Human Services
30 105/5.834 0148 Mental Health Reporting State Police/Human Services
30 105/5.111 0920 Metabolic Screening and Treatment Public Health
30 105/5.656 0283 M ethamphetamine Law Enforcement  Treasurer
30 105/5.67 0053 Metropolitan Exposition, Auditorium
and Office Building Commerce and Economic Opportunity
30 105/5.750 0814 Metropolitan Pier and Exposition
Authority Incentive Commerce and Economic Opportunity
30 105/5.372 0043 Military Affairs Trust Military Affairs
30 105/5.710 0522 Money Follows the Person Budget
Transfer Healthcare and Family Services
30 105/5.771 0816 Money Laundering Asset Recovery State Police
30 105/5.676 0453 Monitoring Device Driving Permit
Administration Fee Secretary of State
30 105/5.514 0649 Motor Carrier Safety Inspection State Police
815 370/10 0289 Motor Fuel and Petroleum Standards ~ Agriculture
30 105/5.497 0622 Motor Vehicle License Plate Secretary of State
30 105/5.418 0323 Motor Vehicle Review Board Secretary of State
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30 105/5.295 0156 Motor Vehicle Theft Prevention
and Insurance Verification Trust Secretary of State
70 210/13.3 0578 MPEA Reserve Treasurer
30 105/5.698 0429 Multiple Sclerosis Research Public Health
30 105/5.569 0721 National Guard and Naval Militia
Grant Military Affairs
30 105/5.835 0058 National Wild Turkey Federation Secretary of State
30 105/5.273 0298 Natural Areas Acquisition Natural Resources
30 105/5.169 0375 Natural Heritage Natural Resources
30 105/5.82 0796 Nuclear Safety Emergency
Preparedness Emergency Management Agency
30 105/5.233 0258 Nursing Dedicated and Professional Financial and Professional Regulation
30 105/5.799 0662 Octave Chanute Aerospace Heritage ~ Secretary of State
30 105/5.462 0535 Offender Registration State Police
30 105/5.465 0574 Off-Highway Vehicle Trails Secretary of State/Natural Resources
30 105/5.832 0231 Oil and Gas Resource Management Natural Resources
30 105/5.274 0299 Open Space Lands Acquisition
and Development Natural Resources
30 105/5.227 0259 Optometric Licensing and
Disciplinary Board Financial and Professional Regulation
30 105/5.534 0716 Organ Donor Awareness Secretary of State
30 105/5.692 0459 Ovarian Cancer Awareness Secretary of State
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30 105/5.714 0652 Over Dimensional Load Police Escort
30 105/5.872 0461 Parity Advancement
30 105/5.150 0962 Park and Conservation
30 105/5.580 0585 Park District Y outh Program
30 105/5.411 0608 Partners for Conservation
30 105/5.412 0609 Partners for Conservation Projects
30 105/5.471 0562 Pawnbroker Regulation
| 30 105/5.891 0610 Pediatric Cancer Awareness
30 105/5.362 0015 Penny Severns Breast, Cervical,
and Ovarian Cancer Research
30 105/5.80 0802 Personal Property Tax Replacement
30 105/5.171 0576 Pesticide Control
30 105/5.568 0764 Pet Population Control
30 105/5.289 0137 Plugging and Restoration
30 105/5.332 0372 Plumbing Licensure and Program
30 105/5.485 0598 Police Memorial Committee
30 105/5.882 0747 Police Training Academy Job
Training and Scholarship
30 105/5.464 0517 Police Training Board Services
and Standards Board
30 105/5.248 0277 Pollution Control Board

ADMINISTERING AGENCY

State Police

Insurance

Natural Resources

Secretary of State

Natural Resources/EPA/Agriculture
Natural Resources/Agriculture/EPA
Financial and Professional Regulation

Human Services

Public Health

Revenue
Agriculture/Public Health
Public Health

Natural Resources
Public Health

Secretary of State

Ilinois Student Assistance Commission

Law Enforcement Training

Environmental Protection Agency
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30 105/5.488 0603 Port Development Revolving Loan

30 105/5.891 0183 Post-Traumatic Stress Disorder
Awareness

30 105/5.753 0805 Pre-need Funeral Consumer
Protection

30 105/5.806 0665 Prescription Pill and Drug Disposal

30 105/5.572 0776 Presidential Library and Museum
Operating

30 105/5.671 0366 Prisoner Review Board Vehicle
and Equipment

30 105/5.809 0751 Private Business and Vocational
Schools Quality Assurance

30 105/5.719 0661 Private College Academic Quality

Assurance

30 105/5.743 0790 Private Sewage Disposal Program

30 105/5.212 0192 Professional Regulation Evidence

30 105/5.581 0587 Professional Sports Teams Education

30 105/5.420 0218 Professions Indirect Cost

30 105/5.880 0601 Prostate Cancer Awareness

30 105/5.503 0626 Prostate Cancer Research

30 105/5.409 0341 Provider Inquiry Trust

30 105/5.369 0340 Public Health Laboratory

Services Revolving

ADMINISTERING AGENCY

Commerce and Economic Opportunity

Secretary of State

Comptroller

Criminal Justice Information Authority

Abraham Lincoln Presidential Library
and Museum

Prisoner Review Board

Board of Higher Education

Board of Higher Education

Public Health

Financial and Professional Regulation
Secretary of State

Financial and Professional Regulation
Public Health

Public Health

Healthcare and Family Services

Public Health
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30 105/5.226 0256 Public Health Water Permit Public Health
30 105/5.196 0993 Public Infrastructure Construction
Loan Revolving Commerce and Economic Opportunity
30 105/8f 0546 Public Pension Regulation Financial and Professional Regulation
30 105/5.817 0157 Public-Private Partnerships for
Transportation Transportation
30 105/5.38 0627 Public Transportation Transportation
30 105/5.39 0059 Public Utility Commerce Commission
30 105/5.699 0437 Quality of Life Endowment Public Health
30 105/5.27 0619 Quincy Veterans Home Veterans Affairs
30 105/5.184 0067 Radiation Protection Emergency Management Agency
30 105/5.152 0936 Rail Freight Loan Repayment Transportation
| 30 105/5.896 0972 Rebuild Illinois Projects Commerce and Economic Opportunity
30 105/5.557 0750 Real Estate Audit Financial and Professional Regulation
30 105/5.98 0850 Real Estate License Administration Financial and Professional Regulation
30 105/5.94 0849 Real Estate Research and Education Financial and Professional Regulation
30 105/5.277 0187 Regiona Transportation Authority
Occupation and Use Tax
Replacement Revenue
30 105/5.292 0151 Registered Certified Public

Financial and Professional Regulation
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30 105/5.347 0388 Regulatory Evaluation and
Basic Enforcement Public Health
30 105/5.475 0564 Renewable Energy Resources Trust Commerce and Economic Opportunity
30 105/5.645 0150 Rental Housing Support Program Revenue
30 105/5.884 0671 Rental Purchase Agreement Tax
Refund Revenue
30 105/5.214 0244 Residential Finance Regulatory Financial and Professional Regulation
30 105/5.739 0697 Roadside Memorial Transportation
30 105/5.875 0489 Roadside Monarch Habitat Natural Resources
30 105/5.690 0454 Rotary Club Secretary of State
30 105/5.376 0048 Rural/Downstate Health Access Public Health
30 105/5.632 0115 Safe Bottled Water Public Hedlth
30 105/5.63 0042 Salmon Natural Resources
30 105/5.805 0579 Savings Bank Regulatory Financial and Professional Regulation
30 105/5.279 0130 School District Emergency
Financial Assistance State Board of Education
30 105/5.500 0568 School Infrastructure State Board of Education
30 105/5.891 0987 School STEAM Grant Program State Board of Education
30 105/5.501 0569 School Technology Revolving Loan State Board of Education
| 30  105/5.891 0979 Scott’s Law State Police
30 105/5.561 0732 Secretary of State DUI Administration Secretary of State
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30 105/5.337 0374 Secretary of State Evidence
30 105/5.705 0480 Secretary of State Identification
Security and Theft Prevention
30 105/5.613 0758 Secretary of State Police DUI
30 105/5.567 0759 Secretary of State Police Services
30 105/5.421 0185 Secretary of State Special
License Plate
30 105/5.440 0483 Secretary of State Special Services
30 105/5.127 0948 Secretary of State's Grant
30 105/5.312 0362 Securities Audit and Enforcement
30 105/5.251 0292 Securities Investors Education
30 105/5.122 0930 Senior Citizens Real Estate
Deferred Tax Revolving
30 105/5.583 0588 September 11th
30 105/5.694 0445 Sex Offender Investigation
30 105/5.458 0527 Sex Offender Management Board
30 105/5.345 0389 Sexual Assault Services
30 105/5.819 0158 Sexual Assault Services and
Prevention
30 105/5.760 0854 Share the Road

ADMINISTERING AGENCY

Secretary of State

Secretary of State
Secretary of State

Secretary of State

Secretary of State
Secretary of State
Secretary of State
Secretary of State

Secretary of State

Revenue

Secretary of State/lllinois
Emergency Management Agency

State Police
Sex Offender Management Board

Public Health

Human Services

Secretary of State
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30 105/5.677 0468 Sheet Metal Workers International
Association of Illinois Secretary of State
30 105/5.346 0387 Small Business Environmental
Assistance Commerce and Economic Opportunity
30 105/5.92 0866 Snowmobile Trail Establishment Natural Resources
30 105/5.765 0895 Soil and Water Conservation District ~ Secretary of State
30 105/5.202 0078 Solid Waste Management Environmental Protection Agency
30 105/5.895 0949 Sound-Reducing Windows and Doors
Replacement Transportation
30 105/5.837 0249 South Suburban Airport
Improvement Transportation
30 105/5.854 0320 South Suburban Brownfields
Redevel opment Commerce and Economic Opportunity
30 105/5.316 0355 Special Education Medicaid Matching Healthcare and Family Services
30 105/5.361 0623 Specia Olympics Illinois Human Services
30 105/5.855 0073 Special Olympics llinois and
Special Children’s Charities Human Services
30 105/5.865 0132 Specialized Services for Survivors
of Human Trafficking Human Services
30 105/5.532 0714 Spinal Cord Injury Paralysis
Cure Research Trust Public Health
| 30 105/5.896 0968 Sports Wagering Illinois Gaming Board
30 105/5.772 0899 St. Jude Children’s Research Secretary of State
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30 105/5.276 0186 State and Local Sales Tax Reform Revenue
30 105/5.451 0514 State Asset Forfeiture State Police
30 105/5.891 0928 State Aviation Program Transportation
30 105/5.48 0039 State Boating Act Natural Resources
30 105/5.796 0674 State Charter School Commission State Board of Education
30 105/5.429 0417 State College and University Trust Secretary of State
30 105/5.291 0152 State Crime Laboratory State Police
30 105/5.897 0976 State Fairgrounds Capital
Improvements and Harness Racing ~ Agriculture
30 105/5.259 0293 State Furbearer Natural Resources
30 105/5.286 0129 State Gaming Revenue
30 105/5.607 0471 State Library Secretary of State
30 105/5.52 0711 State L ottery Revenue
30 105/5.151 0953 State Migratory Waterfowl Stamp Natural Resources
30 105/5.876 0500 State Military Justice Military Affairs
30 105/5.457 0537 State Offender DNA Identification
System State Police
30 105/5.78 0782 State Parking Facility Maintenance Secretary of State/Comptroller
30 105/5.53 0040 State Parks Natural Resources
30 105/5.54 0054 State Pensions Various Agencies
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30 105/5.305 0353 State Pheasant Natura Resources
30 105/5.414 0222 State Police DUI State Police
30 105/5.852 0209 State Police Firearm Services State Police
30 105/5.886 0887 State Police Law Enforcement
Administration State Police
30 105/5.820 0166 State Police Merit Board Public
Safety State Police Merit Board
30 105/5.778 0817 State Police Operations Assistance State Police
30 105/5.112 0906 State Police Services State Police
30 105/5.783 0846 State Police Streetgang-Related
Crime State Police
30 105/5.413 0246 State Police Vehicle State Police
30 105/5.664 0328 State Police Vehicle Maintenance State Police
740 175/8 0705 State Police Whistleblower
Reward and Protection State Police
30 105/5.530 0637 State Police Wireless Service
Emergency State Police
30 105/5.168 0265 State Rail Freight Loan Repayment Transportation
15 515/1 0506 State Small Business Credit Initiative  Commerce and Economic Opportunity
30 105/5.342 0373 State Treasurer's Bank Services Trust  Treasurer
30 105/5.71 0745 State's Attorneys Appellate State's Attorneys

Prosecutor’s County

Appellate Prosecutor
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30 105/5.529 0612 Statewide 9-1-1

30 105/5.863 0104 Stroke Data Collection

30 105/5.383 0089 Subtitle D Management

30 105/5.477 0550 Supplemental Low-Income

| Energy Assistance

30 105/5.691 0496 Support Our Troops

30 105/5.686 0428 Supreme Court Historic Preservation

30 105/5.844 0030 Supreme Court Special Purposes

30 105/5.315 0370 Tanning Facility Permit

30 105/5.673 0327 Tattoo and Body Piercing
Establishment Registration

30 105/5.331 0384 Tax Compliance and Administration

30 105/5.618 0310 Tax Recovery

30 105/5.375 0016 Teacher Certificate Fee Revolving

30 105/5.470 0605 Temporary Relocation
Expenses Revolving Grant

30 105/5.891 0985 Theresa Tracy Trot —lllinois
CancerCare Foundation

30 105/5.881 0752 Thriving Y outh Income Tax
Checkoff

30 105/5.540 0733 Taobacco Settlement Recovery

ADMINISTERING AGENCY

State Police
Public Health

Environmental Protection Agency

Commerce and Economic Opportunity
Secretary of State

Supreme Court Historic Preservation
Commission

Supreme Court

Public Health

Public Health
Revenue
Transportation

State Board of Education

State Board of Education

Secretary of State

Human Services

Comptroller
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30 105/5.610 0241 TOMA Consumer Protection Financial and Professional Regulation
30 105/5.70 0763 Tourism Promotion Commerce and Economic Opportunity
30 105/5.30 0879 Traffic and Criminal Law Enforcement Officers
Conviction Surcharge Training and Standards Board
| 30 105/5.891 0239 Training in the Building Trades Commerce and Economic Opportunity
30 105/5.186 0018 Transportation Regulatory Commerce Commission
30 105/5.574 0589 Transportation Safety Highway
Hire-back Transportation
30 105/5.350 0397 Trauma Center Public Health/Healthcare and
Family Services
30 105/5.397 0331 Treasurer’s Rental Fee Treasurer
30 105/5.234 0261 Underground Resources
Conservation Enforcement Natural Resources
30 105/5.192 0072 Underground Storage Tank Environmental Protection Agency
30 105/5.430 0418 University Grant Board of Higher Education/
Secretary of State/lllinois Student
Assistance Commission
30 105/5.387 0136 University of Illinois Hospital
Services Healthcare and Family Services
30 105/5.263 0294 Used Tire Management Environmental Protection Agency
625 5/13C-50 0963 Vehicle Inspection Environmental Protection Agency
30 105/5.130 0929 Violent Crime Victims Assistance Attorney General
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30 105/5.886 0819 VW Settlement Environmental
Mitigation Environmental Protection Agency
30 105/5.766 0885 Wage Theft Enforcement Labor
30 105/5.238 0270 Water Revalving Environmental Protection Agency
| 30 105/5.891 0247 Water Workforce Development Commerce and Economic Opportunity
30 105/5.355 0163 Weights and Measures Agriculture
30 105/5.21 0041 Wildlife and Fish Natural Resources
30 105/5.445 0504 Wildlife Prairie Park Natural Resources
30 105/5.531 0613 Wireless Carrier Reimbursement Commerce Commission
30 105/5.493 0552 Workforce, Technology, and
Economic Development Commerce and Economic Opportunity
30 105/5.282 0128 Y outh Alcoholism and Substance
Abuse Prevention Human Services
30 105/5.119 0910 Y outh Drug Abuse Prevention Human Services
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30 105/34 0990 Attorney General Court-Ordered Attorney Genera
Settlement Distribution
30 105/5.773 0801 Attorney General’s State Projectsand  Attorney General
Court Ordered Distribution
415 60/22.2(9) 0153 Agrichemical Incident Response Trust  Agriculture
805 3151 0440 Agricultural Master Agriculture
20 1920/3.02 0257 Abandoned Mined Lands Reclamation Natural Resources
Set Aside
30 105/34 0736 BHE State Projects Board of Higher Education
30 105/34 0252 Blue Waters Ditch Flood Control Natural Resources
Project
65 5/11-74.3-6 0160 Business Digtrict Retailers Revenue
Occupation Tax
30 105/6t 0617 Capital Development Board Capital Development Board
Contributory Trust
20 3105/9.01 0170 CDB Special Projects Capital Development Board
30 105/5.175 0096 Cemetery Consumer Protection Comptroller
305 5/12-10.2 0957 Child Support Enforcement Trust Healthcare and Family Services
Court Order 0168 CMSvs AFSCME Wages Trust Central Management Services
30 105/34 0668 College Savings Pool Administrative  Treasurer
Trust
15 555 0767 Commemorative Medallions Treasurer
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15 405/9.03 0462 Commercia Consolidation Comptroller
5 375/6.9(f) 0577 Community College Health Insurance  Central Management Services
Security
215  105/4(1)()(k) 0177 Comprehensive Health Insurance Comprehensive Health Insurance Plan
Board Payroll Trust Board
15 405/10.05d 0722 Comptroller Debt Recovery Trust Comptroller
50 310/4.5 0112 Comptroller’s Audit Expense Comptroller
Revolving
30 105/5.777 0933 Convention Center Support Treasurer
30 105/5.241 0188 County and Mass Transit District Revenue
55 5/5-1033 0869 County Automobile Renting Tax Revenue
30 105/5.252 0190 County Option Motor Fuel Tax Revenue
55 5/5-1006.5(c) 0219 County Public Safety or Revenue
Transportation Retailers
Occupation Tax
70 3720/4(q) 0084 County Water Commission Tax Revenue
30 105/5.385 0335 Criminal Justice Information Projects  Criminal Justice Information Authority
20 3932/25(7) 0405 Deaf and Hard of Hearing Specid Deaf and Hard of Hearing Commission
Projects
30 105/5.781 0615 Debt Settlement Consumer Protection  Financial and Professional Regulation
5 220/3 0419 DCEO Projects Commerce and Economic Opportunity
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20 505/25 0582 DCFS Special Purposes Trust Children and Family Services
20 1605/27 0978 Deferred Lottery Prize Winners Trust  Revenue
820 115/6 0251 Department of Labor Special State Labor
Trust
20 105/4.01(4)(5) 0830 Department on Aging State Projects Aging
20 1705/22 0690 DHS Private Resource Human Services
30 105/5.496 0921 DHS Recoveries Trust Human Services
30 105/34 0642 DHS State Projects Human Services
305 5/12-10.10 0211 DHS Technology Initiative Human Services
15 405/9.03 0200 Direct Deposit Administration Comptroller
45 151/10 0667 Disaster Response and Recovery Emergency Management Agency
20 1105/3(6) 0884 DNR Specia Projects Natural Resources
325 20/20 0502 Early Intervention Services Revolving Human Services
115 511 0996 Educational Labor Relations Board Illinois Educational Labor Relations
Fair Share Trust Board
15 405/9.05(b) 0540 Electronic Benefits Transfer Human Services
30 105/5.85 0845 Environmental Protection Trust Environmental Protection Agency
415  5/4(k) 0154 EPA Court Trust Environmental Protection Agency
30 105/35 0074 EPA Specia State Projects Trust Environmental Protection Agency
10 5/1A-50 0467 ERIC Operations Trust State Board of Elections
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30 105/6z-25 0338 Federal HOME Investment Trust Revenue
20 405/405-110 0202 Flexible Spending Account Central Management Services
70 750/25(f) 0558 Flood Prevention Occupation Tax Revenue
40 5/2-141 0786 General Assembly Retirement Excess  General Assembly Retirement System
Benefit
40 5/2-101 0481 General Assembly Retirement System  General Assembly Retirement System
Court Order 0818 Grant v. Dimas Escrow Human Services
5 375/13 0457 Group Insurance Premium Central Management Services
20 3860/25 0606 Health Information Exchange Health Information Exchange
Authority
105 5/3-15.12 0161 High School Equivalency Testing I1linois Community College Board
55 5/5-1006 0139 Home Rule County Retailers Revenue
Occupation Tax
65 5/8-11-1 0138 Home Rule Municipal Retailers Revenue
Occupation Tax
30 105/5.353 0097 Home Rule Municipal Soft Drink Revenue
Retailers Occupation Tax
30 105/5.868 0358 [llinois ABLE Accounts Treasurer
Administrative
20 3501/830- 0994 Illinois Agricultural Loan Guarantee Illinois Finance Authority
30(c)
30 110/3(b) 0296 Illinois Executive Mansion Trust Governor
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20 3501/830- 0205 Illinois Farmer and Agribusiness Loan  Illinois Finance Authority
35(c) Guarantee
520  25/15(b) 0390 I1linois Habitat Endowment Trust Natural Resources
15 505/16.8 0162 [llinois Higher Education Savings Treasurer
Program
30 105/5.859 0076 [llinois National Guard Billeting Military Affairs
20 1805/56-2 0730 [llinois National Guard State Active Military Affairs
Duty
30 105/5.683 0424 I1linois Power Agency Trust Illinois Power Agency
110 979/35 0557 [llinois Prepaid Tuition Trust [llinois Student Assistance
Commission
230 5/31.1 0271 Illinois Racing Board Charity Revenue
20 5125/40 0860 I1linois Route 66 Centennial Commerce and Economic Opportunity
Commission Trust
30 105/5.867 0254 [llinois Secure Choice Administrative  Treasurer
30 105/5.26a 0708 Illinois Standardbred Breeders Agriculture
40 5/22A-112 0529 Illinois State Board of Investments Illinois State Board of Investments
30 105/5.827 0194 [llinois State Museum Natural Resources
605 10/24 0455 [llinois State Toll Highway Authority  Illinois State Toll Highway Authority
605 10/24 0450 [llinois State Toll Highway [llinois State Toll Highway Authority

Construction
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30 105/5.26 0709 Illinois Thoroughbred Breeders Agriculture
65 5/8-3-13 0452 [llinois Tourism Tax Revenue
30 105/6a-6(4) 0359 IMSA Specia Purposes Trust Math and Science Academy
820  305/4(d) 0179 Injured Workers' Benefit Workers' Compensation Commission
15 505/17 0195 IPTIP Administrative Trust Treasurer
110  947/80(g) 0773 ISAC Loan Purchase Program Payroll  Illinois Student Assistance
Trust Commission
30 105/34 0159 ISBE Teacher Certificate Institute State Board of Education
20 3930/10.1(a) & 0318 ICJA Violence Prevention Special Criminal Justice Information Authority
7(k)(1) Projects
20 1105/3(6) 0931 J.J. Wolf Memorial for Conservation ~ Natural Resources
Investigation
40 5/18-148 0787 Judges Retirement Excess Benefit Judges’ Retirement System
40 5/18-101 0477 Judges Retirement System Judges' Retirement System
20 860/4 0465 Land and Water Recreation Natural Resources
225  720/9.07 0858 Land Reclamation Natural Resources
30 750/9-4.4 0992 Loan Loss Reserve Commerce and Economic Opportunity
30 105/5.893 0919 Local Cannabis Consumer Excise Tax  Revenue
Trust
30 105/5.893 0939 Local Government Aviation Trust Revenue
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5 375/10(i) 0193 Local Government Health Insurance Central Management Services
Reserve
30 105/5.240 0189 Local Government Tax Revenue
70 3610/5.01 0841 Metro East Mass Transit District Tax ~ Revenue
70 210/13 0337 Metropolitan Pier and Exposition Metropolitan Pier and Exposition
Authority Trust Authority
70 210/13f 0941 MPEA Grants Treasurer
65 5/8-11-8 0868 Municipal Automobile Renting Tax Revenue
65 5/8-11-2.3 0967 Municipal Motor Fuel Tax Revenue
35 636/5-50(i) 0719 Municipa Telecommunications Revenue
30 105/5.814 0125 Municipa Wireless Service Revenue
Emergency
725  175/5(g) 0951 Narcotics Profit Forfeiture State's Attorneys Appellate Prosecutor
30 150/4 0069 Natural Heritage Endowment Trust Natural Resources
30 105/5.864 0831 Natural Resources Restoration Trust Natural Resources
30 105/5.426 0088 Non-Home Rule Municipal Retailers  Revenue
Occupation Tax
30 105/5.603 0774 Qil Spill Response Environmental Protection Agency
5 365/3 0460 Payroll Consolidation Comptroller
415  5/4(k) 0207 Pollution Control Board State Trust Environmental Protection Agency
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35 720/.01 0263 Private Vehicle Use Home Rule Revenue
30 230/2a 0401 Protest Treasurer
30 105/5.495 0421 Public Aid Recoveries Trust Healthcare and Family Services
20 2310/2310-35 0896 Public Health Specia State Projects Public Health
230 5/27(a5) 0785 Quarter Horse Purse Racing Board
820  305/7(f) 0685 Rate Adjustment Treasurer
225  454/20-85 0629 Real Estate Recovery Financial and Professional Regulation
240  40/35-5 0291 Regulatory Agriculture
70 3615/4.03 0812 RTA Sales Tax Revenue
625 5/7-101& 0436 Safety Responsihility Secretary of State
7-213
55 5/5-1006.7(d) 0498 School Facility Occupation Tax Revenue
820  305/7(f) 0431 Second Injury Workers' Compensation Commission
30 105/34 0295 Secretary of State Interagency Grant Secretary of State
625  5/3-402.4 0890 Secretary of State International Secretary of State
Registration Plan
820 305/4a6.1 0274 Self-Insurers Administration Workers' Compensation Commission
820  305/4a5 0940 Self-Insurers Security Workers' Compensation Commission
Court Order 0848 Settlement Fund-Illinois Chamber of ~ Treasurer

Commercev. Filan
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30 105/34 0882 Sheffield February 1982 Agreed Emergency Management Agency
Order
40 5/21-109.1(b) 0204 Socia Security Administration Comptroller
20 607/3-25 0321 South Suburban Increment Commerce and Economic Opportunity
30 105/8.25-4 0229 Sports Facilities Tax Trust Sports Facilities Authority
230  5/27(a5) 0217 Standardbred Purse [llinois Racing Board
30 105/5.642 0144 State Board of Education Specia State Board of Education
Purpose Trust
20 205/205-415 0602 State Cooperative Extension Service  Agriculture
Trust
30 105/5.73 0755 State Employees Deferred Central Management Services
Compensation Plan
40 5/14-135.07 0788 State Employees Retirement Excess State Employees Retirement System
Benefit
40 5/14-131 0479 State Employees Retirement System State Employees Retirement System
20 205/205-20 0835 State Fair Promotional Activities Agriculture
70 1605/30(c) 0717 State Metro-East Park and Recreation  Revenue
District
15 405/10.05and 0658 State Off-Set Claims Comptroller
10.06
30 105/34 0932 State Treasurer Court Ordered Escrow  Treasurer
30 105/5.862 0103 State Treasurer’s Administrative Treasurer
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740  175/8 0703 State Whistleblower Reward and Attorney Genera
Protection
110 991 0235 Student Investment Account Treasurer
Administrative
30 105/34 0230 Supreme Court Special State Projects  Supreme Court
20 2505/2505- 0583 Tax Suspense Trust Revenue
475
5 375/6.5(F) 0203 Teacher Health Insurance Security Central Management Services
40 5/16-178 0789 Teachers Retirement Excess Benefit Teachers Retirement System
40 5/16-101 0473 Teachers Retirement System Teachers' Retirement System
765  1025/18 0482 Unclaimed Property Trust Treasurer
20 2805/2.03 0775 Veterans Affairs Library Grant Veterans Affairs
30 105/34 0501 Veterans' Affairs State Projects Veterans Affairs
15 405/10.14 0485 Warrant Escheat Comptroller
505  135/5 0651 Watershed Park Agriculture
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WITHIN COMMON OBJECT 00-002

TELECOMMUNICATIONS

1700 TELECOMMUNICATIONS

1702 Telecommunications Expense Reimbursement to State Employee
1710 Repair and Maintenance, Telephone, Data, Radio and Other
Communication Equipment

1721 Rental, Telephone Services and Equipment

1722 Rental, Data Communication Services and Equipment

1723 Rental, Radio Communication Services and Equipment

1725 Communications Services Provided Under Tariff

1728 Video Conferencing

1729 Rental, Other Communication Services and Equipment

1730 Parts and Suppliesfor Telephone, Data and Radio Equipment
1740 Answering and Paging Communication Services and Equipment
1750 Telephone, Data, Radio and Other Communication Equipment
1795 University Central Telecommunication Services

1799 Telecommunication Services, Not Elsewhere Classified

OPERATION OF AUTOMOTIVE EQUIPMENT

1800 OPERATION OF AUTOMOTIVE EQUIPMENT

1892 Bulk Tires

1893 Repair and Maintenance, Automotive Equipment
1894 Parts and Fittings, Automotive Equipment

1895 Bulk Fuel

1896 Gasoline, Oil and Antifreeze

1897 University Central Transportation Services

1898 Automotive Services, Not Elsewhere Classified
1899 Automotive Expenses, Not Elsewhere Classified
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LUMP SUMS AND OTHER PURPOSES

1900 LUMP SUMS AND OTHER PURPOSES

1910 Lump-Sum Operations
1920 Lump Sum, Operations Excluding Personal Services
NOTE: See 4900, 6900 and 7900 for other "lump sum" categories
1930 Efficiency Initiative Payments
1970 Employee Participant in Dependent Care Assistance Plan
1971 Payment For Excessive Deductionsin Dependent Care Program
1972 Employee Participant in Medical Care Assistance Plan
1973 CMS Payroll Deduction Programs
1975 Headlth Insurance Payments for Members
1976 Health Insurance Payment Reimbursements to Members - Paid by CMS
1977 Life Insurance Payments for Members - Paid by CMS

1981 Savings Bond Payments

1983 Non-Recurring Refunds and Distributions

1984 Commercial/Payroll Consolidation Distribution (COMPTROLLER USE ONLY)
1985 State Withholding Tax--Personal Services

1986 State Withholding Tax--Contractual Services

1987 State Withholding Tax--Resident Lottery Winners

1988 State Withholding Tax--Non-Resident Lottery Winners

1989 State Withholding Tax--Non-Resident Contractual Services

1990 IRS Tax Levy

1991 Interest Penalty--Prompt Payment Act

1992 Loca Government Debt Collection Payments

1993 Interfund Cash Transfers

1994 Other Interest Penalty - Not Elsewhere Classified

1995 Interest Penalty - Prompt Payment Act - Future Y ear

1997 Contingencies (Transfers-Out Only)

1998 Involuntary Withholding Garnishment Replacement Payments
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1234 Rental, Machinery and Mechanical Equipment.
Charges for the rental of machinery and mechanical equipment, such asindustrial or shop
machinery and tools, and electronic equipment. R

1235 Rental, EDP Equipment.
When no specific appropriation is received for the purpose of EDP operation, this
account should be used for the rental and time usage charges of EDP equipment.
Examples are computers and printers. R

1236 Facilities Management Revolving Fund Payments.
Payments for goods and services pursuant to the consolidation of Facility Management
administered by the Department of Centra Management Services and billed by the
Facilities Management Revolving Fund. NR

1237 Rental, Film and Audio/Visual Aids.
Charges for the rental of audio/visua equipment and related materials, such as
educational films, projectors, projection screens, tape recorders, tapes and earphones. R

1239 Rental, Not Elsewhere Classified.
Charges for rentals not chargeable to any of the above accounts, such as short-term
rentals of conference rooms or exhibit space where no lease is obtained, and pre-paid
parking passes. R

1240 Statistical and Tabulation Services.
Charges for statistical and tabulating services performed by another organization such as
a private computer service bureau or the Department of Information Technology. R

1241 Medical Consultant Fees.
Charges incurred for the contractual services of medical consultants usually on a fee or
per-diem basis rendered by non-employees (e.g., lectures, medical consultants). R

1242 Auditing and Management Consulting Services.
Charges incurred for professional services rendered by auditing, accounting, EDP and
other management related consultants. R

1243 Book Binding Services.
Charges incurred for the binding or rebinding of books and periodicals. This account is
not to be used by agencies receiving a specific "Printing" appropriation. Also, account
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1560 is to be used for binding costs where included in the inventoriable costs of library
operations. R

1244 Legal Fees.

Charges incurred for services of attorneys. Court representation and other legal services
rendered by attorneys pursuant to the State Indemnification Act must be approved by the
Attorney General. Legal consulting, general counsel, bill drafting, legal research, hearing
officers and other types of services provided by attorneys not covered under the State
Indemnification Act must contain a statement on the voucher attesting to the fact that it is
not subject to the State Indemnification Act. Additional examples of chargeable items
include court-ordered attorney fees.  This code is NOT used for combined
settlement/attorney payments (1268). R

1245 Professional and Artistic Services, Not Elsewhere Classified.

Charges, usually on a fee or per-diem basis, for professional or artistic services rendered
by non-employees, other than actua medical services chargeable to account 1246 or
undertakers fees chargeable to account 1247. Examples of charges to this account
include: veterinary fees, stipends, lens grinding, charges for commodity testing and
grading, clergymen's fees, payments for the services of expert witnesses, non-attorney
hearing officers, non-attorney arbitrators, engineering, software support services and
payments to interpreters or entertainers. R

1246 Hospital and Medical Services, Payments to Providers.
Payments made DIRECTLY TO PROVIDERS for medical services provided by
hospitals, clinics, and individuals not employed by the State, including physicians,
nurses, dentists, optometrists, psychologists, and physical, speech, and occupational
therapists, ambulance, autopsy and toxicology. Excludes payments to pharmacies for
prescription drugs (1256), payments for treatment of injured employees under provisions
of the Workers' Compensation Act (4422), and medical consultant fees (1241). R-M

1247 Institutional Burial Services.
Charges for services rendered by undertakers, including caskets and any other supplies
incident to such services which are provided by undertakers, whether or not shown
separately on theinvoice. R

1248 Building and Ground Maintenance.
Charges for services rendered, other than by State employees, for such purposes as waste
removal, janitorial services, cleaning of buildings, laundry and towel-supply services,
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1570 Livestock.
Charges for the acquisition, at delivered price, including transportation costs, of livestock
for production uses. Livestock purchased for immediate slaughter as food is chargeable to
account 1360. NR

1599 Equipment, Not Elsewhere Classified.
Charges for the acquisition at the delivered price including transportation and
assembling/installation costs, of equipment not chargeable to any other account. Includes
athletic, playground and recreational equipment; musical instruments, radios,
photographic equipment; barber and beauty culture equipment; firearms, security alarms,
wheelchairs, televisions, trailers, and GPS locator for off-road equipment.

NOTE: Installation costs, contracted separately from the purchase of an equipment item,
are to be charged to the same account as the unit of equipment was charged. NR

ELECTRONIC DATA PROCESSING

1600 ELECTRONIC DATA PROCESSING

Defined by "An Act in relation to State Finance" (30 ILCS 105/24.1) asfollows:

"The item 'electronic data processing' means, and when used in an appropriation act, includes all
expenditures incurred for the lease, rental or purchase of electronic data processing equipment
and related devices, supplies, services, material and space therefore, and personal services
needed, including expenditures for the acquisition of electronic data processing equipment under
multi-year lease, lease-purchase or installment purchase contracts for terms of not more than 7
years. Fund appropriated for electronic data processing may be expended to pay any penalty
resulting from the cancellation of a multi-year agreement or contract required because funds are
not appropriated for the continuation of the multi-year agreement or contract."

NOTE: Agencies that receive an appropriation for EDP cost within a divisional structure should
utilize the proper operationa detail object (i.e., 1225, 1304, 1540, etc) PAYMENTS FOR
COMPUTER SOFTWARE MUST CITE DETAIL OBJECT 1284.

1681 Rental, Data Processing Equipment.
Charges for the rental of data processing equipment such as. computers, on-site
terminals, and printers. R
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1683 Rental, Data Processing Facilities.
Charges for the rental of office, storage, or other building space, including the rental of
land, used in connection with data processing activities. R

1685 EDP Supplies.
Charges for EDP supplies such as computer paper and memory card stick. Also includes
charges for office supplies for EDP departments paid from an EDP appropriation. NR

1687 EDP Equipment.
Charges for the acquisition of durable equipment for EDP use, at delivered price
| including transportation costs. Includes such equipment as. computers, printers, desks,
chairs, files, surge protector, cables, and other equipment for the use of EDP personnel.

NR
* NOTE: Plusany valid expenditure objects el sewhere defined.
* Only supplies, materials, and equipment directly related to an EDP operation are properly

chargeable to an appropriation for electronic data processing.

TELECOMMUNICATIONS

1700 TELECOMMUNICATIONS

Defined by "An Act in relation to State Finance" (30 ILCS 105/24.3) as follows:

"The item 'telecommunication services, when used in an appropriation act, means and includes
all expenditures incurred for the lease, rental or purchase of telecommunications interconnection
facility equipment, supplies, maintenance, services and space therefore, and related personal
services but not including persona services for the operation of single agency systems.
Telecommunications services shall include but is not limited to the interconnection of
educational television, radio and computers but shall not include the preparation of or the content
of the subject matter transmitted. Telecommunications equipment includes telephone, radio,
computer and other voice, data, or video interconnection facility systems.”

1702 Telecommunication Expense Reimbursement to State Employees and Contractual Payroll
Employees.
Payments to reimburse a state employee or a contractual payroll employee for
telecommunication expenditures in connection with Official State business provided the
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1991

1992

1993

1994

1995

1997

1998

Payments to the Federal Internal Revenue Service from the State Offset Claims Fund as a result
of IRStax levies. NR

INTEREST PENALTY — PROMPT PAYMENT ACT — CURRENT YEAR
Payments to vendors for interest penalty incurred pursuant to the State Prompt Payment Act. R

LOCAL GOVERNMENT DEBT COLLECTION PAYMENTS
Payments made to alocal government for debt collected by the IOC offset system. NR

INTERFUND CASH TRANSFERS
Payments made to another fund; for example, an appropriation made to a Revolving Fund to be
paid from the General Revenue Fund. NR

OTHER INTEREST PENALTY — Not Elsewhere Classified

All payment of interest penalty not subject to the State Prompt Payment Act, including, but not
limited to, payments to health care providers pursuant to the Illinois Insurance Code and
payments to the Federa Government pursuant to the Federal Cash Management Improvement
Act. Excludes payments for interest penalty related to the State Prompt Payment Act (30 ILCS

540). R

INTEREST PENALTY - PROMPT PAYMENT ACT - FUTURE YEAR
Payments to vendors for interest penalty incurred pursuant to the State Prompt Payment Act paid
out of the following year’s appropriation. R

CONTINGENCIES (TRANSFERS-OUT ONLY)
To be used only in connection with contingency appropriations. This account is to be used when
processing an appropriation transfer request. NR

INVOLUNTARY WITHHOLDING GARNISHMENT REPLACEMENT PAYMENTS
Involuntary withholding garnishment replacement payments made pursuant to a court directive.
NR
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AWARDS AND GRANTS

Defined by "An Act in relation to State Finance" (30 ILCS 105/24.5) asfollows:

"'Awards and grants includes payments for: Awards and indemnities, pensions and annuities
(other than amounts payable for personal services as defined in Section 14): shared revenue
payments or grants to local governments or to quasi-public agencies; and gratuitous payments to,
or charges incurred for the direct benefit of, natural persons who are not wards of the State.
Payments to any local government as reimbursement for costs incurred by it in performing an
activity for which it is specifically by statute made an agent of the State shall be chargeable to
and classified under the same item or account as though such costs were incurred directly by the
State."

4300 AWARDS AND GRANTS - RESTRICTED USE —10C AUTHORIZATION REQUIRED

The 4300 detail object code series is restricted for use by agencies that have prior written
approval from the Office of the Comptroller. The 4300 detail object code series designates that
the payments will be processed by alternate SAMS procedures with respect to Involuntary
Withholding requirements. The description and IRS reportable status of the detail object code in
the 4300 series are identical to the corresponding detail object codes in the 4400 series. For
example, detail object code 4361 has the same description and IRS reportable status as 4461.

4400 AWARDS AND GRANTS

4401 Services for Benefit Recipients, Payments to Providers.

Payments made DIRECTLY TO SERVICE PROVIDERS, other than medical service
providers, for services to the mentaly ill, the developmentally disabled, the chemically
dependent, and other aided persons who are not wards of the State. Includes payments
for counseling; case management; job placement preparation; training and instruction;
nonmedical home support and maintenance; alcohol and drug prevention and treatment;
and crisis intervention. Includes payments to service providers for transporting benefit
recipients and transportation costs related to medical treatment for recipients. Excludes
medical services (4460, 4467), payments to benefit recipients (4461, 4464), and
payments on behalf of benefit recipients for in-home domestic services (4465, 4466). R
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CODE ASSIGNMENT
AGENCY DIVISION LEGISLATURE
101 General Assembly
10 Senate
20 House of Representatives
30 Joint Committees
LEGISLATIVE AGENCIES
102 Legidative Inspector General
10 Investigations
103 Auditor Genera
01 General Office
105 Commission on Government Forecasting and Accountability
01 General Office
10 Research Unit
108 Legidative Information System
01 General Operations
109 Legidative Audit Commission
01 General Office
110 Legidative Printing Unit
01 Operations
115 Legidative Reference Bureau
01 Genera Office
120 Legidative Ethics Commission
01 Administration
131 General Assembly Retirement System

01 General Office
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LEGISLATIVE AGENCIES (Concluded)

CODE ASSIGNMENT
AGENCY DIVISION
156 Office of the Architect of the Capitol
01 General Office
167 Administrative Rules, Joint Committee on

01 General Operations
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201 Supreme Court
01 Supreme Court
05 Circuit Courts
10 Administrative Office
15 Administration of the First Appellate District
25 Administration of the Second Appellate District
30 Officers of the Illinois Court System
35 Administration of the Third Appellate District
45 Administration of the Fourth Appellate District
55 Administration of the Fifth Appellate District
88 Governors Discretionary Approp
210 Supreme Court Historic Preservation Commission
01 Administration
275 Judges Retirement System
01 General Office
285 Judicial Inquiry Board
01 General Office
290 State Appellate Defender, Office of the
01 General Operations
10 Capital Litigation Division
20 Violent Crimes Appeals Unit
295 State's Attorneys A ppellate Prosecutor, Office of the

01 General Operations

88 Governors Discretionary Approp
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310 Office of the Governor
01 Executive Office
330 Office of the Lieutenant Governor
01 Genera Office
340 Office of the Attorney General
01 Genera Office
10 Operations-All Divisions
20 Enforcement
25 Asbestos Litigation Division
50 Crime Victims Assistance
350 Office of the Secretary of State
01 Executive Group
10 General Administration Group
35 Payroll Division
51 Motor Vehicle Group
360 Office of the Comptroller
01 Administration
05 Merit Commission
10 Inspector Genera
12 Statewide Fiscal Operations
13 Electronic Data Processing
15 Specia Audits
20 State Officers' Salaries and Other Expenditures
65 Court Reporting
370 Office of the Treasurer
01 Genera Office
25 Unclaimed Property
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CODE ASSIGNMENT
AGENCY DIVISION
402 Aging
01 Distributive Items
02 Finance and Administration — State
03 Home and Community Services— State
04 Planning, Research and Devel opment — State
05 Communication and Outreach — State
06 Division of Community Outreach
07 Office of Information Technology
08 Office of Community Transition
10 Executive Office - State
22 Finance and Administration — Federal
26 Senior Health Insurance
33 Home and Community Services — Federa
44 Planning, Research and Development — Federal
55 Communication and Outreach — Federal
87 Federal Stimulus- ARRA
88 Governors Discretionary Approp
89 Shared Services
406 Agriculture

01 Administrative Services
05 Computer Services
10 Agriculture Regulation
32 Marketing
42 Bureau of Medicinal Plants
43 Bureau of Weights & Measures
44 Animal Industries
45 Meat Inspection
46 Land and Water Resources
47 Environmental Programs
48 Bureau of Springfield Buildings and Grounds/State Fair
49 DuQuoin Buildings and Grounds
52 DuQuoin State Fair
53 County Fairs and Horse Racing

87

Federa Stimulus - ARRA
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| 406 Agriculture (continued)
88 Governors Discretionary Approp
89 Shared Services
416 Central Management Services
01 Bureau of Administrative Operations
05 [llinois Information Services
10 Bureau of Strategic Sourcing and Procurement
20 Bureau of Benefits
30 Bureau of Personnel
35 Business Enterprise Program
40 Bureau of Property Management
45 Agency Services
51 Involuntary Withholding
55 Bureau of Communication and Computer Services
87 Federal Stimulus - ARRA
89 Shared Services
418 Children and Family Services
01 Lump Sums
17 Regional Offices
30 Central Administration
33 Administrative Case Review
38 Quality Assurances
40 Child Welfare
50 Child Protection
73 Budget, Legal and Compliance
74 Clinical Services
76 Office of the Guardian
77 Inspector General
78 Regulation and Quality Control
88 Governors Discretionary Approp

89 Shared Services
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420

01
02
03
04
05
06
07
08
09
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35

Commerce and Economic Opportunity

Local Projects
Local Projects
Local Projects
Local Projects

Operational Expenses

Local Projects
Local Projects
Local Projects
Local Projects
Local Projects
Local Projects
Local Projects
Local Projects
Local Projects

General Administration

Loca Projects
Local Projects
Local Projects
Local Projects
Local Projects
Local Projects
Local Projects
Local Projects
Local Projects
Tourism

Local Projects
Local Projects
Local Projects
Local Projects

Workforce Development

Local Projects
Local Projects
Local Projects
Local Projects

Technology and Industrial Competitiveness
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420 Commerce and Economic Opportunity (Continued)

36 Local Projects
37 Local Projects
38 Local Projects
39 Local Projects
40 Regional Economic Development
41 Local Projects
42 Local Projects
43 Local Projects
44 Local Projects
45 Business Devel opment
46 Infrastructure and Investment
47 Infrastructure and | nvestment
48 Infrastructure and Investment
49 Infrastructure and Investment
50 Coa Development and Marketing
51 Infrastructure and I nvestment
52 Infrastructure and I nvestment
53 Infrastructure and Investment
54 Infrastructure and I nvestment
55 Films
56 Infrastructure and Investment
57 Infrastructure and Investment
58 Infrastructure and I nvestment
59 Infrastructure and I nvestment
65 Office of Trade and Development
70 Energy Assistance
75 Community Development
80 Energy and Recycling
87 Energy Conservation
88 Governors Discretionary Approp
89 Shared Services
20 Recycling and Waste Management
91 Local Projects
92 Local Projects

93 Local Projects
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420 Commerce and Economic Opportunity (Continued)
9 Local Projects
95 Local Projects
96 Local Projects
97 Local Projects
98 Local Projects
99 Local Projects
426 Corrections

01 Genera Office
04 School District
09 Adult Field Services
52 Big Muddy River Correctional Center
54 Centralia Correctional Center
56 Danville Correctional Center
57 Decatur Women's Correctional Center
58 Dixon Correctiona Center
60 Dwight Correctional Center
63 East Moline Correctional Center
64 Elgin Treatment Center
65 Southwestern Illinois Correctional Center
67 Kewanee Life Skills Re-Entry Center
68 Graham Correctional Center
69 Illinois River Correctional Center
70 Hill Correctional Center
71 Jacksonville Correctional Center
72 Joliet Treatment Center
73 Joliet Correctional Center
74 Lawrence Correctional Center
75 Lincoln Correctional Center
77 Logan Correctional Center
79 Menard Correctional Center
80 Murphysboro Life Skills Re-Entry Center
82 Pinckneyville Correctional Center
83 Pontiac Correctional Center

84 Robinson Correctional Center
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CODE ASSIGNMENT
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426 Corrections (continued)
85 Shawnee Correctiona Center
86 Governors Discretionary Approp
87 Federal Stimulus - ARRA
88 Sheridan Correctional Center
89 Shared Services
91 Tamms Correctional Center
92 Stateville Correctional Center
93 Taylorville Correctional Center
94 Vandalia Correctional Center
95 Thomson Correctional Center
96 Vienna Correctiona Center
97 Western Illinois Correctional Center
98 Correctional Industries

427 Employment Security
50 Office of the Director
51 Finance and Administration
53 Operations
59 Trust Fund Unit
62 Workforce Development
87 Federal Stimulus - ARRA
89 Shared Services

440 Financial and Professional Regulation
01 Administrative
02 Consumer Credit
03 Credit Union
04 Currency Exchange
05 Unclaimed Property
06 Electronic Data Processing
o7 Title Insurance
08 TOMA Consumer Protection
09 Cannabis Regulatory Fund
10 Involuntary Withholding

11 Debt Settlement
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| 440 Financial and Professional Regulation (continued)

12 Debt Management
20 Administrative/Support Insurance
21 Consumer
22 Financial Corporate Regulation
23 Staff Services
24 Electronic Data Processing
25 Pension
26 Senior Health Insurance Programs
27 Workers' Compensation Insurance Fraud
39 Thrift Regulation
40 Bank & Trust Company
41 Pawnbroker Regulation
42 Savings and Residential Finance Regulation
43 Real Estate License Administration
44 Appraisa Administration
45 Real Estate Research and Education
46 Auctioneer Regulation
47 Home Inspector Regulation
48 Real Estate Audit
49 Court Judgment
53 Medical Cannabis
54 Cemetery Oversight
55 Cemetery Relief
56 Comm Assoc Manager Licensing & Disciplinary
57 Athletics
60 Genera Professions
61 Dental
62 Medical
63 Optometric
64 Design
65 Pharmacy
66 Podiatry
67 Certified Public Accountant
68 Nurse
69 Professional Evidence

70 Professional Indirect Cost
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440 Financial and Professional Regulation (continued)
71 Cemetery Oversight
89 Shared Services
478 Healthcare and Family Services
01 Operations-Lump Sums
05 Program Administration
15 Inspector Genera
55 Child Support Enforcement
58 Attorney General Representation
60 Public Aid Recoveries
65 Medical
75 Energy Assistance
80 Employee Health Insurance
87 Federal Stimulus—ARRA
88 Governors Discretionary Approp
89 Shared Services
442 Human Rights
01 Administration
10 Charge Processing
20 Compliance
89 Shared Services
444 Human Services
01 Distributive Items
10 Field Level Operations
11 Attorney General Representation
12 Training Personnel
13 DHS/Excess Assistance
14 Tinley Park Mental Health Center
15 Administrative & Program Support
16 Management Information Services
17 Aggregated Personal Services and Fringes
18 Jack Mabley Developmental Center
19 Alton Mental Health Center
20 Disability Determination Services, Bureau of
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DEPARTMENTS (Continued)

CODE ASSIGNMENT
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444 Human Services (continued)
21 Home Services Program
22 Mental Health Grants-in-Aid and Purchase Care
23 Inspector Genera
24 Developmental Disabilities Grants-in-Aid and Purchase Care
25 Addiction Prevention
26 Addiction Treatment
28 Lincoln Developmental Center
29 Clyde L. Choate Mental Health & Developmenta Center
30 Rehabilitation Services Bureaus
31 Client Assistance Project
32 Division of Rehabilitation Services Program and Administrative
Support
37 DHS Administration
39 Chicago-Read Mental Health Center
40 DIS Behavioral Health Program Administration
41 Sexually Violent Persons Program
44 H. Douglas Singer Mental Health and Developmental Center
45 Ann M. Kiley Developmental Center
50 School For The Deaf
51 School For Visualy Impaired
54 John J. Madden Mental Health Center
58 Warren G. Murray Developmental Center
59 Elgin Mental Health Center
60 Community & Resident Servicesfor Blind & Visually Impaired
66 Chester Mental Health Center
69 Jacksonville Developmental Center
70 I1linois Center for Rehabilitation and Education
74 Andrew McFarland Mental Health Center
77 Refugee Social Service Program
79 Governor Samuel H. Shapiro Develop Mental Center
80 Human Capital Development
81 Juvenile Justice Programs
82 Community Health
83 Community Y outh Services
86 Governors Discretionary Approp

87 Federa Stimulus - ARRA
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CODE ASSIGNMENT
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444 Human Services (continued)
88 Governor’ s Discretionary Appropriations
89 Shared Services
90 Legidative Initiatives
95 Elisabeth Ludeman Developmental Center
98 William A. Howe Developmental Center
99 Legidative Initiatives

445 [llinois Power Agency
01 Administrative Costs

448 Innovation and Technology
01 Central Office

446 Insurance
11 Market Stability Grant
12 Enforcement and Consumer Protections Grant
13 Co-Op Agreement Affordable Care Act
14 Illinois Health Insurance Exchange
15 Consumer Assistance Program Grant ||
16 Support Est. State Operated Health Insurance Exchange
17 Rate Review Cyclell
18 State Operated Health Insurance Exchange
19 Patient Protection
20 Producer Administration
21 Planning Division
22 Financial Regulation
25 Pension Division
26 Senior Health Insurance
27 Workers' Compensation
89 Shared Services

425 Juvenile Justice
01 General Office
04 School District
06 After Care Services

09 Involuntary Withholding
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425 Juvenile Justice (continued)
21 Illinois Y outh Center - Chicago
24 Illinois Y outh Center - Harrisburg
28 Illinois Y outh Center - Joliet
29 [llinois Y outh Center - Kewanee
30 Illinois Y outh Center - Murphysboro
36 Illinois Y outh Center - Pere Marquette
37 Illinois Y outh Center - Rushville
39 [llinois Y outh Center - St. Charles
47 I1linois Y outh Center — Warrenville
87 Federal Stimulus- ARRA
89 Shared Services

452 Labor
01 General Office
10 Public Safety
20 Fair Labor Standards
89 Shared Services

458 Lottery
01 Operations
89 Shared Services

466 Military Affairs
01 Office of the Adjutant General
15 Facilities Operations
89 Shared Services

422 Natural Resources
01 Lump Sum General Revenue Fund
10 General Office Operations
11 General Office Capital
12 Realty and Capital Planning
14 Strategic Services
16 World Shooting Complex at Sparta
18 Grant Management and Assistance

20 Resource Conservation
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DEPARTMENTS (Continued)

CODE ASSIGNMENT
AGENCY DIVISION

422 Natural Resources (continued)
30 Office of Coastal Management Program
40 Law Enforcement
50 Land Management and Education
60 Mines and Minerals
70 Office of Oil and Gas
80 Water Resources Operations
81 Water Resources Capital
94 Museums

482 Public Health
01 Directors Office Operations
10 Office of Finance and Administration
15 Division of Information Technology
20 Office of Policy, Planning and Statistics
30 Office of Health Promotion
40 Office of Health Care Regulation
50 Office of Health Protection
51 Office of Health Protection: AIDS/HIV
52 Springfield Laboratory
54 Carbondal e L aboratory
56 Chicago Laboratory
58 Public Health Laboratories
60 Office of Women's Health
70 Office of Preparedness and Response
80 Office of Health Policy
87 Federal Stimulus—ARRA
88 Governors Discretionary Approp
89 Shared Services

492 Revenue
01 Operations
10 Government Services
27 Tax Administration and Enforcement
45 Lottery Operations

87 Federa Stimulus— ARRA
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DEPARTMENTS (Continued)

CODE ASSIGNMENT
AGENCY DIVISION

492 Revenue (continued)
88 Governor’ s Discretionary Appropriations
89 Shared Services

493 State Police
01 Lump Sum Appropriations
02 Division of Administration
20 Information Services Bureau
60 Division of Operations
73 Financial Fraud and Forgery Unit
80 Division of Forensic Services and Identification
85 Division of Internal Investigations
88 Governor’s Discretionary Appropriations
89 Shared Services

494 Transportation
01 Central Administration and Planning Office
02 Capital Improvements, Highways
03 Information Processing
05 Highways Central Offices
06 Department Wide
07 Planning and Programming
08 Highway Project Implementation
09 Program Development
10 Division of Traffic Safety
11 Highway Safety Program -Department on Aging
12 Highway Safety Program — Healthcare and Family Services
13 ICCB-Highway Safety Program
14 Highway Safety Program - Community College Board
16 Highway Safety Program, Liquor Control Commission
17 Highway Safety Program, Natural Resources
18 Day Labor
19 Highway Safety Program - Department of Human Services
21 Digtrict 1, Schaumburg Office
22 Digtrict 2, Dixon Office
23 District 3, Ottawa Office

24 District 4, Peoria Office
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DEPARTMENTS (Continued)

CODE ASSIGNMENT
AGENCY DIVISION
494 Transportation (continued)
25 District 5, Paris Office
26 District 6, Springfield Office
27 District 7, Effingham Office
28 District 8, Collinsville Office
29 District 9, Carbondal e Office
31 Highway Safety Program — State Fire Marshal
32 States Attorney Appellate Prosecutor
33 Corrections
42 Construction and Land Acquisition
44 Construction, Bond Fund A
46 Grade Crossing Protection
60 Aeronautics, General Office
70 Division of Highway Safety - DOT
72 Highway Safety Program - Secretary of State
73 Highway Safety Program - State Board of Education
74 Highway Safety Program - Department of Public Health
75 Highway Safety Program - Department of State Police
76 Highway Safety Program - Children and Family Services
77 Highway Safety Program - Law Enforcement Training Standards Board
79 Highway Safety Program - Supreme Court
80 Public and Intermodal Transportation Division
81 Intercity Rail Passenger Services and Program Improvements
87 Federal Stimulus- ARRA
88 Governors Discretionary Approp
89 Shared Services
90 Motor Fuel Tax Administration
99 Employee Retirement Contribution Program
497 Veterans Affairs

01 Genera Office
15 Veterans Field Services
18 AnnaVeterans Home
20 Quincy Veterans Home
23 LaSalle Veterans Home
25 Manteno Veteran's Home

27 Veterans Home at Chicago
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497
30
40
88
89

DEPARTMENTS (Concluded)

Veterans Affairs (continued)
State Approving Agency
State Veterans Homes
Governors Discretionary Approp
Shared Services
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OTHER AGENCIES

AGENCY GROUP CODE - 5

CODE ASSIGNMENT
AGENCY DIVISION

503 Illinois Arts Council
01 General Office
87 Federal Stimulus - ARRA
89 Shared Services

506 Abraham Lincoln Presidential Library and Museum
01 General Office

507 Governor’ s Office of Management and Budget
01 Operations
89 Shared Services

509 Office of Executive Inspector General
01 General Office

510 Executive Ethics Commission
01 Operations

511 Capital Development Board
01 General Office
03 Illinois Building Authority
04 Asbestos Abatement
05 Central Management Services
06 Agriculture
08 Chicago State University
12 Eastern Illinois University
16 Governors State University
20 Northeastern Illinois University
22 Natural Resources, Conservation
24 Juvenile Justice
25 Corrections
26 Corrections
27 Corrections, New Facilities
28 Western Illinois University

35 Secretary of State
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OTHER AGENCIES (Continued)

CODE ASSIGNMENT
AGENCY DIVISION

511 Capital Development Board (continued)
36 Illinois State University
38 Attorney General
41 Historic Preservation
42 ALPLM —Lincoln Library Museum
43 Human Services
44 Northern Illinois University
55 Legidative Space Needs Commission
58 Natural Resources, Energy & Natural Resources
61 Board of Higher Education
62 Mental Health
64 Southern Illinois University
66 Military Affairs
69 Mathematics and Science Academy
71 Medical District Commission
72 Natural Resources, Mines and Minerals
76 University of Illinois
82 Public Health
84 I1linois Community College Board
85 Chicago Public School District 299
86 State Board of Education
87 Federal Stimulus- ARRA
89 Shared Services
92 Revenue
93 State Police, Department of
94 Transportation
95 Supreme Court
97 Veterans Affairs
98 Rehabilitation Services

517 Civil Service Commission
01 General Office

520 Coroner Training Board

01 General Office
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OTHER AGENCIES (Continued)

CODE ASSIGNMENT
AGENCY DIVISION
524 Commerce Commission
20 Chairman and Commissioner's Office
30 Public Utilities
40 Transportation
87 Federal Stimulus - ARRA
525 Drycleaner Environmental Response Trust Fund Council
01 Administration
526 Deaf and Hard of Hearing Commission
01 Operations
89 Shared Services
527 Comprehensive Health Insurance Board
01 General Office
88 Governors Discretionary Approp
528 Court of Claims
01 Claims Adjudication
529 East St. Louis Financial Advisory Authority
01 Genera Office
532 Environmental Protection Agency
01 Administration
10 Air-Pollution Control
20 Laboratory Services
30 Land Pollution Control
60 Bureau of Water
70 Pollution Control Board
87 Federal Stimulus- ARRA
89 Shared Services
20 Petroleum and Chemical Safety
537 Guardianship and Advocacy Commission
01 General Office
88 Governor’s Discretionary Appropriations

89 Shared Services
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OTHER AGENCIES (Continued)
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542 Human Rights, Commission on
01 General Office

546 Illinois Criminal Justice Information Authority
01 Operations
87 Federal Stimulus- ARRA
89 Shared Services

548 I1linois Educational Labor Relations Board
01 General Office

551 Illinois Housing Development Authority
01 General Office

553 Illinois Municipal Retirement System
01 General Office

554 Illinois Sports Facilities Authority
01 Genera Office

555 Illinois State Board of Investments
01 General Office

557 Illinois State Toll Highway Authority
01 General Office

558 Illinois Council on Developmental Disabilities
01 General Office

560 [llinois Finance Authority
01 General Office

562 Procurement Policy Board
01 Operations

563 [1linois Workers' Compensation Commission

01 General Office
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OTHER AGENCIES (Continued)

CODE ASSIGNMENT
AGENCY DIVISION

563 Illinois Workers' Compensation Commission (continued)
10 Electronic Data Processing
15 Self-Insurers Advisory Board

564 [1linois Independent Tax Tribunal
01 Operating Expenses

565 Illinois Gaming Board
01 Operating Expenses
89 Shared Services

567 Liquor Control Commission
01 General Office

569 Illinois Law Enforcement Training and Standards Board
01 General Office
89 Shared Services

571 Medical District Commission
01 Genera Office

574 Metropolitan Pier and Exposition Authority
01 General Office

578 Prisoner Review Board
01 General Office

579 [llinois Racing Board
01 Genera Office
50 Racing Board-General Office
60 Illinois Gaming Board
89 Shared Services

580 Property Tax Appeal Board

10 Downstate Offices
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OTHER AGENCIES (Continued)

CODE ASSIGNMENT
AGENCY DIVISION

582 Quad Cities Regional Economic Development Authority
01 General Office

583 Sex Offender Management Board
01 General Office

585 Southwestern Illinois Development Authority
01 General Office

586 State Board of Education
01 General Office
05 Fiscal Support Services
08 Refugee Grants
10 Driver Education Grants
11 Special Funds
12 Human Resources
13 Grants
14 Grants
18 Grants
20 School Support Services
21 School-To-Work Grants
25 Learn and Serve Grants
27 School Technology Grants
28 Education Through Technology Grants
32 Charter Schools Grant
33 Internal Auditor
37 Advanced Placement Grants
44 Title | Grants
46 Title 1V Grants
47 Titlell Grants
48 McKinney Homeless Grants
50 Special Education Services
55 Longitudinal Data System
57 IDEA Preschool Grants
60 Teaching and Learning Services
63 IDEA Improvement Grants

64 IDEA Grants
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OTHER AGENCIES (Continued)

CODE ASSIGNMENT
AGENCY DIVISION

586 State Board of Education (Continued)
66 Deaf-Blind Grants
67 Local Projects
68 Local Projects
69 Career and Technical Education Grants
75 Community Residential Services Authority
77 State Charter School Commission
80 Congressional Projects
87 Federal Stimulus- ARRA
88 Governors Discretionary Approp
91 TitleV Grants
99 Refunds
587 State Board of Elections
01 Operating
03 The Board
05 Administration
10 Elections
30 General Counsel
60 Campaign Disclosure
70 Information Technology

588 Illinois Emergency Management Agency
01 Central Office
05 Management and Administrative Support
10 Federally Assisted Programs
15 Operations
20 Radiation Safety
25 Disaster Relief
35 Nuclear Facility Safety
40 Disaster Assistance and Preparedness
45 Environmental Safety
87 Federal Stimulus- ARRA
89 Shared Services

589 State Employees Retirement System
01 Operations

05 Operations - Socia Security Enabling Act
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590 Illinois Labor Relations Board
01 General Office
88 Governors Discretionary Approp
591 State Police Merit Board
01 General Office
592 State Fire Marshal, Office of
01 General Office
16 Fire Prevention
20 Regulatory Divisions
89 Shared Services
593 Teachers Retirement System
01 General Office
594 Chicago Teachers' Pension and Retirement System
01 General Office
598 Upper Illinois River Valley Development Authority

01

General Office
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601 Board of Higher Education
01 General Office
89 Shared Services
608 Chicago State University
01 General Operations
87 Federal Stimulus- ARRA
612 Eastern Illinois University
01 General Operations
87 Federal Stimulus - ARRA
616 Governors State University
01 General Operations
87 Federal Stimulus- ARRA
620 Northeastern lllinois University
01 General Operations
87 Federal Stimulus- ARRA
628 Western Illinois University
01 General Operations
87 Federal Stimulus- ARRA
636 Illinois State University
01 General Operations
644 Northern lllinois University
01 General Operations
87 Federal Stimulus- ARRA
664 Southern Illinois University
01 General Operations
04 Involuntary Withholding

87 Federa Stimulus - ARRA
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HIGHER EDUCATION (Concluded)

CODE ASSIGNMENT
AGENCY DIVISION

676 University of Illinois
01 General Operations
03 Involuntary Withholding
10 Involuntary Withholding
16 Involuntary Withholding
17 Involuntary Withholding
20 [llinois Fire Service Institute
87 Federal Stimulus- ARRA

684 I1linois Community College Board
01 Central Office
87 Federal Stimulus— ARRA
88 Governor Discretionary Approp
89 Shared Services

691 Student Assistance Commission
01 Executive Division Administration
21 [llinois Student Loan Programs Division Administration
31 State Student Grant Programs Division Administration
89 Shared Services

692 Mathematics and Science Academy
01 Genera Office

693 Universities Retirement System
01 Genera Office

695 State Universities Civil Service System

01 General Office
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"(a) Every bid submitted to and public contract executed pursuant to such bid by
the State or a unit of local government shall contain a certification by the prime
contractor that the prime contractor is not barred from contracting with any unit of
State or local government as aresult of aviolation of either Section 33E-3 or 33E-
4 of this Article. The State and units of local government shall provide the
appropriate forms for such certification. (b) A contractor who makes a false
statement, material to the certification, commits a Class 3 felony."

Drug Free Workplace

Section 4 of the Drug Free Workplace Act, (30 ILCS 580/4) provides as follows:

"Reguirement for individuals. The State shall not enter into a contract for more
than $5,000 or make a grant of more than $5,000 with any individual unless the
contract or grant includes a certification by the individual that the individual will
not engage in the unlawful manufacture, distribution, dispensation, possession, or
use of a controlled substance in the performance of the contract.”

The Architectural, Engineering, and Land Surveying Qualifications Based Selection Act

Section 60 of the Architectural, Engineering, and Land Surveying Qualifications Based
Selection Act, Certificate of Compliance provides as follows (30 ILCS 535/60):

"Each contract for architectural, engineering, and land surveying services by a

State agency shall contain a certificate signed by a representative of the State
agency and the firm that the provisions of this Act were complied with."

Steel Products Procurement Act

Section 4 of the Steel Products Procurement Act (30 ILCS, 565/4) provides as follows:

"Each contract for the construction, reconstruction, alteration, repair, improve-
ment or maintenance of public works made by a public agency shall contain a
provision that steel products used or supplied in the performance of that contract
or any subcontract thereto shall be manufactured or produced in the United States.
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The provisions of this Section shall not apply:
(1)  Where the contract involves an expenditure of less than $500.

(2 Where the executive head of the public agency certifies in writing that (a)
the specified products are not manufactured or produced in the United
States in sufficient quantities to meet the agency's requirements or cannot
be manufactured or produced in the United States within the necessary
time in sufficient quantities to meet the agency's requirements, or (b)
obtaining the specified products, manufactured or produced in the United
States would increase the cost of the contract by more than 10%.

3 When its application is not in the public interest.”

International Anti-Boycott Certification Act:

| Section 5 of the International Anti-Boycott Certification Act (30 ILCS 582/5) provides as
follows:

“State contracts. Every contract entered into by the State of Illinois for the
manufacture, furnishing, or purchasing of supplies, material, or equipment or for
the furnishing of work, labor, or services, in an amount exceeding the threshold
for small purchases according to the purchasing laws of this State or $10,000,
whichever is less, shall contain certification, as a material condition of the
contract, by which the contractor agrees that neither the contractor nor any
substantially-owned affiliated company is participating or shall participate in an
international boycott in violation of the provisons of the U.S. Export
Administration Act of 1979 or the regulations of the U.S. Department of
Commerce promulgated under that Act.”

Requirement for three signatures for contracts of $250,000 or more (30 ILCS 105/9.02)

“(@ (1) Any new contract or contract renewal in the amount of $250,000 or more in
a fiscal year, or any order against a master contract in the amount of
$250,000 or more in afiscal year, or any contract amendment or change to
an existing contract that increases the value of the contract to or by
$250,000 or more in afiscal year, shall be signed or approved in writing by



STATE OF ILLINOIS
OFFICE OF COMPTROLLER

SECTION OBLIGATIONS PROCEDURE - PAGE NO.
15.10.40 30f 6
SUB-SECTION  OVERVIEW EFFECTIVE DATE
July 1, 2020
PROCEDURE OBLIGATION REQUIREMENTS REVISION NUMBER
21-001

FILING REQUIREMENTS

State Agencies shall file with the Comptroller a copy of a contract, purchase order, grant,
lease, cancellation or modification thereto within 30 days of execution. For filing purposes,
“execution” occurs when al required elements of an agreement have been written and formally
approved (inwriting) by all partiesasrequired by law for filing with the Comptroller. For contracts
that require three agency signatures per the State Finance Act (30 ILCS 105/9.02), execution will
occur when the vendor and all three agency signatures have been affixed.

Where a contract liability or cancellation or modification to any such contract liability has
not been filed within 30 days of execution, the Comptroller shall refuse to issue a warrant for
payment thereunder until the agency fileswith the Comptroller the contract, purchase order, grant or
lease and an Affidavit (Exhibit 15.10.40-A), signed by the chief executive officer of an agency or his
designee, setting forth an explanation of why such contract liability was not filed within 30 days of
execution. Theaffidavit must clearly identify the agency, contract number, vendor and be notarized.

Each affidavit must be sequentially numbered for each fiscal year. Theoriginal and one copy of
the affidavit must be sent with the contract to the Office of the Comptroller. The Comptroller
will file the copy of the affidavit with the Auditor General.

TIMELY EXECUTION OF CONTRACTS

The Illinois Procurement Code 30 ILCS 500/20-80(d) “Timely execution of contracts”
requiresall contracts subject to thelllinois Procurement Code solicited after July 1, 2010, be reduced
to writing and signed by all necessary parties before services are rendered or goods arereceived. |If
any contract for goods or servicesis executed after the beginning date of the contract, the |OC will
reject the contract. This Section shall not apply to emergency purchasesif notice of the emergency
purchaseisfiled with the Procurement Policy Board and published in the Bulletin asrequired by the
Code. A copy of the Bulletin must be attached to the contract.

The Chief Procurement Officer (CPO) can request an exception. To request an exception,
the CPO must submit a Late Execution Waiver Request form (Exhibit 15.10.40-B). A CPO
Signature Authorization Card must be on file.

The Late Execution Waiver Request (Exhibit 15.10.40-B) must be completed as follows:

| e contract or obligation number
e contracting agency number and name;
e contact person, phone number and address;
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e vendor name;

e either arequest for an exception along with a detailed explanation of why the
goods were received or the services were commenced before the agreement
was executed, or a statement that the goods were not received or the services
were not performed before the agreement was executed.

| e origina signature of the CPO or designee as supported by a signature form
(SCO-471).

A copy of the contract must besubmitted with theWaiver Request. The contract will be
date-stamped upon receipt.

The Waiver Request and a copy of the contract must be submitted to:

[llinois Office of the Comptroller
Attn: Obligations

325 West Adams

Springfield, IL 62704-1871

The 10C will coordinate the review process with the Treasurer’s Office. If the Waiver
Request is approved, a copy of the Waiver Request will be returned to the contact person. If the
Waiver Request is not approved, the contact person will be notified.

ADVANCE PAYMENTS

The State Finance Act (30 ILCS 105/9.05) requires that, generally, payment for services
rendered on goods delivered cannot be made in advance but only after the goods or services for
which payment is being made have been provided unless the terms of the contract require advance
payment.

ACCOUNTS REQUIRING OBLIGATIONS

All prospective expenditures exceeding $20,000 must be recorded in the obligations
accounting system.
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The obligation accounting system provides computer reports detailing each agency's
obligation transactions. Computer reports provide information necessary for each agency to
reconcile their obligation balances with those maintained by the Comptroller.

Monthly Obligation Activity Report (Exhibit 15.30.20-A)

The Comptroller provides a monthly report listing the obligation transactions processed
against each agency's accounts. The report is available at www.illinoiscomptroller.gov.

The monthly Obligation Activity Report provides unliquidated obligation balances at two
levels:

e Atthedetail level for each obligation that was "open” during the month

e At a summary level for each expenditure authority account having "open"
obligations during the month

Detail obligation activity isin the following order on the report:

Agency

Fiscal year

Appropriation account code
Obligation number
Transaction amount
Individual transactions

The monthly activity includes transactions establishing or amending obligations and vouchers
processed reducing previously recorded obligations.

The following information is provided at the detail level for each obligation that was
"open" during the month:

Unliquidated obligation balance at the beginning of the month

Listing of all monthly activity against the "open™ obligation

Unliquidated obligation balance at the end of the month

Summarization of all detail activity at the expenditure authority account level
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Agency Contract Report (Exhibit 15.30.10-A)

Implementing Section 19 of the State Comptroller Act, the Agency Contract Report is
available at www.illinoiscomptroller.gov. Thereport isalisting of all Procurement, Professional
or Artistic contracts, Construction, Financial Assistance, other contractual service agreements,
leases for real property, and other leases filed by State agencies to satisfy the requirements of
Section 7 of the State Comptroller Act, Section 20-80 of the Illinois Procurement Code, and
Section 9 of the State Finance Act. The report is arranged in seven sections for each agency and
is avalable for public inspection on the Comptroller’s website at
www.illinoiscomptroller.gov/agencies/sams/sams-monthly-report/. Each section is arranged by
contract or lease number within the agency.

Detail contract information is in the following order on the report:

Fiscal Year

Agency Name

Contract Type
Contract/Obligation Number
Class Code

Taxpayer |dentification Number (last 4 digits only)
Lega Status

Vendor Name

Address (city, state, zip code only)
Contract Description

Term of Contract

Current Y ear Contract

Maximum Amount

Annua Amount

Y TD Obligation Amount

YTD Voucher Amount

Award Code

Method of Compensation
Appropriation Account Code Contract Payable From
Contract Type Total

Agency total

For more detailed summary of the report, see section 15.30.10.
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Reconciliation of the Monthly Obligation Activity Report and Agency Contract Report.

Each agency must verify and reconcile to internal records all monthly transactions
processed by the Comptroller. (See 15.30.20.) Errors in processing agency obligation
transactions can result in erroneous account balances, and may cause the rejection of subsequent
vouchers or obligations. These reconciliations must be completed within 60 days of the month
end.

PRE-AUDIT

| Obligation documents and any attached contracts or leases will be preaudited to ensure
that:

e The Contract Obligation Document (C-23 or COD) contains accurate
information in all data fields, as specified in 15.20.10.

e The abstract information is completed on the Contract Obligation Document
form.

e All statutory contract filing requirements are met.
e Specified contract content is met.

e Contract signature requirements include:

— The agency signatory must have a Contract Authorization Signature Form
(Form SCO-470) on file with the Comptroller’s Office prior to filing a
contract or affidavit.

— Each designee must have written approval by the agency head in the form
of a Contract Signature Authorization Form on file with the
Comptroller’s Office prior to executing a contract or affidavit.

— Every contract signatory must have their name and title typed or printed
legibly below their actual signature. If executed by a designee, the name
and title of the agency head and designee are required.

— Every contract signature must be dated.
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— When any delegation of authority is revoked, the revocation of authority
must be filed with the Comptroller’ s Office viaa Contract Signature
Revocation Form. (See 15.20.96.)

Any obligation document and/or attachment that does not meet al preaudit tests will be
returned to the agency for correction and resubmission.

Obligations Delete Report (Exhibit 15.10.50-A)

| State agencies will have five business days from the date of initial entry to correct any
errors discovered through SAMS electronic edits or manual pre-audit. If the errors are not
corrected in atimely manner, the transaction will be deleted from SAMS and the contract will be
returned with a Deleted Documents Report (Exhibit 15.10.50-A).

Obligations Error Messages for Online Agencies (Exhibit 15.10.50-B)

For errors detected during the Comptroller’s manua pre-audit, the pre-audited obligation
(PO) will be put “on hold” and the error message will be typed in SAMS screen POTX on line
98 and text lines 008-010 (Exhibit 15.10.50-B).

Comptroller's Agency Contacts

The Comptroller periodically provides certain reports and forms to agencies detailing the
transactions and account status of the agencies. It isimportant that the Comptroller's Office have
on file accurate information specifying the agency personnel who will receive the forms and
reports and will perform necessary reconciliations. Agencies must report in writing to the
Comptroller's Obligations Section any changes in office location or agency personnel which
affects the distribution of these reports and forms.

Deletion Requests From Agencies

To delete a document in the suspense file (SUSF), the agency must submit the request in
writing on the “PO DELETION REQUEST” form (Exhibit 15.10.50-C). This document may be
faxed. The form can be found at http://illinoiscomptroller.gov/agencies/accounting-forms/sco-
052-po-del etion-request/.
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(6) Vendor Identification Number

Enter the vendor's nine-digit Federal Taxpayer's Identification Number or
Governmental Unit Code (see Section 19).

(7)  Lega Status

Enter the Legal Status in the appropriate block. (See Exhibit 15.20.10-F.) Must
correspond to status indicated on TIN certification.

(8) Contract Action

Indicate the type of contract action desired: new, to establish a contract for the
present fiscal year; change, for any subsequent action to the contract on file (i.e.,
amend a contract, adding new appropriation account codes, €etc.);

9 Class Code
Enter 2-digit class code. (See Exhibit 15.20.10-G)

(10) Governor's Release Number

Enter the Governor's Release Number, if applicable.

(11) Vendor's Name and Address

Enter the name and address of the vendor to whom payment(s) will be made. The
vendor name on the Contract Obligation Document (C-23) should be in the same
configuration or format as the vendor name on the invoice-voucher. See SAMS
Procedure 19.10.30 for guidelines on the structure of vendor names.

(12) Appropriation Account Code

Enter the 16-digit appropriation account code to which the proposed expenditure
is to be charged. If more than one appropriation account code pertains to the
same obligation, each appropriation account code must be listed on the form.
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(13) Obligation Amount

Enter the amount of the obligation to be paid from each appropriation account
code cited. When establishing an obligation for operational expenditure authority
accounts which require full obligation (See Section 11), the total transaction
amount must equal the total amount of the contract. For an increase or decrease
to an obligation, enter only the amount of the contract amendment.

(14) Multiple Year Contract (if applicable)

Enter the beginning and ending dates of those contracts entered into for more than
one fiscal year (month-day-year format). The original dates must remain the
same for the duration of the contract unless the following requirements are met:

e |f the multi-year dates must be amended, atwo-party signed agreement is
required.

e |f the contract allows for a change in the multi-year dates without amendment,
the COD description must describe the reason for the change in the term and
identify the applicable portion of the contract that allows for it.

e Maximum Duration: acontract may be entered into for any period of time
deemed to be in the best interest of the State but not exceeding 10 years.
Ilinois Procurement Code, 30 IL CS 500/20-60.

e Per lllinois Procurement Code 30 ILCS 500/25-45(c), energy
conservation program contracts or energy savings contracts and leases
may be entered into for a period of time deemed to be in the best interest
of the State but not exceeding 15 yearsinclusive of proposed contract or
lease renewals.

e Per lllinois Procurement Code 30 ILCS 500/20-60(d), the Department of
Innovation and Technology may enter into leases for dark fiber networks
for any period of time deemed to be in the best interests of the State but
not exceeding 20 yearsinclusive.

e Per lllinois Procurement Code 30 ILCS 500/40-25(a-5), alease for real
property owned by the University of Illinoiswith University of Illinois at
Chicago to be used as an ambulatory surgical center may exceed 10 yearsin
length when established criteria are met but may not exceed 30 yearsin
length.

e Per Illinois Procurement Code 30 ILCS 500/25-47, renewable energy
contracts and leases may be entered into for a period of time deemed to bein
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the best interest of the State, but not exceeding 25 years inclusive of proposed
contract or lease renewals.

NOTE: Whenever amulti-year contract for equipment (where title may pass to
the lessee) is filed with the Comptroller's Office, an Accounting for Leases-
Lessee form (SCO-560) must be mailed to the Financial Reporting section at the
|OC, provided the fair market value of the asset being leased is greater than
$5,000. Thisappliesto al contracts with atype code of 38 or 39 and some
contracts with atype code of 31. For further information see SAMS Procedure
27.20.60.

NOTE: Leasesof Rea Property and Capital Improvement leases: Leases shall be
for aterm not to exceed 10 years and shall include a termination option in the
favor of the State after 5 years. Illinois Procurement Code, 30 IL CS 500/40-25.

L eases between the University of Illinois and the University of Illinois at Chicago
for real property to be used as an ambulatory surgical center in accordance with
30 ILCS 500/40-25(a-5) shall not exceed 30 years.

(15) Maximum Contract Amount

Enter the total of current and future year amounts reported in SAMS for the
obligation.

(16) Current Fiscal Year of Contract

Enter the beginning and ending dates of the contracts pertaining to the current
fiscal year.

(17)  Annua Contract Amount

Enter the total amount payable under this contract for the current fiscal year,
including reimbursement expenses, if applicable. Obligated amounts for estimated
contracts should reflect the total estimated amount for the current fiscal period.

(18) Multiple Year Contract Amounts

Enter the dollar amount payable for each subsequent year 2 through 7. In the event
the contract extends beyond 7 years the cumulative dollar amount for years 7 and
over should be entered in year 7. After thefirst year of amultiple year contract, all
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subsequent fiscal years are moved forward one block, i.e., the amount to be paid for
the second year is entered in the annual contract amount block, the amount to be
paid for the third fiscal year is entered in the second year's block, etc. Again, these
data fields must reflect the current and future fiscal years liabilities of the contracts.

(19) Description

Enter areasonably detailed description of the contract or |ease which must include
items such as:

“Not to Exceed” maximum amount, if applicable

type of service to be rendered

items being leased, etc.

where serviceisreceived

real property shall include location of property (square footage, address and
county)

master contract reference number, if applicable

e for award code M, an explanation of other method of source selection

o for award codes N-Z, a brief description for the exemption citing the
applicable statutory reference

NOTE: Subsequent fiscal year filings of multiple year contracts must contain a
complete description as originaly filed to include the prior year's obligation/contract
number. DO NOT use just "Reference back to Contract” as a description.

(20) Method of Compensation

Enter the rate and unit of measurement upon which payments will be based, e.g.,
$35.00 per HR (hour). If multiple rates apply, enter 00" in rate field and MR in
"time" field and attach arate sheet. DO NOT merely reference a rate sheet as a
method of compensation. The rate sheet must be attached.

Use the following abbreviations to describe the unit of measurement.

AC Acre AN Annud
BM Bi-monthly BW Bi-weekly
CF Cubic Foot CS Case

CY CubicYard DY Day
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EA Each FR Flat Rate
GA Galon HR Hour
KG Kilogram LB Pound
Ml Mile MO Month
MR Multiple Rate OT Other
Oz Ounce PC Percentage
PR  Person QT  Quarter
SA  Semi-annual SF  Square Foot
SY SquareYard TN Ton
WK  Week

(21) Procurement Information

Enter the applicable award code and related procurement information.

Award Code

Award Code identifies the method used to select the vendor associated with the
contract/grant. Agencies under the jurisdiction of the Illinois Procurement Code
(30 ILCS 500) that have new contracts/grants with beginning dates after June 30
2007 must enter one of the following award codes:

Award Code Field

O
Q
(o}
o)

Description

Competitive Sealed Bidding (30 ILCS 500/20-10)

Competitive Sealed Proposal (30 ILCS 500/20-15)

Small Purchases (30 ILCS 500/20-20)

Sole Source Procurements (30 ILCS 500/20-25)

Emergency Purchases (30 ILCS 500/20-30)

Construction-related Professional Services (30 ILCS 500/30-15)

Request for Information (30 IL CS 500/40-20)

ITIOMMmMo0|m| >

State Use/Facilities for Persons with Severe Disabilities (30 ILCS
500/45-35)

A

Method of Source Selection — Reserved For Future Use

L ease Holdovers (30 ILCS 500/40-25(d))

z|\-|T

Method of Source Selection — other (specify method on COD)
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Award Code Field

@
Q
o
o)

Description

Exempt - other governments (30 ILCS 500/1-10(b)(1))

Exempt - grants (30 ILCS 500/1-10(b)(2))

Exempt - purchase of care (30 ILCS 500/1-10(b)(3))

Exempt - hiring employees (30 ILCS 500/1-10(b)(4))

Exempt - collective bargaining contracts (30 ILCS 500/1-10(b)(5))

Exempt - purchase of real estate (30 ILCS 500/1-10(b)(6))

Exempt - legal services (30 ILCS 500/1-10(b)(7))

- Y | Exempt — Reserved For Future Use

N|IC|H|W0W|OO|T |02

Exempt — other (specify exemption on COD)

NOTE: Award codes A — L (except C — Small Purchases, H — State Use and L —
Lease Holdovers) must also contain a reference number and publication date.
Award code M must specify method of source selection on COD. Award codes
N —Z must cite the applicable statutory reference that allows the exemption with
abrief explanation in the description area of the COD.

Agencies outside the jurisdiction of the Illinois Procurement Code, regardless of
the beginning dates of the contracts/grants, have the option to use the award codes
from the table above (A — Z) or the table below (1 —4).

Agencies under the jurisdiction of the Illinois Procurement Code with existing
contracts/grants, including multiple year contracts/grants, with beginning dates
prior to June 30, 2007, have the option to use the award codes from the table
above (A — Z) or the table below (1 — 4).

Award Code Field
Code | Description
1 Bids required
2 Exempt from bid
3 Exempt/bids obtained
4 Emergency Purchases

NOTE: If award codes 1 — 4 are used, the other procurement information fields
on the COD are not required.
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PROCUREMENT REQUIREMENTS

Procurement requirements are for those items which are, by their nature, commodities,
equipment, or printing items, regardless of the appropriation from which they are to be purchased.

Agencies must submit their obligating document in accordance with the Comptroller's
approved format.

These agencies should indicate the proper action code as discussed in the I nput Requirements
Subsection beginning in Procedure 15.20.10, page 2 of 11.

Multiyear contractsfor tangible personal property are subject to Section 20-60 of Thelllinois
Procurement Code (30 ILCS 500, et seq.).

PURCHASE ORDERS (11/A), SUB-ORDERS (12/B), AND PRINTING ORDERS (13/C)

PURPOSE

State agencies shall file with the Comptroller Purchase Orders, Sub-orders, and Printing
orders exceeding $20,000.

TIMING REQUIREMENTS

Contracts must be filed with the Comptroller within 30 calendar days after execution.
DEFINITION:

Thiscategory islimited to documentsinvolving the purchase of tangible personal property.
DURATION OF CONTRACTS

A contract may be entered into for any period of time deemed to bein the best interestsof the
State but not exceeding 10 years inclusive, beginning January 1, 2010, of proposed contract

renewals. Thelength of energy conservation program contracts or energy savings contractsor leases
may be entered into for a period of time deemed to be in the best interest of the State but not
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exceeding 15 yearsinclusive of proposed contract or leaserenewals. The Department of Innovation
and Technology may enter into leasesfor dark fiber networksfor any period of timedeemedto bein
the best interests of the State but not exceeding 20 yearsinclusive. The University of Illinois may
enter into a lease with the University of Illinois at Chicago for real property to be used as an
ambulatory surgical center for a term not to exceed 30 years in length in accordance with the
provisions of 30 ILCS 500/40-25(a-5) is met. Contracts or leases for renewable energy resources
may befor aperiod of time deemed to bein the best interest of the State, but not exceeding 25 years,
inclusive of proposed contract or lease renewals (30 ILCS 500/25-47).
CONTENTS

NOTE: The fact that an agency labels a document a purchase order does not exempt it
from meeting the criteria set forth for contracts or leases, if the document pertainsto a
transaction that is generally evidenced by a contract or lease.

Purchase orders, sub-orders, and printing orders must contain:

e Vendor's name and address.
e Agency Name.

e Description of purchase (equipment, book, etc.) with sufficient detail as to easily
determine the correctness of the appropriation charged.

e Beginning and ending dates.

e Amount to be paid.

e Signature of authorized agency representative, signature of vendor, where applicable.
e Execution date.

e Appropriation Contingency clause.

e Bid-rigging/Bid rotating certification if purchase was let for bid.

e Bribery clause certification.
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e Child Labor Act (May not apply to all contracts.)

e Debt Delinquency Certification.

e Drug free workplace certification where issued to an individual or sole proprietor.
e Educational Loan if issued to an individual for goods or services.

e Environmental Protection Act.

e Felons Certification.

e Prohibited Bidders and Contractors Certification.

e Forced Labor Act (May not apply to all contracts.)

e IllinoisUse Tax Certification.

e International Anti-Boycott Certification for purchase orders that exceed $10,000.
e Right to Audit Records clause.

e State Board of Elections Certification.

e Subcontractor Utilization statement.

e Subcontractor Disclosures, if applicable.

e Vendor's Federal Taxpayer Identification Number and legal status disclosure
certification.

e Such other provisions as may be specifically required by law.

¢ Any other information deemed necessary or advisable by the agency or the Attorney
General.
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PROFESSIONAL OR ARTISTIC CONTRACTS — Externa Vendor (21/G)

PURPOSE

State Agencies shall file with the Comptroller Professional or Artistic contracts
exceeding $20,000.

TIMING REQUIREMENTS

Contracts must be filed with the Comptroller within 30 calendar days after execution.

DEFINITION

Professional or artistic services means those services provided under contract to a State
agency by aperson or business, acting as an independent contractor, qualified by education,
experience, and technical ability.

Examples of professional or artistic services are set forth in SAMS Procedure 15.20.70,
type code 21. Professional servicesinclude but are not limited to those services which when
vouchered will cite detail objects 1241, 1242, 1244, and 1245, in certain circumstances 1246,
1269 and also certain detail objects within the 4400, 6600 and 7700 major objects of
appropriation.

DURATION OF CONTRACTS

A contract may be entered into for any period of time deemed to be in the best interests of the
State but not exceeding 10 years inclusive, beginning January 1, 2010, of proposed contract
renewals. The length of energy conservation program contracts or energy savings contracts may
be entered into for a period of time deemed to be in the best interest of the State but not
exceeding 15 years inclusive of proposed contract renewals. The Department of Innovation and
Technology may enter into leases for dark fiber networks for any period of time deemed to be in
the best interests of the State but not exceeding 20 years inclusive. The University of Illinois
may enter into alease with the University of Illinois at Chicago for real property to be used as an
ambulatory surgical center for a term not to exceed 30 years in length in accordance with the
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provisions of 30 ILCS 500/40-25(a-5) is met. Contracts or leases for renewable energy resources
may be for a period of time deemed to be in the best interest of the State, but not exceeding 25
years, inclusive of proposed contract or lease renewals (30 ILCS 500/25-47).

CONTENTS

The professional or artistic contract must be a written two-party signed document if it
exceeds $20,000. The contract shall be legible and contain the following information:

e Contractor's full name and address.

e Agency name.

e Reasonably detailed description of servicesto be rendered.

e The contract term, where applicable.

e Payment rates, where applicable.

e The maximum or estimated amount to be paid, if applicable.

e Signature of contractor and authorized agency representative.

e Execution date.

e Appropriation Contingency clause.

e Architectural, Engineering, and Land Surveying Qualifications Based Selection Act if
contract is for architectural, engineering, or land surveying services.

e Bid-rigging/Bid-rotating certification ONLY if contract was let for bid.

e Bribery clause certification.

e Debt Delinquency Certification.

e Drug-free workplace certification if contract iswith individual or sole proprietor.
e Educational Loan if issued to an individual for goods or services.

e Environmental Protection Act.

e Felons Certification.
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e Prohibited Bidders and Contractors Certification.

e IllinoisUse Tax Certification.

e International Anti-Boycott certification for contracts that exceed $10,000.
e Right to Audit Records clause.

e Contractor's Federal Taxpayer Identification Number and Lega Status Disclosure
Certification.

e Contracts subject to the "State Indemnification Act,” (5 I1LCS 350/1) et seg., must be
approved by the Attorney General before being filed with the Comptroller.

o0 This requirement does not apply to universities. The 30-day filing
requirement established by Section 20-80 of the Illinois Procurement
Code shall run from the date of approval.

0 All contracts for legal services (detail object 1244) filed with the
Comptroller not subject to the State Indemnification Act must contain
the following statement or words of similar import in the description
block for the COD - Contract Obligation Document (C-23): “This
contract is not subject to the State Indemnification Act.”

e State Board of Elections Certification.

e Subcontractor Utilization Statement.

e Subcontractor Disclosures, if applicable.

e Successor contractor certification, if applicable.

e Such other provisions as may be specifically required by law.

e Any other information deemed necessary or advisable by the agency or the Attorney
General.

NOTE: A Contract Transparency Document C-24 (CTD) is required to be filed with
Professional & Artistic contracts exceeding $250,000 in a fiscal year. See SAMS Manua
15.20.10 or Accounting Bulletin 211 for complete instructions.
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CONSTRUCTION CONTRACTS (23/1)

PURPOSE

State Agencies shall file with the Comptroller Construction contracts exceeding $20,000.
TIMING REQUIREMENTS

Contracts must be filed with the Comptroller within 30 calendar days after execution.
DEFINITION

Construction contracts include contracts for permanent improvements, highway and
waterway construction, and similar construction.

DURATION OF CONTRACTS

A contract may be entered into for any period of time deemed to be in the best interests of
the State but not exceeding 10 yearsinclusive, beginning January 1, 2010, of proposed contract
renewals. The length of energy conservation program contracts or energy savings contracts may
be entered into for a period of time deemed to be in the best interest of the State but not
exceeding 15 yearsinclusive of proposed contract renewals. The Department of Innovation and
Technology may enter into leases for dark fiber networks for any period of time deemed to bein
the best interests of the State but not exceeding 20 yearsinclusive. The University of Illinois
may enter into alease with the University of Illinois at Chicago for real property to be used as an
ambulatory surgical center for aterm not to exceed 30 years in length in accordance with the
provisions of 30 ILCS 500/40-25(a-5) is met. Contracts or leases for renewable energy resources
may be for a period of time deemed to be in the best interest of the State, but not exceeding 25
years, inclusive of proposed contract or lease renewals (30 ILCS 500/25-47).

CONTENTS

The construction contract must be a written two-party signed document if it exceeds
$20,000. The contract shall be legible and contain the following information:

e Contractor’ sfull name and address.

e Agency name.
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e Description of services.

e Location where services are to be performed.

e Beginning and ending dates.

e Payment Schedule.

e Contract amount.

e Signatures of contractor and authorized agency representative.

e Appropriation contingency clause.

e Bid-Rigging/Bid rotating certification ONLY if contract was let for bid.

e Bribery Clause.

e Child Labor Act (May not apply to all contracts.)

e Debt Delinquency.

e Drug Free Workplace certification if contract iswith individual or sole proprietor.
e FEducational Loan if issued to an individual for goods or services.

e Environmental Protection Act.

e Prohibited Bids and Contractors.

e Felons.

e Forced Labor (May not apply to all contracts.)

e |llinoisUse Tax Certification.

e International Anti-Boycott certification for contracts that exceed $10,000.

e Financial Disclosures and potential conflicts of interest for contracts that exceed
$50,000.

e Prevailing Wage Act certification if not entirely federally-funded.

e Right to Audit Records clause.
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e Steel Production Procurement Act.

e State Board of Elections Certification.

e Contractor’s Federal Taxpayer Identification Number and Legal Status Disclosure
Certification.

e Subcontractor Utilization Statement.

e Subcontractor Disclosures, if applicable.

e Successor Contractor Certification - all service contracts, excluding HVAC,
plumbing and electrical services.

e Such other provisions as may be specifically required by law.

e Any other information deemed necessary or advisable by the agency or the
Attorney General.
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LEASES FOR REAL PROPERTY (31/0)

PURPOSE

State agencies shall file leases for real property exceeding $20,000 with the Comptroller.

TIMING REQUIREMENTS

Leases for real property must be filed with the Comptroller within 30 calendar days after
execution. "Execution” is defined as the affixing of the authorized signatures of the proper state
authorities and the owner or authorized agent of the property.

DEFINITION

This category includes all lease agreements for the rental of real property or capital
improvements, including office and storage space, buildings, and other facilities for State
agencies.

DISTRIBUTION

Leases for real property that are filed with the Comptroller must be individually
obligated. The Contract Obligation Document must be used to establish the obligation. In
addition, a legible copy of the lease must be submitted with the form when the obligation is
submitted. Leases for real property are subject to the provisions of Section 9 of “An Act in
Relation to State Finance,” (30 ILCS 105/9).

LENGTH OF LEASES

L eases shall be for aterm not to exceed 10 years inclusive, beginning January 1, 2010, of
proposed contract renewals and shall include a termination option in favor of the State after 5
years. (30 ILCS 500/40-25a). The length of energy conservation program contracts or energy
savings contracts or leases shall be in accordance with the provisions of Section 25-45 of the
Procurement Code. Leases entered into by the Department of Innovation and Technology for
dark fiber networks shall be in accordance with the provisions of Section 20-60(d). Leases
entered into between the University of Illinois and University of Illinois at Chicago for rea
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property to be used as an ambulatory care center shall be in accordance with the provisions of
Section 40-25(a-5). Contracts or leases for renewable energy resources may be for a period of
time deemed to be in the best interest of the State, but not exceeding 25 years, inclusive of
proposed contract or lease renewals (30 ILCS 500/25-47).

L eases may include renewal options upon awritten determination by the State Purchasing
Officer that the renewal is in the best interest of the State. Notice of the exercise of the renewal
option must be published in the appropriate volume of the Procurement System at least 30 days
prior to exercise of the option (30 ILCS 500-40-25b).

The “Holdover” subsection added to the Illinois Procurement Code (30 ILCS 500/40-
25(d)) by Public Act 96-0795 states |eases must meet the following holdover requirements:

(d) Holdover. Beginning January 1, 2010, no lease may continue on a
month-to-month or other holdover basis for atotal of more than 6 months.
Beginning July 1, 2010, the Comptroller shall withhold payment of leases
beyond this holdover period.

CONTENTS

The lease must be legible, signed by the proper State authorities and the owner of the
property or hisauthorized agent. It must include:

e Lessor's name and address.

e Leasing agency's name.

e Description and location of property.

e Beginning and ending dates of lease.

e Monthly and annual rental amount, where applicable.

e The maximum or estimated amount to be paid, where applicable.

e Signature of lessor and authorized agency representative.
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e Execution date.
e Termination clause.
e Lease number.

e Appropriation Contingency clause when the lease is for more than one fiscal year.

e Bid-Rigging/Bid Rotating Certification if contract was let for bid.

e Bribery clause certification.

e Debt Delinquency Certification.

e Drug Free Workplace Certification if contract iswith individual or sole proprietor.

e Educational Loan Certification if issued to an individual for goods or services.

e Environmental Protection Act.

e Felons Certification.

e Prohibited Bidders and Contractors Certification.

e Illinois Use Tax Certification.

e Disclosure of identity of owners and trust beneficiaries, where required by Section 3.1
of the Public Officer Prohibited Activities Act. (50 ILCS 105/3.1). See Rea Estate
L ease Form Disclosure Statement (Exhibit 15.20.40-A).

e Right to Audit Records Clause.

e State Board of Elections Certification.

e Subcontractor Utilization statement.

e Subcontractor Disclosures, if applicable.
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e Lessor's Federal Taxpayer Identification Number and Legal Status Disclosure
Certification.

e Such other provisions as may be specifically required by law.

e Any other provisions deemed necessary or advisable by the agency, the Attorney
General or, where applicable, the Department of Central Management Services.

ADDITIONAL REPORTING REQUIREMENTS

If amultiple-year real property lease/installment purchase does/may transfer title (ownership) of
the asset to the lessee (i.e. installment purchase, lease containing bargain purchase option, etc.),
the agency is required to complete a Real Property Lease Purchases L essee Disclosure Document
(form C-15-A). This form and related guidelines and instructions are contained in SAMS
15.20.41.
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OTHER CONTRACT LIABILITIES — External Vendor (28/K)

PURPOSE

State Agencies shall file with the Comptroller all contract liabilities exceeding $20,000,
except for personal services and contracts between the State and its employees to defer
compensation.

TIMING REQUIREMENTS
Contracts must be filed with the Comptroller within 30 calendar days after execution.
DEFINITION AND DISTRIBUTION

Included in this category would be contracts for pre-arranged services (other than
professional or artistic), equipment leases, maintenance agreements, and other purchases of
services which exceed $20,000.

All agencies should submit the above listed types of contract liabilities directly to the
Comptroller.

DURATION OF CONTRACTS

A contract may be entered into for any period of time deemed to be in the best interests of
the State but not exceeding 10 yearsinclusive, beginning January 1, 2010, of proposed contract
renewals. The length of energy conservation program contracts or energy savings contracts may
be entered into for a period of time deemed to be in the best interest of the State, but not
exceeding 15 years, inclusive of proposed contract renewals. The Department of Innovation and
Technology may enter into leases for dark fiber networks for any period of time deemed to bein
the best interests of the State, but not exceeding 20 years, inclusive. The University of Illinois
may enter into alease with the University of Illinois at Chicago for real property to be used as an
ambulatory surgical center for aterm not to exceed 30 years in length in accordance with the
provisions of 30 ILCS 500/40-25(a-5) is met. Contracts or leases for renewable energy resources
may be for a period of time deemed to be in the best interest of the State, but not exceeding 25
years, inclusive of proposed contract or lease renewals (30 ILCS 500/25-47).
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Contracts for other than tangible personal property should be assigned unique contract
numbers by the agency, obligated on Contract Obligation Documents, and supported by
documentation which must include:

e Vendor name and address.

e Agency name.

e Description of services.

e Location at which services are to be performed, where applicable.
e Contract term.

e Method by which payment is to be computed. (If terms are "current rates’
then the rate schedule must be attached.)

e Maximum or estimated amount to be paid, where applicable.

e Signature of vendor and authorized agency representative.

e Execution date.

e Appropriation Contingency Clause.

e Bid-Rigging/Bid Rotating Certification if contract was let for bid.
e Bribery clause certification.

e Child Labor Act (May not apply to all contracts.)

e Debt Delinquency certification.

e Drug Free Workplace Certification if contract is with individual or sole
proprietor.

e Educationa Loan Certification.
e Environmental Protection Act.

e Fdons Certification.
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e Prohibited Bidders and Contractors certification.

e Forced Labor Act (May not apply to all contracts.)

e |llinoisUse Tax Certification.

e International Anti-Boycott Certification for contracts that exceed $10,000.

e Right to Audit Records Clause.

e Stedl Products Procurement Certification for contracts for construction,
reconstruction, alteration, repair, improvement or maintenance of public
works.

e State Board of Elections Certification.

e Subcontractor Utilization statement.

e Subcontractor Disclosures, if applicable.

e Contractor's Federal Taxpayer Identification Number and Legal Status
Disclosure Certification.

e Successor Contractor certification, if applicable.
e Such other provisions as may be specifically required by law.

e Any other information deemed necessary or advisable by the agency or the
Attorney General.
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LEASES FOR PERSONAL PROPERTY EXTERNAL VENDOR (38/P)

PURPOSE

State Agencies shall file leases for persona property exceeding $20,000 with the
Comptroller.

TIMING REQUIREMENTS

Leases for personal property must be filed with the Comptroller within 30 calendar days
after execution. “Execution” is defined as the affixing of the authorized signatures of the proper
state authorities and the owner or authorized agent of the property. These requirements also
apply to multi-year lease, lease-purchase and installment purchase agreements for electronic data
processing, telecommunications and duplicating equipment.

DEFINITION

This category includes all lease agreements for the rental of personal property, including
office equipment, automobiles, and software licensing associated with State agencies.

DURATION OF CONTRACTS

A contract may be entered into for any period of time deemed to be in the best interests of
the State but not exceeding 10 yearsinclusive, beginning January 1, 2010, of proposed contract
renewals. The length of energy conservation program contracts or energy savings contracts may
be entered into for a period of time deemed to be in the best interest of the State, but not
exceeding 15 years, inclusive of proposed contract renewals. The Department of Innovation and
Technology may enter into leases for dark fiber networks for any period of time deemed to bein
the best interests of the State, but not exceeding 20 years, inclusive. The University of Illinois
may enter into alease with the University of Illinois at Chicago for real property to be used as an
ambulatory surgical center for aterm not to exceed 30 years in length in accordance with the
provisions of 30 ILCS 500/40-25(a-5) is met. Contracts or leases for renewable energy resources
may be for a period of time deemed to be in the best interest of the State, but not exceeding 25
years, inclusive of proposed contract or lease renewals (30 ILCS 500/25-47).
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The lease must be legible, signed by the proper State authorities and the owner of the
property or his authorized agent. It must include:

Lessor’s name and address.
Leasing agency’s name.

Description of personal property. (Where applicable, serial numbers
should be included).

Beginning and ending dates of agreement. (See section 5.1 of the Illinois
Purchasing Act).

Monthly and annual payment amounts, where applicable.
Maximum or estimated amount to be paid, where applicable.
Signature of lessor and authorized agency representative.
Execution date.

Appropriation Contingency Clause.

Bid-Rigging/Bid Rotating Certification if contract was let for bid.
Bribery Clause certification.

Child Labor Act (May not apply to all contracts.)

Debt Delinquency certification.

Drug Free Workplace if issued to an individual or sole proprietor and
exceeds $5,000.

Educational Loan if lease iswith an individual for goods or services.
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Environmental Protection Act.

Felons certification.

Prohibited Bidders and Contractors certification.
Forced Labor Act (May not apply to all contracts.)
Illinois Use Tax Certification.

International Anti-Boycott Certification (For contracts that exceed
$10,000).

Right to Audit Records Clause.

State Board of Elections Certification.
Subcontractor Utilization Statement.
Subcontractor Disclosures, if applicable.

Contractor's Federal Taxpayer Identification Number and Legal Status
Disclosure Certification.

Such other provisions as may be specifically required by law.

Any other information deemed necessary or advisable by the agency or the
Attorney General.
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LIQUIDATING AN OBLIGATION

A liquidation is the reduction of an obligation or liability, either in part or in its entirety,
through an expenditure. An agency obligation is liquidated by submitting a voucher for
processing by the Comptroller. The voucher must identify the obligation to be liquidated and the
corresponding payment amount related to the obligation.

Exhibit 15.20.90-A illustrates how an invoice-voucher should be completed to liquidate
an outstanding obligation. Completing the obligation section of the voucher requires four steps:

In area 10 (on thefirst line only), enter services dates and four-digit
GAAP Code.

In area (22) enter the obligation number.

| In area (23), enter the payment amount related to each obligation
and each unobligated expenditure.

| In area (24), enter the sum of (23).
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AGENCY CONTRACT REPORT (SC 14)

PURPOSE

Implementing Section 19 of the State Comptroller Act, the Comptroller's Agency
Contract Report (Exhibit 15.30.10-A) is a listing of all professional or artistic contracts, leases
for real property, other contract leases, and construction and other contractual service agreements
filed by State agencies to satisfy the requirements of Section 7 of the State Comptroller Act,
Section 20-80 of The Illinois Procurement Code and Section 9 of the State Finance Act.

SEQUENCE

The report is arranged in seven sections for each agency: procurement, professional or
artistic contracts, construction, financial assistance (grants), other contractual services, leases for
real property and other leases. Each section is arranged by contract or lease number within the

agency.

All entries in each section show the vendor name, a brief description of services to be
performed (or in the case of leases, a description and location of the property), the contract
terms, the contract amount, and the terms of payment. A more detailed section as reflected in
Exhibit 15.30.10-A.

The Agency Contract Report is cumulative for the fiscal year, and reflects al contracts
for an agency regardless of the status (i.e., open, paid, terminated, or canceled).

FREQUENCY

The Agency Contract Report may be accessed on the Comptroller's website at

www.illinoiscomptroller.gov under the Agencies tab. Each agency is required to reconcile the

| information contained in either the SC14 or SC15 to their interna records and report any
discrepancies to the Comptroller.

Agencies with access to SAMS automated records, may perform alternate reconciliation
methods.
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REFERENCE CONTENTS
1 Fisca Year Fiscal year covered by the report. "As of" date will appear
under this entry.
2 Agency Name |dentifies the particular agency.
3 Contract Type Identifies the type of contract as one of seven types as

explained in the narrative.

4  Contract Number The alphanumeric identifier used to uniquely identify a
contract, as assigned by the agency. Thismust also be the
obligation number.

5 Class Code The Comptroller'sinternal classification code.
6 Taxpayer Identifi- Thelast 4 digits of the Taxpayer Identification number as
cation Number certified in contract.
6A Legal Status Numeric code: i.e. (01) individual, etc.
7 Vendor Name and | dentifies the name and address (city, state, zip code only)
Address of the vendor to whom payments will be made under this
contract.

8 Contract Description  Provides a summary or description of the contract or lease.

9 Term of Contract Reflects the entire term of the contract, including multi-
year contracts.

10 Current Year Reflects the entire term of the contract asit pertains to the
Contract current fiscal year.

11  Maximum Amount This figure represents the current and future fiscal years
contract liability.
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12

13

14

15

16

17

18

19

Annual Amount

PO Amount

YTD Voucher
Amount

Award Code

Method of
Compensation

Contract Payable
From

Contract Type Total

Agency Total

[dentifies the total amount payable under this contract as it
pertains to the current fiscal year.

Reflects the total amount obligated against the contract for
the current fiscal year.

Reflects the total amount expended against the contract for
the current fiscal year.

Indicates the applicable award code, i.e., bid required,
exempt from bid, etc.

Reflects the rate and unit of time upon which payment is
based under the contract. It also identifiesif multiple rates
apply under the contract.

| dentifies the appropriation account code(s) relevant to this
contract.

Summarizes the information explained above by contract
type within each agency.

Summarizes all contract information as explained above for
the entire agency.
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REPORT TITLE: Obligations Activity Report (SC 15)

PURPOSE: The Obligations Activity Report may be accessed on the Comptroller's
website at www.illinoiscomptroller.gov under the Agenciestab. Thereport is
a listing of all obligation related transactions processed during the month.
The activity report contains the following at the detail level for each current
obligation on file:  establishments, increases, decreases, cancellations,
voucher liquidations, and corrective action requested by the agency. It also
contains information at the summary level for each expenditure authority
account having obligation activity. The monthly Obligations Activity Report
provides each agency with the information necessary for reconciling its
internal records with those of the Comptroller.

NOTE: Each agency is required to reconcile the information contained in
either the SC 14 or SC 15 and report any discrepancies to the Comptroller.

The reconciling agency must notify the Comptroller's Office immediately of
any discrepancies that require corrective action. (See procedure 15.30.30 for
detailed instructions.)

Performing monthly reconciliation will ensure the accuracy of the agencies
internal records and the information processed by the Comptroller's Office.
Agencies with access to SAMS automated records may perform alternate
reconciliation methods.

SEQUENCE: Agency, Fiscal Year, Account Code, Obligation Number, Entry Date.

DISTRIBUTION: All Agencies.

CONTENTS
REFERENCE CONTENTS
(1) Monthly Ending Last day of the month for which any activity would be
reflected.
(2) Agency Name of the agency whose obligation transactions are

listed.
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REFERENCE

(3) Fisca Year
(4) Appropriation

(5) Obligation Number

(6) Prior Month Balance

(7) Transaction Date

(8) Voucher Number

(9) Obligations Established

(10) Closed PO Amount

(11) Payment Voucher

(12) Current Month

(13) Amendments

CONTENTS
Fiscal year to which the obligation pertains.
The 16-digit expenditure authority account code.

The alphanumeric identifier used to identify an
obligation within an expenditure authority account.

Balance of the obligation as of the end of the previous
month.

The date the transaction occurred.

The number of the voucher processed against the
obligation is cited.

The dollar value of each obligation established during
the month.

The amount by which the obligation is reduced by a
voucher(s).

The dollar value of each voucher Amount processed
against the obligation.

The obligation balance on file at the end of the current
month.

The dollar value of each amendment which occurred
during the month.
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CONTRACT AND OBLIGATION RECONCILIATION

| The Agency Contract Report or the Obligation Activity Report must be reconciled within
60 days of the month end. It is the responsibility of each agency to compare the information

| contained on these reports to their internal records. Agencies with access to SAMS automated
records, may perform alternate reconciliation methods. Once the reconciling items have been
identified, the discrepancies must be reported to the Comptroller's Office immediately for
correction.

This ensures the accuracy of the agency's internal records and the information recorded
by the Comptroller. The reconciliation of these reports also avoids delays in processing of
Obligations/Contracts and voucher payments that would otherwise be rejected due to errors in
our respective files. There are two standardized forms to expedite the reconciliation process:
Expenditure Transfer Request form (SCO-415) and the Obligation Reconciliation Notice
(C-80-A).

Expenditure Transfer Reguest (SCO-415) (Exhibit 15.30.30-A)

The Expenditure Transfer Request must be submitted to the Funds, Receipts and
Collections Section of the Comptroller's Office in the event a voucher transaction is charged to
the wrong expenditure account. The completion of the obligation information on this form will
allow the corrective action to be taken in regards to the obligation. PLEASE NOTE THAT A
SEPARATE OBLIGATION RECONCILIATION FORM 1S NOT NEEDED IN THIS
SITUATION. The Expenditure Transfer Request must be utilized when the adjustment involves
an expenditure authority account code change. Refer to SAMS Procedure 11.40.30 for
instructions on completing the Expenditure Transfer Request form.

Obligation Reconciliation Notice (C-80-A) (Exhibit 15.30.30-B and Exhibit 15.30.30-C)

The Obligation Reconciliation Notice must be submitted to the Funds, Receipts and
Collections Section of the Comptroller’s Office when an agency has identified an error in an
obligation balance.

Examples of Possible Errors:

1. Voucher liquidated incorrect obligation within the correct expenditure
account.
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2. Voucher liguidated one obligation and should have liquidated multiple
obligations.

3. The obligation number was not cited on the voucher.

4, Voucher liquidated the obligation, the warrant was subsequently canceled
for redeposit.

5. Voucher liquidated the obligation, the warrant was subsequently refunded.
The Obligation Reconciliation Notice must be completed as follows:
= Mandatory entries are marked with an asterisk on the form.

= Complete boxes 6 through 10 to correct errors that occurred through the
vouchering process. Attach alegible copy of the voucher.

=  Complete boxes 15 through 18 to correct errors that occurred due to a refund.
Attach a legible copy of the voucher and a copy of the approved Expenditure
Adjustment Transfer form.

Do not include “in-transit” items on this form. This form is to be used ONLY for
voucher transactions charged to an incorrect obligation within an expenditure authority account.
For expenditure transfers involving obligations, see Exhibit 15.30.30-A

CONTENTS
1 * Enter the agency name.
2. *Enter the 9 digit voucher number.
3. Leave blank.
4, *Enter the 17 digit expenditure account code.

5. *Enter the fiscal year.
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6. Specify the origina 11 digit obligation number(s). (If an obligation was not
liquidated, “00” must be cited.)

7. Enter the payment amount.

8. Enter total amount.

0. Enter the correct 11 digit obligation number(s).
10.  Enter the correct payment amount.
11. Enter the correct total payment amount.

12, *Warrant Number. (Warrant must be issued before the submission of the
Obligation Reconciliation Notice)

13. *Warrant Date.
14. *Warrant Amount.

NOTE: Only complete boxes 15 - 18 if attaching an approved Expenditure Adjustment
Transmittal

15.  Enter the 11-digit obligation number.

16. Mark the appropriate box for which action isto be taken on the warrant.
17.  Mark the appropriate box indicating the type of refund.

18. Enter the amount to be returned to the obligation.

19. Provide explanation for reconciliation.

20. Enter the 9 digit taxpayer identification number.

21.  Leaveblank.

22.  *Enter the expenditure object code.

23.  *Enter the expenditure amount.
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24,
25.
26.

27.

*Name of contact person.
*Telephone number of contact person.
* Agency head signature or designee

*Date of authorizing signature.

* Mandatory Entry

Contract Reconciliation

Contract corrections can be made by the agency submitting COD documents.
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Commercial Voucher File

This document describes the file format to be used by State agencies transmitting commercial
voucher information directly to the Comptroller.

FILE CHARACTERISTICS

The Commercial Voucher File records are 900 bytes in length. Numeric fields are both
unpacked and unsigned except for adjustment and credit amounts on voucher addenda
records. The Commercial Voucher File consists of five types of records. These are:

1. Header Record - This record is the first data record on the file. It is used to identify

the file, source computer type, agency, creation date, etc.

. Schedule Record - The schedule record should indicate the type of processing

required for the vouchers following it. All Voucher Transaction Records following a
Schedule Record (pertaining to that schedule) must cite the same appropriation
account code and fiscal year. Do not mix vouchers requiring different processing on
the same schedule.

There may be multiple Schedule Records and related groups of Voucher
Transaction /Voucher Addenda Records on a single file.

During lapse period (July - August), schedules citing different fiscal years may
NOT be mixed on a file. Each fiscal year must be on a separate file.

. Voucher Transaction Record — Files should be limited to 10,000 records unless

approved by the Comptroller. Each transaction record contains all the data
elements needed to write a warrant or send a direct deposit transaction.

The fields labeled DIRECT DEPOSIT must be completed to send a direct deposit
transaction. The fields labeled OPTIONAL are not required at this time but may be
required for future transaction types.

. Voucher Addenda Record — The addenda record(s) will immediately follow the

voucher transaction and contain detailed remittance information related to the
voucher transaction. There may be multiple addenda records for each voucher
transaction record. Each addenda record must be related to the same voucher
transaction. Voucher addenda records will provide remittance information
electronically to the vendor. Fields on the addenda record must not contain an
asterisk (*) or backslash (\). Addenda fields should be left justified and use no more
than one space between characters. More than one space constitutes the end of a
field. Fill unused numeric fields with zeroes, unless the last payment related data
segment is not going to be used. Each addenda record contains 30 characters of
control data and two 435-byte payment-related data segments. If the last segment
is not used, the entire segment of 435 bytes must be spaces.

Office of Comptroller — SAMS Revised: 05/31/2020
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EXAMPLE: If the voucher contains five payment invoices, three addenda records
would be required. The third addenda record would contain the fifth invoice in the
first payment related data segment and the second segment would be initialized to
spaces.

5. Trailer Record - This record is the last data record on the file. Itis used to provide
control counts and totals for balancing the file.

I. FILE ORDER

A batch consists of a Schedule Record followed by the Voucher Transaction Records
and their associated Voucher Addenda Records pertaining to that Schedule Record.

Batches are to be sorted by appropriation account code number in ascending order on
the file.

Within a batch, Voucher Transaction Records followed by any associated Voucher
Addenda Records are to be sorted by voucher number in ascending order.

If actual hardcopy vouchers are required to accompany the file, they must be sorted
correspondingly within a batch, and batches should be sorted in the appropriate order.

[I. APPENDICES

Appendix 1 - defines the required data elements in the file records and the record
layouts.

Appendix 2 - details the standards to be used for vendor identification number, name
and address on the Voucher Transaction Record.

Appendix 3 - Reserved for Future Use.
Appendix 4 - describes the agency file balance report which is to accompany each
Commercial Voucher file received by the Comptroller. This report replaces the

requirement for individually signed vouchers.

Appendix 5 - describes the requirements for the standardized information for box 10 of
the invoice voucher.

Appendix 6 - describes any Voucher Addenda Record edits and related error
messages

Appendix 7 - Other File Edits

Office of Comptroller — SAMS Revised: 05/31/2020
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APPENDIX 1

HEADER RECORD
BYTES

DATA ELEMENT EFROM THRU LENGTH PICTURE COMMENTS

Record Type 1 2 2 99 Value Zeroes.

File Identifier 3 8 6 X(6) A unique identifier such as
external reel number, or
agency assigned number.
This number will be used on
reports and for control
purposes by the Comptroller
and must be different on each
file received during a given
month. This file identifier
must be shown on the agency
balancing report which
accompany the file. Note:
Comptroller recommends the
reel number and the File
Identifier be the same.

Organization 9 11 3 9 (3) Agency Identifier Code (digits

Code 4 thru 6 of the appropriation
account code number) of
agency creating file
(Transmitting Agency).

Agency Name 12 41 30 X(30) Name of Agency creating file.

File Name 42 53 12 X(12) Value “WOUCHER FILE".

Creation Date 54 59 6 9(6) Date on which file was
created in MMDDYY format.

Filler 60 900 841 X(841) Value Spaces.

Filler Redefined

for Public Aid

Medical

Schedules

DPA Schedule 60 65 6 X(6) Assigned by DPA.

Number

Office of Comptroller — SAMS

Revised: 05/31/2020
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APPENDIX 1
HEADER RECORD
BYTES
DATA ELEMENT EFROM THRU LENGTH PICTURE COMMENTS
DPA Type 66 75 10 X(10) Assigned by DPA.
DPA Category 76 85 10 X(10) Assigned by DPA.
Filler 86 900 815 X(815) Value Spaces.

Office of Comptroller — SAMS Revised: 05/31/2020
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SCHEDULE RECORD
BYTES
DATA ELEMENT FROM THRU LENGTH PICTURE COMMENTS
Record Type 1 2 2 99 Value 10.
Filler 3 8 6 X(6) Value Spaces.
Appropriation 9 24 16 9(16) Appropriation Account Code
Account Code Number for all vouchers in this
Number schedule. All vouchers

pertaining to this schedule
must cite this appropriation
account code.

Fiscal Year 25 26 2 99 Last two digits of pertinent
fiscal year for the
appropriation referenced
above. All vouchers pertaining
to this schedule must cite this

fiscal year.
Beginning 27 34 8 X(8) Number of the first voucher in
Voucher Number this schedule. Voucher

numbers must be right
justified, zero filled, and can
be all numeric or
alphanumeric. No special
characters are allowed.

Ending Voucher 35 42 8 X(8) Number of the last voucher in

Number this schedule. Voucher
numbers must be right
justified, zero filled, and can
be all numeric or
alphanumeric. No special
characters are allowed.

Schedule Amount 43 54 12 9(10)V99  Sum of the voucher amounts
in this schedule.

Voucher Count 55 58 4 9(4) Number of voucher transaction
records following and
pertaining to this schedule
record.

Office of Comptroller — SAMS Revised: 05/31/2020
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DATA ELEMENT FROM THRU

BYTES

SCHEDULE RECORD

LENGTH

Exhibit 17.20.30-A
(21-001)
Page 6 of 29

PICTURE COMMENTS

Processing Type 59

Filler 60

59

900

1

841

X(1)

X(841)

Type of processing required
for the vouchers following this
schedule. Valid values are:

M — Medical Vouchers
(requires Comptroller approval
to use this processing type).

P — requires automated
voucher and automated
remittance processing (i.e. no
paper voucher submitted and
the description of the payment
is provided in the invoice
description field of this file).

R — requires paper voucher
and automated remittance
processing (i.e. travel
vouchers); EXCLUDES list
vouchers.

T — requires paper voucher
and paper remittance
processing (i.e. C-13 invoice
voucher without a description
provided in the invoice
description field of this file and
has a paper remittance
attached).

Value Spaces.

Office of Comptroller — SAMS
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VOUCHER TRANSACTION RECORD

DATA ELEMENT FROM THRU LENGTH PICTURE COMMENTS

APPENDIX 1

BYTES
Record Type 1 2 2
Appropriation 3 18 16
Account Code
Number
Fiscal Year 19 20 2
Voucher Number 21 28 8
Schedule 29 34 6

Payment Date

Invoice Number 35 44 10
Invoice Date 45 50 6
TIN (Taxpayers’ 51 59 9
Identification

Number)

99

9(16)

99

X(8)

9(6)

X(10)
9(6)

9(9)

Any numeric value may be
entered except 00, 10, 98
and 99.

Appropriation Account Code
Number from which
expenditure is to be made.

Fiscal year pertaining to
above appropriation.

Voucher numbers must be
right justified, zero filled, and
can be all numeric or
alphanumeric. No special
characters are allowed.

Note: The voucher number
must be unique by agency by
fiscal year.

Format is MMDDYY
(Comptroller authorization
required prior to usage).

The invoice number and date
fields should be filled with the
vendor’s invoice number and
date. This information will be
printed on the remittance
advice attached to the
warrant. The date format is
MMDDYY.

Reference Appendix 2.

Office of Comptroller — SAMS
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VOUCHER TRANSACTION RECORD

DATA ELEMENT FROM THRU LENGTH PICTURE COMMENTS

APPENDIX 1
BYTES

Proper Billing Date 60 65 6
Filler 66 66 1
Voucher Amount 67 76 10
First Expenditure 77 80 4
Object

First Expenditure 81 90 10
Amount

Second 91 94 4
Expenditure

Object

X(06)

X(01)
9(8)V99

9(4)

9(8)V99

9(4)

Proper Billing Date. The
date format is MMDDYY,

except:
A4AAaaa=Unknown (where
A = spaces)
888888 = Not required by
Statute
999999 = Provided in
Addenda

777777 = Comptroller
Authorization
required

Value Spaces.

The amount for which the
warrant is to be written.

First Expenditure Object
Code applicable to this
payment. There is a limit of
five different expenditure
objects which can be related
to a payment.

First Expenditure Amount is
the amount associated with
the first Expenditure Object
Code. Note: The sum of all
of the Expenditure Amounts
must equal the voucher
amount. Unused fields must
be zero filled.

Second Expenditure Object
Code applicable to this
payment. Unused fields must
be zero filled.

Office of Comptroller — SAMS
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APPENDIX 1
VOUCHER TRANSACTION RECORD
BYTES

DATA ELEMENT FROM THRU LENGTH PICTURE COMMENTS

Second 95 104 10 9(8)Vv99 Second Expenditure Amount

Expenditure Is the amount associated

Amount with the second Expenditure
Object Code. Unused fields
must be zero filled.

Third Expenditure 105 108 4 9(4) Third Expenditure Object

Object Code applicable to this
payment. Unused fields must
be zero filled.

Third Expenditure 109 118 10 9(8)V99 Third Expenditure Amount is

Amount the amount associated with
the third Expenditure Object
Code. Unused fields must
be zero filled.

Fourth 119 122 4 9(4) Fourth Expenditure Object

Expenditure Code applicable to this

Object payment. Unused fields must
be zero filled.

Fourth 123 132 10 9(8)Vv99 Fourth Expenditure Amount

Expenditure Is the amount associated

Amount with the fourth Expenditure
Object Code. Unused fields
must be zero filled.

Fifth Expenditure 133 136 4 9(4) Fifth Expenditure Object

Object code applicable to this
payment. Unused fields
must be zero filled.

Fifth Expenditure 137 146 10 9(8)Vv99 Fifth Expenditure Amount is

Amount the amount associated with
the fifth Expenditure Object
Code. Unused fields must
be zero filled.

Payee Name 1 147 176 30 X(30) Reference Appendix 2. Left

justify data and fill unused
positions with blanks.

Office of Comptroller — SAMS
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APPENDIX 1

VOUCHER TRANSACTION RECORD
BYTES

DATA ELEMENT FROM THRU LENGTH PICTURE COMMENTS

Filler 177 178 2 X(2) Value Spaces.

Payee Name 2 179 208 30 X(30) Reference Appendix 2. Left
justify data and fill unused
positions with blanks.

Filler 209 210 2 X(2) Value Spaces.

Address 211 240 30 X(30) Reference Appendix 2. Left
justify data and fill unused
positions with blanks.

Filler 241 242 2 X(2) Value Spaces.

City 243 260 18 X(18) Reference Appendix 2. Left
justify data and fill unused
positions with blanks.

Filler 261 262 2 X(2) Value Spaces.

State 263 264 2 X(2) Reference Appendix 2. Left-
justify data and fill unused
positions with blanks.

Filler 265 265 1 X Value Spaces.

Zip Code 266 274 9 X(9) Reference Appendix 2. Left-
justify data and fill unused
positions with blanks.

Filler 275 275 1 X Value Spaces.

Office of Comptroller — SAMS
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DATA ELEMENT FROM THRU
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VOUCHER TRANSACTION RECORD

BYTES

LENGTH PICTURE

COMMENTS

First Obligation 276
Number

Filler 286

First Obligation 287
Amount

Second Obligation 297
Number

Filler 307

Second Obligation 308
Amount

285

286

296

306

307
317

10

10

10

10

X(10)

X
9(8)V99

X(10)

X

9(8)V99

Enter the agency assigned
obligation number (right
justified with leading zeros)
for the first obligation related
to this payment request (if
payment is not related to a
previously recorded
obligation, enter “00” left
justified). There is a limit of
three different obligations
which may be related to a
payment.

Value Spaces.

First Obligation Amount is
the amount associated with
the first Obligation Number.
Note: The sum of all of the
Obligation Amounts must
equal the voucher amount.
Unused fields must be zero
filled.

Enter the agency assigned
obligation number (right
justified with leading zeros)
for the second obligation
related to this payment
request. Unused fields must
be space filled.

Value Spaces.

Second Obligation Amount is
the amount associated with
the second Obligation
Number. Unused fields must
be zero filled.

Office of Comptroller — SAMS
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APPENDIX 1
VOUCHER TRANSACTION RECORD
BYTES

DATA ELEMENT FROM THRU LENGTH PICTURE COMMENTS

Third Obligation 318 327 10 X(10) Enter the agency assigned

Number obligation number (right
justified with leading zeros)
for the third obligation related
to this payment request.
Unused fields must be space
filled.

Filler 328 328 1 X Value Spaces.

Third Obligation 329 338 10 9(8)V99  Third Obligation Amount is

Amount the amount associated with
the third Obligation Number.
Unused fields must be zero
filled.

Filler 339 347 9 X(9) Value Spaces.

Direct Deposit 348 348 1 9 DIRECT DEPOSIT -

Indicator Indicates whether or not the
payment is to be direct
deposit. Valid values: 0, 1,
8, 9.
(O = default) (1 = Direct
Deposit with Multiple
Account) (8 = IPTIP) (9 =
hardcopy)

Contract 349 358 10 X(10) Comptroller authorization

Reference required prior to usage.

Filler 359 373 15 X(15) Value Spaces.

Direct Deposit 374 376 3 X(3) DIRECT DEPOSIT- Data

Multiple Account assigned by the agency

No. Indicator which indicates an individual
account when multiple
accounts are used for a
single payee.

Check Category 377 378 2 X(2) Comptroller authorization

required prior to usage.

Office of Comptroller — SAMS
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APPENDIX 1
VOUCHER TRANSACTION RECORD

BYTES
DATA ELEMENT FROM THRU LENGTH PICTURE COMMENTS

Remittance 379 438 60 X(60) DIRECT DEPOSIT- A

Description payment description
forwarded to the payee
through the bank. [Field is
unnecessary and will be
ignored if Voucher Addenda
Record is provided.]

CFDA 1 439 443 5 X(5) Catalog of Federal Domestic
Assistance number. Valid
values are five byes numeric
or spaces. Field can only be
utilized if First Expenditure
Object field is populated.

CFDA 2 444 448 5 X(5) Catalog of Federal Domestic
Assistance number. Valid
values are five byes numeric
or spaces. Field can only be
utilized if First Expenditure
Object field is populated.

CFDA 3 449 453 5 X(5) Catalog of Federal Domestic
Assistance number. Valid
values are five byes numeric
or spaces. Field can only be
utilized if First Expenditure
Object field is populated.

CFDA 4 454 458 5 X(5) Catalog of Federal Domestic
Assistance number. Valid
values are five byes numeric
or spaces. Field can only be
utilized if First Expenditure
Object field is populated.

CFDAS5 459 463 5 X(5) Catalog of Federal Domestic
Assistance number. Valid
values are five byes numeric
or spaces. Field can only be
utilized if First Expenditure
Object field is populated.

Office of Comptroller — SAMS Revised: 05/31/2020
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APPENDIX 1
VOUCHER TRANSACTION RECORD
BYTES

DATA ELEMENT FROM THRU LENGTH PICTURE COMMENTS

Filler 464 468 5 X(5) Value Spaces.

Billing Account 469 484 16 X(16) For intergovernmental

Number payments, enter the account
number to which payment is
to be charged.

Credit Memo 485 496 12 X(12) For intergovernmental

Number payments, enter the
identifying number of the
credit memo issued to you.

Credit Memo 497 506 10 9(8)v99 For intergovernmental

Amount payments, enter the credit
memorandum amount.

Beginning Date of 507 514 8 9(8) Format is MMDDCCYY.

Service Reference Appendix 5.

Ending Date of 515 522 8 9(8) Format is MMDDCCYY.

Service Reference Appendix 5.

GAAP Code 523 526 4 9(4) Reference Appendix 5.

Pre-Audit 527 886 360 X(360) Reference Appendix 5.

Description

Confidentiality 887 887 1 X(1) Enter one of the values

Indicator below depending on the
nature of the information:
“Y” = Yes, indicating the
voucher text is confidential.
“N” = No, indicating the
voucher text is non-
confidential.
“” = Space, indicating that
the data element is not
completed. A blank is
defaulted to a “Y” and the
information is considered
confidential.

Filler 888 900 13 X(13) Value Spaces.

Office of Comptroller — SAMS

14

Revised: 05/31/2020



Exhibit 17.20.30-A

(21-001)
Page 15 of 29
APPENDIX 1
VOUCHER ADDENDA RECORD
BYTES

DATA ELEMENT EFROM THRU LENGTH PICTURE COMMENTS

Control Data

Record Type 1 2 2 9(2) EDI record type — Value 98.

Voucher Number 3 10 8 X(8) Voucher number must be right
justified, zero filled, and can be
numeric or alphanumeric. No
special characters are allowed.
Note: The voucher number
must be unique by agency by
fiscal year. Matches bytes 21-
28 of the voucher transaction
record. Note: LIST
VOUCHERS cannot have
addenda records.

TIN (Taxpayers’ 11 19 9 9(9) Matches bytes 51-59 of the

Identification voucher transaction record.

Number)

Addenda 20 21 2 9(2) Sequence number for this

Sequence addenda record.

Number

Total Number of 22 23 2 9(2) Limit of 10 per voucher record.

Addenda Records

Filler 24 30 7 X(7) Value Spaces.

Payment 435 Occurs twice.

Related Data

Payment

Related Data -

First Occurrence

Customer ID 31 60 30 X(30) Vendor defined for EDI.

Billing Account 61 90 30 X(30) Vendor defined for EDI.

Period

Office of Comptroller — SAMS
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APPENDIX 1
VOUCHER ADDENDA RECORD
BYTES

DATA ELEMENT EFROM THRU LENGTH PICTURE COMMENTS

Beginning Date 91 96 6 9(6) MMDDYY

of Service

Ending Date of 97 102 6 9(6) MMDDYY

Service

Invoice Number 103 132 30 X(30) Vendor’s invoice number.

Invoice Date 133 138 6 9(6) MMDDYY

Gross Amount 139 148 10 9(8)V99  Amount of invoice before
applying credit or adjustment.

Credit Memo 149 150 2 X(2) Code indicating reason for

Reason Code taking a credit. Any valid
adjustment reason code as
defined in version 4010 of the
820 standard.

Credit Memo ID 151 170 20 X(20) The identifying number of the
credit memo issued to you.

Credit Memo 171 180 10 S9(8)V99 The amount of the credit memo

Amount issued to you.

Adjustment 181 182 2 X(2) Code indicating reason for

Reason Code claiming an adjustment. Any
valid adjustment reason code
as defined in version 4010 of
the 820 standard.

Adjustment ID 183 202 20 X(20) The identifying number of the
adjustment issued to you.

Adjustment 203 212 10 S9(8)V99 The amount of the adjustment

Amount issued to you.

Net Amount 213 222 10 9(8)V99  Amount paid.

Partial Payment 223 224 2 X(2) If present, specifies that the

Indicator invoice is not expected to be
cleared in full.

Office of Comptroller — SAMS Revised: 05/31/2020
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VOUCHER ADDENDA RECORD
BYTES
DATA ELEMENT EFROM THRU LENGTH PICTURE COMMENTS
Contract Number 225 244 20 X(20) Vendor Defined for EDI.
Program Identifier 245 274 30 X(30) Vendor Defined for EDI.
Purchase Order 275 294 20 X(20) Vendor Defined for EDI.
Purchase Order 295 300 6 9(6) MMDDYY
Date
Message 301 380 80 X(80) A free form description to clarify
the related data elements and
their content.

Proper Billing 381 386 6 X(06) Proper Billing Date. The date
Date format is MMDDYY.
Filler 387 465 79 X(79) Value Spaces.
Payment
Related Data -
Second
Occurrence
Customer ID 466 495 30 X(30) Vendor defined for EDI.
Billing Account 496 525 30 X(30) Vendor defined for EDI.
Period

Beginning Date 526 531 6 9(6) MMDDYY

of Service

Ending Date of 532 537 6 9(6) MMDDYY

Service
Invoice Number 538 567 30 X(30) Vendor’s invoice number.
Invoice Date 568 573 6 9(6) MMDDYY
Gross Amount 574 583 10 9(8)V99  Amount of invoice before

applying credit or adjustment.

Office of Comptroller — SAMS Revised: 05/31/2020
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VOUCHER ADDENDA RECORD

BYTES

DATA ELEMENT FROM THRU LENGTH PICTURE COMMENTS

Credit Memo 584 585 2 X(2)
Reason Code

Credit Memo ID 586 605 20 X(20)
Credit Memo 606 615 10 S9(8)V99
Amount

Adjustment 616 617 2 X(2)

Reason Code

Adjustment ID 618 637 20 X(20)
Adjustment 638 647 10 S9(8)Vv99
Amount

Net Amount 648 657 10 9(8)Vv99
Partial Payment 658 659 2 X(2)
Indicator

Contract Number 660 679 20 X(20)
Program 680 709 30 X(30)
Identification

Purchase Order 710 729 20 X(20)

Code indicating reason for
taking a credit. Any valid
adjustment reason code as
defined in version 4010 of the
820 standard.

The identifying number of the
credit memo issued to you.

The amount of the credit memo
issued to you.

Code indicating reason for
claiming an adjustment. Any
valid adjustment reason code
as defined in version 4010 of
the 820 standard.

The identifying number of the
adjustment issued to you.

The amount of the adjustment
issued to you.

Amount paid.

If present, specifies that the
invoice is not expected to be
cleared in full.

Vendor Defined for EDI.

Vendor Defined for EDI.

Vendor Defined for EDI.

Office of Comptroller — SAMS
18

Revised: 05/31/2020



APPENDIX 1

Exhibit 17.20.30-A
(21-001)
Page 19 of 29

VOUCHER ADDENDA RECORD

BYTES
DATA ELEMENT FROM THRU

LENGTH PICTURE COMMENTS

Purchase Order 730
Date

Message 736
Proper Billing 816
Date

Filler 822

735

815

821

900

6 9(6) MMDDYY

80 X(80) A free form description to clarify
the related data elements and
their content.

6 X(06) Proper Billing Date. The date
format is MMDDYY.

79 X(79) Value Spaces.

Office of Comptroller — SAMS
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APPENDIX 1
TRAILER RECORD
BYTES
DATA ELEMENT FROM THRU LENGTH PICTURE COMMENTS
Record Type 1 2 2 9(2) Value 99.
Schedule Record 3 6 4 9(4) Number of schedule records
Count on the file.
Voucher Record 7 11 5 9(5) Number of Voucher
Count Transaction Records on the
file.
Schedule Control 12 23 12 9(10)V99  The Sum of the Schedule
Total Amounts (from the Schedule
Records) on this file.
Voucher Control 24 35 12 9(10)V99  The Sum of the Voucher
Total Amounts (from the Voucher
Transaction Records) on this
file.
Filler 36 900 865 X(865) Value Spaces.
Office of Comptroller — SAMS Revised: 05/31/2020
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APPENDIX 2

VENDOR IDENTIFICATION NUMBER, NAME AND ADDRESS

The standards for providing the vendor identification number and name in the Voucher
Transaction Record are described in the following section of the SAMS Manual:

e Procedure 19.10.15 — pages 1-4;
e Procedure 19.10.20 — page 1;
e Procedure 19.10.30 — pages 1-4.

The following standards should be used for providing the address in the Voucher
Transaction Record:

The “Payee Name 2" field is reserved for the DBA name or as a continuation of the legal
name when there is not enough room on the “Payee Name 1” line.

The vendor’s street address must be provided in the “Address” field.

The vendor’s city, state, and zip must be provided in the specified fields. The valid U.S.
Postal Service abbreviations must be used in the “State” field. The zip code provided
should be the vendor’'s zip code as assigned by the U.S. Postal Service. The “Zip
Code” field on the transaction record is a nine-position field and does not require the
dash if using the zip+4 code.

Any unused fields must be space filled.

Do not use punctuation in these fields.

Office of Comptroller — SAMS Revised: 05/31/2020
21



Exhibit 17.20.30-A

(21-001)
Page 22 of 29
APPENDIX 3
RESERVED FOR FUTURE USE
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AGENCY FILE BALANCING REPORT

A computer-generated balancing report with the information detailed below must accompany
each Commercial Voucher file sent to the Comptroller.

Date: 07/15/00
Reel No: A52512

Agency: Example Agency

Appropriation Code

421 42301 1910 00 99
421 42301 1910 00 99
421 42301 1910 01 99
421 42301 1910 01 99
421 42301 1910 01 99
957 42355 1200 00 00
957 42355 1200 00 00
957 42355 1200 00 00
957 42355 1200 00 00
957 42355 1200 00 00
957 42355 1200 00 00

Voucher Count
Total Voucher Amount

Fiscal Voucher
Year Number
00 70073614
00 70073615
00 70073633
00 70073641
00 70073642
00 70073643
00 70073644
00 70073645
00 70073701
00 70073702
00 70073703

447,484.92

Voucher

Amount
54,290.85
3,284.42
454 .59
313.00
888.52
41,665.71
296,435.71
26,787.81
30.00
22,598.50
735.81

Processing
Type

442020 X0VXOTVTTUVTTVTTU

This invoice voucher certification is hereby specifically incorporated into and made part of the invoice vouchers
listed here on, the same as if such certification were fully set out in such vouchers. It is understood that the
signing of this certification constitutes a signing and certification of all and each said voucher.

The goods or services specified on this voucher were procured pursuant to a formal, written contract the terms of
which require advance payment. The contract requires the goods or services to be delivered or received prior to
August 31, “20XX” or it was not possible to execute a written contract for the goods or services specified on this
voucher. It is anticipated that the goods or services will be received or delivered prior to August 31, “20XX".

| certify that the goods and services specified on the above listed vouchers were for the use of this agency and
that the expenditures for such goods or services were authorized and lawfully incurred; that such goods or
services met all the required standards set forth in the purchase agreements or contracts to which these vouchers
relate; and that the amounts shown on these vouchers are correct and are approved for payment. If applicable,
the reporting requirements of Section 5.1 of the Governor’s Office of Management and Budget Act have been

met.

Agency Head

Date

Office of Comptroller — SAMS

23

Revised: 05/31/2020



Exhibit 17.20.30-A

(21-001)

Page 24 of 29
APPENDIX 5

STANDARDS FOR VOUCHER TRANSACTION DESCRIPTION FOR PRE-AUDIT

The following standards are to be used to complete the data entry for a payment voucher. The
purpose of the description is to provide enough information to permit a pre-auditor (or post-
auditor) to understand the nature of the transaction. Auditors are not usually familiar with the
detailed operations of State agencies and the specialized account codes and abbreviations
that may be used by agencies for internal purposes. It is, therefore, necessary for Voucher
Transaction Descriptions to be clear.

A more complete reference is located at SAMS Chapter 17.20.20.

STANDARDS FOR PAYMENT VOUCHER INPUT

Invoice Description:

One 360-byte alphanumeric field. This description should be sufficiently clear to permit a pre-
auditor to understand the purpose and nature of the goods acquired or services rendered.
Abbreviations are permitted only when the abbreviation is generally understood. Agency
specific abbreviations or program codes should not be used as a description unless otherwise
explained in the text of the description.

Example 1:

Temporary clerical office assistance in connection with the Temporary Aid to Needy Family
Program (TANF) (CFDA 87.100956)

Example 2:

Reconstruction of engine and transmission of Navistar Dump Truck.

Example 3:

Grant to Elkhart Fire District for purchase of new fire truck

Example 4:

Purchase 2 chairs @ $899 each, 2 credenzas @ $523 each, and 2 file cabinets @ $350 each
for Director’s Springfield office.

Office of Comptroller — SAMS Revised: 05/31/2020
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APPENDIX 5

STANDARDS FOR VOUCHER TRANSACTION DESCRIPTION FOR PRE-AUDIT (cont.)

Date of service:

Two eight-byte fields. The first field should contain the beginning date for when the goods
were received or services rendered. The second field should contain the ending date for when
goods were received or services rendered. If all the goods or services being paid for on this
voucher were received or rendered on the same day, then the same date should be recorded
for both fields.

Example:

022400 031800

GAAP Code (Reference SAMS Manual):

One four-byte alphanumeric field. This code corresponds with the GAAP expenditure
classifications. Refer to the SAMS manual for specific codes and their definition.

Example:

7500

Office of Comptroller — SAMS Revised: 05/31/2020
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APPENDIX 6

VVoucher Addenda Record Edits

The addenda record(s) will immediately follow the voucher transaction and contain detailed
remittance information related to the voucher transaction. There may be multiple addenda
records for each voucher transaction record. Each addenda record must be related to the
same voucher transaction. Voucher addenda records will provide remittance information
electronically to the vendor. Fields on the addenda record must not contain an asterisk (*) or
backslash (\). Addenda fields should be left justified and use no more than one space between
characters; more than one space constitutes the end of a field. Fill unused numeric fields with
zeroes, unless the last payment related data segment is not going to be used. Each addenda
record contains 30 characters of control data and two 435-byte payment-related data
segments. If the last segment is not used, the entire segment of 435 bytes must be spaces.

EXAMPLE: If the voucher contains five payment invoices, three addenda records would be
required. The third addenda record would contain the fifth invoice in the first payment related
data segment and the second segment would be initialized to spaces.

BYTES

DATA ELEMENT FROM THRU PICTURE EDIT(S)

Record Type 1 2 9(2) Value must be 98 and must follow a
voucher record or another addenda
record.

Voucher Number 3 10 X(8) Voucher number must match bytes 21-28

of the Voucher Transaction Record.
List vouchers CANNOT have addenda

records.
TIN (Taxpayers’ 11 19 9(9) Must match bytes 51-59 of Voucher
Identification Transaction Record.
Number)
Addenda 20 21 9(2) Must be greater than prior sequence
Sequence number and less than next sequence
Number number.
Total Number of 22 23 9(2) Limit of ten per voucher.
Addenda Records
Beginning Date of 91 96 9(6) If used, beginning date must be within
Service bytes 507-522 of the Voucher Transaction

Record and must be less than or equal to
bytes 97-102 of the Voucher Addenda
Record.

Office of Comptroller — SAMS Revised: 05/31/2020
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If used, ending date must be within bytes
507-522 of the Voucher Transaction
Record and must be greater than or equal
to bytes 91-96 of the Voucher Addenda

Credit memo and adjustment amount are
signed fields. Gross amount + credit
memo amount + adjustment amount = net
amount. The total of all Voucher Addenda
Record net amounts must equal Voucher
Transaction Record voucher amount field

If used, beginning date must be within
bytes 507-522 of the Voucher Transaction
Record and must be less than or equal to
bytes 532-537 of the Voucher Addenda

If used, ending date must be within bytes
507-522 of the Voucher Transaction
Record and must be greater than or equal
to bytes 526-531 of the Voucher Addenda

Credit memo and adjustment amount are
signed fields. Gross amount + credit
memo amount + adjustment amount = net
amount. The total of all Voucher Addenda
Record net amounts must equal Voucher
Transaction Record voucher amount field

APPENDIX 6
BYTES
DATA ELEMENT FEFROM THRU PICTURE EDIT(S)
Ending Date of 97 102 9(6)
Service
Record.
Gross Amount/ 139 148 9(8)Vv99
Credit Memo
Amount/ 171 180 S9(8)Vv99
Adjustment
Amount/ 203 212 S9(8)Vv99
Net
Amount 213 222 9(8)Vv99 bytes 67-76.
Beginning Date of 526 531 9(6)
Service
Record
Ending Date of 532 537 9(6)
Service
Record.
Gross Amount/ 574 583 9(8)Vv99
Credit Memo
Amount/ 606 615 S9(8)Vv99
Adjustment
Amount/ 638 647 S9(8)Vv99
Net
Amount 648 657 9(8)Vv99 bytes 67-76.

Office of Comptroller — SAMS

27

Revised: 05/31/2020



APPENDIX 7

OTHER FILE EDITS

SCHEDULE RECORD

BYTES

DATA ELEMENT EROM TO PICTURE EDIT(S)

List voucher cannot
have addenda records

Processing Type 59 59 X(1)

VOUCHER TRANSACTION RECORD

BYTES

DATA ELEMENT FROM TO PICTURE EDIT(S)

If Voucher Addenda
Records are used, this
field must not be spaces.
Suggest using the first
invoice number on
addenda record.

Invoice Number 35 44  X(10)

If Voucher Addenda
Records are used, this
field must not be zeroes.
Suggest using the first
invoice date on addenda
record.

Invoice Date 50 9(6)

65 The proper billing date
must be spaces, all 7’s,
all 8's, all 9’s, or a valid

date (MMDDYY format).

Proper Billing
Date

X(6)

If a valid date, then it
must be less than the
date processed by I0C.

If all 9’s, then addenda
records must contain
proper billing date.
Zip Code 266 274 X(9) The first 5 bytes must not
have spaces. If the last 4
bytes are all zeroes, IA5a
changes to spaces.

VOUCHER ADDENDA RECORD

Exhibit 17.20.30-A
(21-001)
Page 28 of 29

ERROR MESSAGE

List voucher # has
addenda record #.

ERROR MESSAGE

Invoice number field
must not be spaces
when voucher addenda
record is used.

Invoice date must not
be zeroes when
voucher addenda is
used.

Invalid proper billing
date.

Proper billing date
greater than 10C
processing date.

Proper billing date not

found on addenda.

First 5 bytes of zip code
includes spaces.

Office of Comptroller — SAMS
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APPENDIX 7

DATA ELEMENT

EDIT(S)

Proper Billing Date
Occurrence 1

Proper Billing Date
Occurrence 2

BYTES
FROM TO PICTURE
381 386 X(6)
816 821 X(6)

The proper billing date
must be spaces or a
valid date (MMDDYY
format).

If a valid date, then it
must be less than the

date processed by IOC.

The proper billing date
must be spaces or a
valid date (MMDDYY
format).

If a valid date, then it
must be less than the

date processed by 10C.

Exhibit 17.20.30-A
(21-001)
Page 29 of 29

ERROR MESSAGE

Invalid proper billing
date.

Proper billing date
greater than 10C
processing date.

Invalid proper billing
date.

Proper billing date
greater than 10C
processing date.

Office of Comptroller — SAMS
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Exhibit 20.20.20-A

July 1, 2020

L . . (21-001)
Authorization for Direct Deposit of Payments

COMMERCIAL

(This form is used for vendors who provide goods and services to the State of Illinois.)
Sign and return completed form to:

OFFICE OF THE COMPTROLLER STATE OF ILLINOIS

v ./, /. /. /] Attn: Electronic Commerce
Taxpayer Identification Number 325 W. Adams St., 3" Floor * Springfield, Illinois 62704-1871
This is my:[] Social Security Number
] Federal Employer I.D. Number Please type or print in ink.

[] Governmental Unit Code

2)
Individual Payee Last Name (or Company Name) Individual Payee FirstName
3)
Mailing Address (Indicate Suite, Apartment Number, or P. O. Box, if applicable), City, State, and Zip Code
HC Yy - 5)
Area Code and Telephone Number (Daytime) Email Address
6) Is this request pursuant to an assignment, U.C.C. lien, factoring, or security agreement? Yes No

Under penalties of perjury, | certify that the information provided on-this form is true and correct, and that | am the
individual payee or an authorized representative for the above named company. | authorize the State of Illinois Office of the
Comptroller to direct payments for crediting in my account at the financial institution designated on this form and to initiate,
if necessary, reversal or recall entries for any credit entries.in error. If a direct deposit payment cannot be made, | understand
that payment will be mailed to the payee address that appears on the payment voucher. This authorization is applicable to all
Commercial payments issued by the Comptroller tothe payee’s Taxpayer Identification Number, except where authorized by
the payee for other State programs.

7)

Name of Authorizing Person (Please Print) Signature of Authorizing Person* Date

*For account changes, signature must match what is currently on file. If there is a new signer, documentation must be attached explaining why.

It is recommended that you contact your financial institution to verify the transit routing number. If you need remittance information, you
should also notify your institution that State payments will be transmitted in the Corporate Credit or Debit with Addenda (CCD+) or
Corporate Trade Exchange (CTX) format with multiple addenda records.

Please attach a voided check (starter checks not accepted) or an account verification letter from your financial institution, signed
by an authorized official, that matches 8) and 9) of this form. If the form is being used to change account information previously
on file, you must also complete 12) and 13) of this form.

) D A A S S S S S S S ) N S S S S S S S SN SR S S S S S S

Nine-Digit Routing Transit Number Payee Account Number DO NOT INCLUDE CHECK NUMBER
10) You must select one of the following options: [ Direct deposit to my CHECKING account.
[ Direct deposit to my SAVINGS account.
11) C /1y 1 g d-_J_ 1 1 7
Name of Financial Institution Financial Institution Telephone Number

FOR ACCOUNT CHANGES ONLY:
12/ / / /4 Sy

Previous Routing Transit Number Previous Payee Account Number

SCO-400 9/2019, 2,000 Printed by the Authority of State of llinois



Exhibit 20.20.20-A
July 1, 2020
(21-001)

IMPORTANT: Illinois Direct Deposit currently limits vendors to one bank account per Vendor Number (SSN/FEIN). Before
enrolling, be sure that you are authorized to direct all State of Illinois payments issued under your Vendor Number into one account.
If you are uncertain, you may review your payment history on the Vendor Payments section of the Comptroller’s website at
www.illinoiscomptroller.gov or call the Comptroller’s Office at 217/557-0930 for assistance. Direct Deposit will remain active for a
period of up to 24 months after last payment.

To reduce the risk of errors, please type or print (in ink) the information requested on the form.

1. Enter payee’s Taxpayer ldentification Number. Check the appropriate type: Social Security Number, Federal
Employee Identification Number, or Governmental Unit Code assigned by the Comptroller.

2. Enter Individual Payee Last Name (or Company Name) and Individual Payee First Name as it appears on current
payments.

3. Enter payee’s Mailing Address (including applicable suite, apartment, or post office box number) and the
City, State, and Zip Code. This should be the address of the payee where mailings from the Comptroller would be
directed, if necessary, regarding the direct deposit program.

4. Enter payee’s daytime Telephone Number with Area Code.

5. Enter payee’s Email Address.
6. Check Yes or No.

7. After reading the Certification Statement, the Authorizing Person Prints his/her name, Signs where indicated (in ink),
and enters the Date the form is signed.

8. Enter the Routing Transit Number of the payee’s Financial Institution.

9. Enter the designated Payee Account Number. Attach a voided check or an account verification letter from your
Financial Institution signed by an authorized official.

10. Indicate with a check mark the type of account designated, either Checking or Savings.

11. Enter the name of the payee’s Financial Institution and the Financial Institution Telephone Number.

FOR ACCOUNT CHANGES ONLY:

12. Enter the Routing Transit Number where payments were being direct deposited prior to this requested change.
13. Enter the Payee Account Number where payments were being direct deposited prior to this requested change.

MEDICAID PAYEES who enroll for direct deposit will continue to receive their EOBs (Explanation of Benefits) through
the mail from the agency.

NON-MEDICAID PAYEES will only receive remittance information electronically IF entered by the paying agency on
the payment voucher. Payment information may also be viewed at www.illinoiscomptroller.gov.

Privacy Act Notice: You previously provided your Taxpayer Identification Number (TIN), i.e. your social security number or your employer
identification number, to the State of Illinois upon becoming a State of Illinois payee. Section 6109 of the Internal Revenue Code requires
you to give your TIN to persons, such as the State of Illinois, who must file information returns with the IRS to report interest, dividends,
and certain other income paid to you, the acquisition or abandonment or secured property, cancellation of debt, or contributions you made
to an IRA. The lllinois Office of the Comptroller, as administrator of the Illinois Direct Deposit program, requests verification of your TIN
on the Authorization for Direct Deposit of Payments. Your TIN verification enables proper payee identification and corresponding direction
of payments as specified on your completed Authorization for Direct Deposit of Payments. While not mandatory, failure to provide your
TIN on the Authorization precludes your participation in the Illinois Direct Deposit program.

Prompt Payment Notice: Payment of interest may be available if the State fails to comply with the State Prompt Payment Act (l1l. Rev. Stat.
1991, ch 127, par. 132.400 et seq.) (30 ILCS 540)

SCO-400 9/2019, Printed by the Authority of State of Illinois
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SYSTEM CYCLE AND TIMING

The overall payroll system can be segregated into three basic segments. employee
registration, voucher processing and distribution of warrants and payroll related data.

EMPLOY EE REGISTRATION

Employee registration includes procedures necessary to enroll new employeesin the State
payroll system and to change information pertaining to employees previously enrolled. Employees
should complete and sign a federal and state withholding form (See Exhibits 23.20.05-A and
23.20.05-B.), aswell as an Employee Address Certification form. (See Exhibit 23.20.15-A.) These
signed forms must be maintained by the employing agency. A copy of the Employee Address
Certification form should be submitted to the Comptroller’ s Office by agencies who do not submit
electronic payroll address files. Authorizations or revocations for voluntary payroll deductions
should not be sent to the Comptroller's Office and must be maintained by the vouchering agency.
The Comptroller’s Office does not need copies of employee W-4 forms and recommends the
| vouchering agency review the employee’ s social security card to verify it matches their compl eted

W-4 forms.

VOUCHER PROCESSING

Voucher processing includes procedures to prepare and submit payroll vouchers to the

| Comptroller's Office. Payroll vouchers reflecting gross pay for each employee must be submitted

by 9 am., four working days prior to the scheduled pay date. Agencies are required to supply a

file to support the voucher. A payroll voucher distribution schedule reflecting the accounting

distribution of gross expenditures and employer contributions to social security and retirement
systems paid through the payroll system must be submitted with every voucher.

A new Payroll File Layout was adopted July 1, 2001 (Exhibit 23.20.50). A new
abbreviated (reduced paper) version of the payroll voucher was also adopted. See Appendix F of
the Payroll File Layout (Exhibit 23.20.50).
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WARRANTSAND PAYROLL DATA DISTRIBUTION

Distribution includes proceduresto transmit payroll warrants and earnings statements from
the Comptroller's Office to the agency. Warrants and earnings statements are printed
alphabetically within distribution code sequence after abalanced and error-free voucher isreceived
from the agency and are released to agencies to be distributed to employees on the scheduled pay
date.

Direct deposits are credited to employees' accounts on the scheduled pay date provided a
balanced and error free voucher is submitted at least four working days prior to the scheduled pay
date.

In accordance with 15 ILCS 405/9.03, all State payments to an entity from a payroll or
retirement voluntary deduction must be made through direct deposit. Deduction listings should be
| retrieved from the Comptroller's website at https.//illinoiscomptroller.gov/vendors/. Processing
fees may be charged by the Comptroller's office for issuing hard-copy warrants and/or mailing
copies of deduction listings.

Payroll for employees under contract are to be processed through the salary payroll system.
Therefore, employee registration, voucher processing, warrants and payroll data distribution
follow the same procedures as the salary payroll.

Stipend payments are to be processed through the salary payroll system. Any agency
required to make these payments must contact the Comptroller’s Payroll Unit for detailed
instructions prior to processing. Address files must be submitted prior to processing payments for
stipends.



STATE OF ILLINOIS
OFFICE OF COMPTROLLER

SECTION PAYROLL PROCEDURE - PAGE NO.
23.10.30 1of 2
SUB-SECTION  SYSTEM OVERVIEW EFFECTIVE DATE
July 1, 2020
PROCEDURE SYSTEM CONTROLS REVISION NUMBER
21-001

SYSTEM CONTROLS

Payroll system controls are segregated among the vouchering agency, the Comptroller's

Office, the Department of Central Management Services, the State Treasurer, and externa

| auditors. Together these controls ensure that payroll warrants and direct deposit transactions have

been properly authorized, are accurate, and that all deductions from an employee's gross pay are
supported by source documents and conform to the State Salary and Annuity Withholding Act.

AGENCIES

Agencies are responsible for completing the payroll voucher each pay period and attesting
to the employee's rate of pay, gross earnings, deductions, net pay, and other required information
on the voucher and file. The initial control of each payroll is at the agency level. Agencies are
also responsible for distributing printed payroll warrants and earnings statements to their
employees.

Employees under contract do not qualify for inclusion in the State Employees' Retirement
System, the State Universities Retirement System, or the State Employees Group Insurance
Program. Employees under contract who work in certain State educational facilities may qualify
for membership in the Teachers Retirement System. Employers of members of the Teacher's
Retirement System are required to withhold contributions to the System. Contractual employees
will be in most cases, subject to the full 7.65%* FICA tax if they are not covered under a pension
plan that meets a specific defined contribution rule. The Internal Revenue Service has determined
that a contractual employee meets this minimum benefit rule if he or she contributes at least 7.5%
of hisor her State compensation to a pension plan.

*For calendar years 2011 and 2012 only, the employee’s contribution was 4.2% for FICA and
1.45% for Medicare. The Employer’s contribution remained at 6.2% for FICA and 1.45% for
Medicare. The employee's contribution returned to the standard 6.2% for FICA starting for the
calendar year 2013. However, starting in calendar year 2013, the Affordable Care Act raised the
employee’ s portion for the Medicare tax percentages to 2.35% for wage contributions that exceed
$200,000 in a calendar year. Wages less than $200,000 remain at 1.45%. See Payroll Bulletins
3-10 and 3-13.
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COMPTROLLER'S OFFICE

employee W-4 information provided on the payroll file, verification that each voucher/file cross

‘ The Comptroller's Office controls include the editing of each payroll voucher against the

foots and balances, and that there are sufficient funds in the State Treasury and/or unexpended

appropriation to meet the expenditures on the voucher. There are also various internal control
| procedures to ensure warrants are printed and distributed to agencies on a timely basis, direct

deposits are made on the scheduled pay date, and employee records are updated correctly.

DEPARTMENT OF CENTRAL MANAGEMENT SERVICES-BUREAU OF PERSONNEL

‘ The Bureau of Personnel controls include an automated post-audit of all employees who

are subject to the personnel code.
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DOCUMENT DESCRIPTION

The documents pertaining to the Payroll System are categorized as either source documents
or output documents. Source documents are segregated into three groups. Employee registration
forms, V oucher Processing Formsand Salary Refund Forms. A brief description of each document
follows.

SOURCE DOCUMENTS

l. Employee Reqistration Forms

The basic forms in the employee registration segment of the State payroll system are State
and Federal W-4 forms, Form IL-W-5NR, Employee Address Certification forms, direct
deposit authorization forms, and payroll deduction authorization forms.

| A. W-4 Forms (Exhibit 23.20.05-A and 23.20.05-B)
State and Federal withholding forms providethelegal authorization for withholding
taxes, and therefore must be completed by all employees and retained by the
agency. (See Procedure 23.20.05.)

B. Employee's Statement of Nonresidencein Illinois, (Exhibit 23.20.10-A)
An Employee's Statement of Nonresidence in Illinois (Form IL-W-5NR) must be
completed by employees claiming exemption from Illinoisincome tax withholding
because they are residents of states which have reciprocal withholding agreements
with Illinois. Reciprocal states are lowa, Kentucky, Michigan, and Wisconsin.
Agencies must have a copy of this form on file; it need not be filed with the
Comptroller's Office (See Procedure 23.20.10.)

C. Employee Address Certification Forms (Exhibit 23.20.15-A)
This form should be completed by employees upon hire, when transferring
employment to another agency, or when name or address changes occur. Thisform
provides the |OC with contact information needed for the distribution of warrants,
earning statements, and tax statements. The employing agency is required to
maintain the signed form. A copy of this form should be submitted to the IOC for
agencies that do not submit electronic payroll address files to our office.
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D. Authorization for Deposit of Recurring Payments (Exhibit 23.20.25-A)
Employees may authorize direct deposit of their salary payments by completing the
Authorization for Deposit of Recurring Payments. A new form must be completed
for changesin financial institutions or account number within afinancial institution.
(See Procedure 23.20.25.)

E. Deduction Authorization Form
This form which is distributed by the employing agency and/or vendor authorizes
the Comptroller to withhold monies from an employee's gross pay for a specific
purpose authorized by the employee (5 ILCS 365/5). Forms must be completed
and signed by the employee and maintained by the agency. These deduction
authorizations need not be filed with the Comptroller. (See Procedure 23.20.30.)

. Voucher Processing Forms

There are three major source input documents that are required from agencies each pay
period: the payroll voucher, the payroll voucher distribution schedule and the payroll
voucher input file.

A. Payroll Voucher (Exhibit 23.20.50, Appendix F)

Payroll vouchers provide the basis for paying each employee and therefore must be
submitted to the Comptroller's Office each pay period. Each voucher consists of
four parts: (1) Abbreviated detail page, (2) Trailer page(s), (3) Total page, and (4)
Certification page. For acontractual payroll, see Exhibit 23.20.50, Appendix | for
the Certification page. The detail page(s) list name and last four digits of the socia
security number for each employee, reflecting gross pay and other payroll-related
information. The trailer pages reflect the total amount to be paid to each vendor.
The total page is the summary for selected payroll fields. The certification page
must be signed by an authorized person(s) and match the signature cards on file.

B. Payroll Voucher Distribution Schedule (Exhibit 23.20.50, Appendix F)
A voucher distribution schedule must accompany all payroll vouchers and must
reconcile to the total charges on the payroll voucher. The purpose of the schedule
isto serve as a transmittal and control document, and to summarize al chargesto
appropriations made from the voucher. It therefore contains charges (if any) to
State paid FICA or Medicare, retirement appropriations, and Insurance
reimbursement in addition to personal services.
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C. Payroll Voucher File
Agencies must submit a file in conjunction with their payroll vouchers. The file
contains one detail record for each employee record on the payroll voucher and one
trailer record for each vendor warrant.

Sadlary Refund System

The salary refund system provides agencies with the capability to completely or partially
reverse the effect of payroll warrants that were issued in error. There are two magjor
segments of the system: (1) the salary reversal procedure providesthe capability to recover
money that has previously been paid to vendors and now must be recovered, and (2) the
salary refund form processing procedure which provides the vehicle for redepositing the
money recovered into the State Treasury, crediting the appropriation from which it was
paid and correcting the employee's year-to-date earnings and tax records. All saary
reversals must have Comptroller’s prior authorization.

A. Salary Reversal Procedure
This procedure allows agenciesto recover erroneous salary payment deductionsvia
the payroll system, as opposed to requesting cash refunds directly from the vendor.
Reversed amounts must match amounts entered on the Salary Refund Form.
However, agencies may obtain the refund directly from the vendor in some
instances. The money recovered is then submitted to the Comptroller's Office with
the Salary Refund Form. See Payroll Bulletin 2-13 for additional information.

B. Salary Refund Form (Exhibit 23.20.65-A)
The salary refund form is atransmittal document for depositing money in the State
Treasury, crediting the appropriation accounts and adjusting the employee's
earnings. The form must be accompanied by state warrant(s) or Treasury draft(s)
for the amount to be redeposited. Due to timing issues, agencies must have any
Treasury draft(s) prior to processing the reversal.

C. Salary Refund File Records
The voucher input file submitted by agencies must contain a file record that
corresponds to each entry on the voucher.
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V. Other Documents

A. Authorization to Pick-Up Salary Warrants (Exhibit 23.20.70-A)
The authorization is used by State or Courier employees to provide specimen
signatures to the Comptroller for person(s) authorized to pick up salary warrants
from the Office of the Comptroller.

OUTPUT DOCUMENTS

l. Payroll Warrant and Stub (Exhibit 23.30.10-A)

Exhibit 23.30.10-A shows the warrant and warrant stub used for al payroll warrants.
Warrants will be picked up or mailed to the agencies for distribution to the employees.

Il. Agency Return File

Agency Return fileswill be provided to agencies upon request. Hard copy reportswill not
be provided.

[l. Wage and Tax Statement - Form W-2 (Exhibit 23.30.50-A)

W-2's are printed annually and reflect all payments made from State funds.
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STATEMENT OF GENERAL POLICY

The State of Illinois Payroll System generates payroll warrants or direct deposit
transactions for al employees, paid from funds held in the State Treasury or for which the State
Treasurer is ex-officio custodian. Payments cannot be made from private funds, i.e., funds held
outside the State Treasury. All warrants or direct deposits must be supported by a payroll
voucher/file approved by authorized agency personnel.

Payroll vouchers may contain multiple personal services appropriations but each detail
record can only be charged to one appropriation account code.

Payroll warrants or direct deposits will not be generated for vouchers drawn on insufficient
funds, vouchers which are unbalanced, or vouchers which contain errors that cannot be reconciled
with the agency.

Federal/ and State W-4 forms, Employee Address Certification forms, and voluntary
payroll deduction authorization forms, must be signed by the employee. These original, signed
forms must be maintained by the employing agency. A copy of the Employee Address
Certification form must be sent to the Comptroller’ s Officeif the agency does not submit electronic
payroll address files to our office.

The Comptroller's Office maintains a master file of all employees paid from State funds
and will respond to all requests for information on atimely basis.
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FEDERAL AND STATE W-4 FORMS (Exhibits 23.20.05-A and 23.20.05-B)

PURPOSE

Each employee must complete a Federal and State W-4 form (Comptroller forms C-25).
The C-25 forms can be found on the Comptroller’'s website at
http://illinoi scomptroller.gov/agencies/accounting-forms/. Worksheets for completion of the W-4
forms are included. The information entered on these forms is used to calculate the amount of
federal and state withholding taxes as certified on the payroll voucher for each employee.

The IRS provides additional assistance for employees completing the Federal W-4 form at
https.//www.irs.gov/individual s/'tax-withhol ding-estimator. Employing agencies may also obtain
assistance  with  calculating  withholding for the Federa W-4 form a
https://www.irs.gov/bus nesses/small-busi nesses-sel f-empl oyed/income-tax-withhol ding-
assistant-for-employers.

REQUIREMENTS

Effective January 1, 1982, all State agencies must have on file a properly completed
Federal and State W-4 form for all active employees. If an employee refuses to complete a W-4
form or refuses to correct an invalid W-4 form, then use the following guidelines. An employee
who was first paid wages prior to 2020 should be treated as single and claiming zero allowances
ona2019 or older W-4 form. An employeewho isfirst paid wagesin 2020, including an employee
who previously worked for you and was rehired in 2020, should be treated asif the employee had
checked the box for Single or Married Filing Separately in Step 1(c) and made no entries in Step
2, Step 3, or Step 4 of the 2020 W-4 form.

State agencies must maintain the last effective W-4 forms for terminated employees for a
period of 4 1/2 years or as long as wages are owed. Any employee returning from a leave of
absence of six months or longer is required to complete a new Federal and State W-4 form. The
W-4 forms should be completed and signed by each employee. The original, signed form must be
retained by the employing agency.




STATE OF ILLINOIS
OFFICE OF COMPTROLLER

SECTION PAYROLL PROCEDURE - PAGE NO.
23.20.05 2 of 2
SUB-SECTION  INPUT DOCUMENT PROCEDURES EFFECTIVE DATE
July 1, 2020
PROCEDURE FEDERAL AND STATE W-4 FORMS REVISION NUMBER
21-001

EXEMPTION FROM INCOME TAX WITHHOLDING FOR ELIGIBLE PERSONS

An employee may claim exemption from income tax withholding if he or she did not have income
tax liability in the prior year and expects the same in the current year. However, the wages may
still be subject to social security and Medicare taxes. In most cases, an employee may claim
exemption from state income tax only if he can claim exemption from federal income tax. To
continue claiming exemption from withholding an employee must complete a new W-4 form each
year by February 15%. If the employee doesn't complete anew W-4 form by February 15" agencies
should begin withholding as if the employee had checked the box for Single or Married filing
separately in Step 1(c) and made no entriesin Step 2, Step 3, or Step 4 of the 2020 W-4 form.

WITHHOLDING ON NONRESIDENT ALIENS

Employers should refer to the following IRS publications for withholding instructions for
nonresident aliens, IRS Publication 515 Withholding of Tax on Nonresident Aliens and Foreign
Entities at https.//www.irs.gov/publications/p515, IRS Publication 519 U.S. Tax Guide for Aliens
at https.//www.irs.gov/pub519, and Notice 1392 Supplemental Form W-4 Instructions for
Nonresident Aliensat https://www.irs.gov/pub/irs-pdf/n1392.pdf.
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Employee’s Withholding Certificate OMB No. 1545-0074

» Complete Form W-4 so that your employer can withhold the correct federal income tax from your pay.
» Give Form W-4 to your employer. 2 @20
» Your withholding is subject to review by the IRS.

Step 1: (a) First name and middle initial Last name (b) Social security number
Enter

Address » Does your name match the
Personal name on your social security
Information card? If not, to ensure you get

City or town, state, and ZIP code credit for your earnings, contact

SSA at 800-772-1213 or go to
WWW.ssa.gov.

(c)

|:| Single or Married filing separately
|:| Married filing jointly (or Qualifying widow(er))
|:| Head of household (Check only if you’re unmarried and pay more than half the costs of keeping up a home for yourself and a qualifying individual.)

Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step, who can
claim exemption from withholding, when to use the online estimator, and privacy.

Step 2:

Multiple Jobs
or Spouse
Works

Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse
also works. The correct amount of withholding depends on income earned from all of these jobs.

Do only one of the following.
(a) Use the estimator at www.irs.gov/W4App for most accurate withholding for this step (and Steps 3-4); or

(b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below for roughly accurate withholding; or

(c) If there are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This option
is accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld . . . . . » []

TIP: To be accurate, submit a 2020 Form W-4 for all other jobs. If you (or your spouse) have self-employment
income, including as an independent contractor, use the estimator.

Complete Steps 3-4(b) on Form W-4 for only ONE of these jobs. Leave those steps blank for the other jobs. (Your withholding will
be most accurate if you complete Steps 3-4(b) on the Form W-4 for the highest paying job.)

Step 3: If your income will be $200,000 or less ($400,000 or less if married filing jointly):
Claim . o .
Dependents Multiply the number of qualifying children under age 17 by $2,000 » $
Multiply the number of other dependents by $500 . . . . » §
Add the amounts above and enter the totalhere . . . . . . . . . . . . . 3 ($
Step 4 (a) Other income (not from jobs). If you want tax withheld for other income you expect
(optional): this year that won’t have withholding, enter the amount of other income here. This may
include interest, dividends, and retirementincome . . . . . . . . . . . . |4@)|$
Other
Adjustments
(b) Deductions. If you expect to claim deductions other than the standard deduction
and want to reduce your withholding, use the Deductions Worksheet on page 3 and
entertheresulthere . . . . . . . . . . . . . . . . . . . .. |40)|%
(c) Extra withholding. Enter any additional tax you want withheld each pay period . |4(c)|$
Step 5: Under penalties of perjury, | declare that this certificate, to the best of my knowledge and belief, is true, correct, and complete.
Sign
Here } }
Employee’s signature (This form is not valid unless you sign it.) Date
Employers Employer’s name and address First date of Employer identification
Only employment number (EIN)

For Privacy Act and Paperwork Reduction Act Notice, see page 3. Cat. No. 10220Q Form W-4 (2020)
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General Instructions

Future Developments

For the latest information about developments related to
Form W-4, such as legislation enacted after it was published,
go to www.irs.gov/FormW4.

Purpose of Form

Complete Form W-4 so that your employer can withhold the
correct federal income tax from your pay. If too little is
withheld, you will generally owe tax when you file your tax
return and may owe a penalty. If too much is withheld, you will
generally be due a refund. Complete a new Form W-4 when
changes to your personal or financial situation would change
the entries on the form. For more information on withholding
and when you must furnish a new Form W-4, see Pub. 505.

Exemption from withholding. You may claim exemption from
withholding for 2020 if you meet both of the following
conditions: you had no federal income tax liability in 2019 and
you expect to have no federal income tax liability in 2020. You
had no federal income tax liability in 2019 if (1) your total tax on
line 16 on your 2019 Form 1040 or 1040-SR is zero (or less
than the sum of lines 18a, 18b, and 18c), or (2) you were not
required to file a return because your income was below the
filing threshold for your correct filing status. If you claim
exemption, you will have no income tax withheld from your
paycheck and may owe taxes and penalties when you file your
2020 tax return. To claim exemption from withholding, certify
that you meet both of the conditions above by writing “Exempt”
on Form W-4 in the space below Step 4(c). Then, complete
Steps 1(a), 1(b), and 5. Do not complete any other steps. You
will need to submit a new Form W-4 by February 16, 2021.

Your privacy. If you prefer to limit information provided in
Steps 2 through 4, use the online estimator, which will also
increase accuracy.

As an alternative to the estimator: if you have concerns
with Step 2(c), you may choose Step 2(b); if you have
concerns with Step 4(a), you may enter an additional amount
you want withheld per pay period in Step 4(c). If this is the
only job in your household, you may instead check the box
in Step 2(c), which will increase your withholding and
significantly reduce your paycheck (often by thousands of
dollars over the year).

When to use the estimator. Consider using the estimator at
www.irs.gov/W4App if you:

1. Expect to work only part of the year;

2. Have dividend or capital gain income, or are subject to
additional taxes, such as the additional Medicare tax;

3. Have self-employment income (see below); or

4. Prefer the most accurate withholding for multiple job
situations.

Self-employment. Generally, you will owe both income and
self-employment taxes on any self-employment income you
receive separate from the wages you receive as an
employee. If you want to pay these taxes through
withholding from your wages, use the estimator at
www.irs.gov/W4App to figure the amount to have withheld.

Nonresident alien. If you’re a nonresident alien, see Notice
1392, Supplemental Form W-4 Instructions for Nonresident
Aliens, before completing this form.

Specific Instructions

Step 1(c). Check your anticipated filing status. This will
determine the standard deduction and tax rates used to
compute your withholding.

Step 2. Use this step if you (1) have more than one job at the
same time, or (2) are married filing jointly and you and your
spouse both work.

Option (a) most accurately calculates the additional tax
you need to have withheld, while option (b) does so with a
little less accuracy.

If you (and your spouse) have a total of only two jobs, you
may instead check the box in option (c). The box must also be
checked on the Form W-4 for the other job. If the box is
checked, the standard deduction and tax brackets will be cut
in half for each job to calculate withholding. This option is
roughly accurate for jobs with similar pay; otherwise, more tax
than necessary may be withheld, and this extra amount will be
larger the greater the difference in pay is between the two jobs.

g Multiple jobs. Complete Steps 3 through 4(b) on only
one Form W-4. Withholding will be most accurate if
you do this on the Form W-4 for the highest paying job.

Step 3. Step 3 of Form W-4 provides instructions for
determining the amount of the child tax credit and the credit
for other dependents that you may be able to claim when
you file your tax return. To qualify for the child tax credit, the
child must be under age 17 as of December 31, must be
your dependent who generally lives with you for more than
half the year, and must have the required social security
number. You may be able to claim a credit for other
dependents for whom a child tax credit can’t be claimed,
such as an older child or a qualifying relative. For additional
eligibility requirements for these credits, see Pub. 972, Child
Tax Credit and Credit for Other Dependents. You can also
include other tax credits in this step, such as education tax
credits and the foreign tax credit. To do so, add an estimate
of the amount for the year to your credits for dependents
and enter the total amount in Step 3. Including these credits
will increase your paycheck and reduce the amount of any
refund you may receive when you file your tax return.

Step 4 (optional).

Step 4(a). Enter in this step the total of your other
estimated income for the year, if any. You shouldn’t include
income from any jobs or self-employment. If you complete
Step 4(a), you likely won’t have to make estimated tax
payments for that income. If you prefer to pay estimated tax
rather than having tax on other income withheld from your
paycheck, see Form 1040-ES, Estimated Tax for Individuals.

Step 4(b). Enter in this step the amount from the Deductions
Worksheet, line 5, if you expect to claim deductions other than
the basic standard deduction on your 2020 tax return and
want to reduce your withholding to account for these
deductions. This includes both itemized deductions and other
deductions such as for student loan interest and IRAs.

Step 4(c). Enter in this step any additional tax you want
withheld from your pay each pay period, including any
amounts from the Multiple Jobs Worksheet, line 4. Entering an
amount here will reduce your paycheck and will either increase
your refund or reduce any amount of tax that you owe.

CAUTION
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Step 2(b)—Multiple Jobs Worksheet (Keep for your records.)

If you choose the option in Step 2(b) on Form W-4, complete this worksheet (which calculates the total extra tax for all jobs) on only ONE
Form W-4. Withholding will be most accurate if you complete the worksheet and enter the result on the Form W-4 for the highest paying job.

Note: If more than one job has annual wages of more than $120,000 or there are more than three jobs, see Pub. 505 for additional
tables; or, you can use the online withholding estimator at www.irs.gov/W4App.

1

Two jobs. If you have two jobs or you’re married filing jointly and you and your spouse each have one
job, find the amount from the appropriate table on page 4. Using the “Higher Paying Job” row and the
“Lower Paying Job” column, find the value at the intersection of the two household salaries and enter
that value on line 1. Then, skip to line 3 .

Three jobs. If you and/or your spouse have three jobs at the same time, complete lines 2a, 2b, and

2c below. Otherwise, skip to line 3.

a Find the amount from the appropriate table on page 4 using the annual wages from the highest
paying job in the “Higher Paying Job” row and the annual wages for your next highest paying job
in the “Lower Paying Job” column. Find the value at the intersection of the two household salaries

and enter that value on line 2a .

2a $

b Add the annual wages of the two highest paying jobs from line 2a together and use the total as the
wages in the “Higher Paying Job” row and use the annual wages for your third job in the “Lower
Paying Job” column to find the amount from the appropriate table on page 4 and enter this amount

on line 2b

2b $

¢ Add the amounts from lines 2a and 2b and enter the result online2c . . . . . . . . . . 2c $

Enter the number of pay periods per year for the highest paying job. For example, if that JOb pays
weekly, enter 52; if it pays every other week, enter 26; if it pays monthly, enter 12, etc.

Divide the annual amount on line 1 or line 2c by the number of pay periods on line 3. Enter this
amount here and in Step 4(c) of Form W-4 for the hlghest paying jOb (along with any other additional
amount you want withheld) .

Step 4(b)—Deductions Worksheet (Keep for your records.)

Enter an estimate of your 2020 itemized deductions (from Schedule A (Form 1040 or 1040-SR)). Such
deductions may include qualifying home mortgage interest, charitable contributions, state and local
taxes (up to $10,000), and medical expenses in excess of 7.5% of your income

¢ $24,800 if you’re married filing jointly or qualifying widow(er)

2 Enter: ¢ $18,650 if you’re head of household

¢ $12,400 if you’re single or married filing separately

3 Ifline 1 is greater than line 2, subtract line 2 from line 1. If line 2 is greater than line 1, enter “-0-” . . 3 $

4 Enter an estimate of your student loan interest, deductible IRA contributions, and certain other
adjustments (from Part Il of Schedule 1 (Form 1040 or 1040-SR)). See Pub. 505 for more information 4 $

5 Add lines 3 and 4. Enter the result here and in Step 4(b) of FormW-4 . . . . . . . . . . . 5 $

Privacy Act and Paperwork Reduction Act Notice. We ask for the information
on this form to carry out the Internal Revenue laws of the United States. Internal
Revenue Code sections 3402(f)(2) and 6109 and their regulations require you to
provide this information; your employer uses it to determine your federal income
tax withholding. Failure to provide a properly completed form will result in your
being treated as a single person with no other entries on the form; providing
fraudulent information may subject you to penalties. Routine uses of this
information include giving it to the Department of Justice for civil and criminal
litigation; to cities, states, the District of Columbia, and U.S. commonwealths and
possessions for use in administering their tax laws; and to the Department of
Health and Human Services for use in the National Directory of New Hires. We
may also disclose this information to other countries under a tax treaty, to federal
and state agencies to enforce federal nontax criminal laws, or to federal law
enforcement and intelligence agencies to combat terrorism.

You are not required to provide the information requested on a form that is
subject to the Paperwork Reduction Act unless the form displays a valid OMB
control number. Books or records relating to a form or its instructions must be
retained as long as their contents may become material in the administration of
any Internal Revenue law. Generally, tax returns and return information are
confidential, as required by Code section 6103.

The average time and expenses required to complete and file this form will vary
depending on individual circumstances. For estimated averages, see the
instructions for your income tax return.

If you have suggestions for making this form simpler, we would be happy to hear
from you. See the instructions for your income tax return.
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Married Filing Jointly or Qualifying Widow(er)
Higher Paying Job Lower Paying Job Annual Taxable Wage & Salary
Annual Taxable | $0- [$10,000 - [$20,000 - |$30,000 - |$40,000 - | $50,000 - | $60,000 - | $70,000 - | $80,000 - | $90,000 - {$100,000 -{$110,000 -
Wage & Salary | 9,999 | 19,999 | 29,999 | 39,999 | 49,999 | 59,999 | 69,999 | 79,999 | 89,999 | 99,999 | 109,999 | 120,000
$0- 9,999 $0 $220 $850 $900 | $1,020 | $1,020 | $1,020 | $1,020 | $1,020 | $1,210 | $1,870 | $1,870
$10,000 - 19,999 220 | 1,220 | 1,900 | 2,100 | 2,220 | 2220 | 2220 | 2220 | 2410 | 3410 | 4,070 | 4,070
$20,000 - 29,999 850 | 1,900 | 2,730 | 2,930 | 3,050 | 3,050 | 3,050 | 3240 | 4,240 | 5240 | 5900 | 5,900
$30,000 - 39,999 900 | 2100 | 2930 | 3130 | 3,250 | 3250 | 3,440 | 4440 | 5440 | 6440 | 7,100 | 7,100
$40,000- 49,999 1,020 | 2220 | 38,050 | 3250 | 3370 | 3570 | 4570 | 5570 | 6570 | 7,570 | 8220 | 8220
$50,000- 59,999 1,020 | 2220 | 38,050 | 3250 | 3570 | 4570 | 5570 | 6570 | 7,570 | 8570 | 9,220 | 9,220
$60,000- 69,999 1,020 | 2220 | 3050 | 3440 | 4570 | 5570 | 6570 | 7570 | 8570 | 9,570 | 10,220 | 10,220
$70,000- 79,999 1,020 | 2,220 | 3240 | 4440 | 5570 | 6570 | 7,570 | 8570 | 9,570 | 10,570 | 11,220 | 11,240
$80,000- 99,999 1,060 | 3,260 | 5090 | 6290 | 7,420 | 8420 | 9,420 | 10,420 | 11,420 | 12,420 | 13,260 | 13,460
$100,000 - 149,999| 1,870 | 4,070 | 5900 | 7,100 | 8220 | 9,320 | 10,520 | 11,720 | 12,920 | 14,120 | 14,980 | 15,180
$150,000 - 239,999 2,040 | 4,440 | 6,470 | 7,870 | 9,190 | 10,390 | 11,590 | 12,790 | 13,990 | 15,190 | 16,050 | 16,250
$240,000 - 259,999 2,040 | 4,440 | 6,470 | 7,870 | 9,190 | 10,390 | 11,590 | 12,790 | 13,990 | 15520 | 17,170 | 18,170
$260,000 - 279,999| 2,040 | 4,440 | 6470 | 7,870 | 9,190 | 10,390 | 11,590 | 13,120 | 15,120 | 17,120 | 18,770 | 19,770
$280,000 - 299,999 2,040 | 4,440 | 6470 | 7,870 | 9,190 | 10,720 | 12,720 | 14,720 | 16,720 | 18,720 | 20,370 | 21,370
$300,000 - 319,999| 2,040 | 4,440 | 6,470 | 8200 | 10,320 | 12,320 | 14,320 | 16,320 | 18,320 | 20,320 | 21,970 | 22,970
$320,000 - 364,999 2,720 | 5920 | 8,750 | 10,950 | 13,070 | 15,070 | 17,070 | 19,070 | 21,290 | 23,590 | 25,540 | 26,840
$365,000 - 524,999 2,970 | 6,470 | 9,600 | 12,100 | 14,530 | 16,830 | 19,130 | 21,430 | 23,730 | 26,030 | 27,980 | 29,280
$525,000 and over | 3,140 | 6,840 | 10,170 | 12,870 | 15,500 | 18,000 | 20,500 | 23,000 | 25,500 | 28,000 | 30,150 | 31,650
Single or Married Filing Separately
Higher Paying Job Lower Paying Job Annual Taxable Wage & Salary
Annual Taxable | $0- [$10,000 - |$20,000 - |$30,000 - |$40,000 - | $50,000 - | $60,000 - |$70,000 - | $80,000 - | $90,000 - |$100,000 - |$110,000
Wage & Salary | 9,999 | 19,999 | 29,999 | 39,999 | 49,999 | 59,999 | 69,999 | 79,999 | 89,999 | 99,999 | 109,999 | 120,000
$0- 9,999  $460 $940 | $1,020 | $1,020 | $1,470 | $1,870 | $1,870 | $1,870 | $1,870 | $2,040 | $2,040 | $2,040
$10,000 - 19,999 940 | 1,530 | 1,610 | 2,060 | 3,060 | 3,460 | 3,460 | 3460 | 3,640 | 3,830 | 3,830 | 3,830
$20,000- 29,999 1,020 | 1,610 | 2130 | 3,130 | 4,130 | 4,540 | 4540 | 4720 | 4920 | 5110 | 5110 | 5,110
$30,000- 39,999 1,020 | 2,060 | 3130 | 4,130 | 5130 | 5540 | 5720 | 5920 | 6120 | 6310 | 6310 ] 6310
$40,000- 59,999 1,870 | 3,460 | 4540 | 5540 | 6,690 | 7,290 | 7,490 | 7,690 | 7,890 | 8,080 | 8080 | 8,080
$60,000- 79,999 1,870 | 3,460 | 4,690 | 5890 | 7,090 | 7,690 | 7,890 | 8090 | 8290 | 8480 | 9,260 | 10,060
$80,000- 99,999 2,020 | 3810 | 5000 | 6290 | 7490 | 8090 | 8290 | 8490 | 9,470 | 10,460 | 11,260 | 12,060
$100,000 - 124,999| 2,040 | 3830 | 5110 | 6,310 | 7510 | 8430 | 9430 | 10,430 | 11,430 | 12,420 | 13,520 | 14,620
$125,000 - 149,999| 2,040 | 3,830 | 5110 | 7,030 | 9,030 | 10,430 | 11,430 | 12,580 | 13,880 | 15,170 | 16,270 | 17,370
$150,000 - 174,999 2,360 | 4,950 | 7,030 | 9,030 | 11,080 | 12,730 | 14,030 | 15,330 | 16,630 | 17,920 | 19,020 | 20,120
$175,000 - 199,999| 2,720 | 5310 | 7,540 | 9,840 | 12,140 | 13,840 | 15,140 | 16,440 | 17,740 | 19,030 | 20,130 | 21,230
$200,000 - 249,999 2,970 | 5860 | 8,240 | 10,540 | 12,840 | 14,540 | 15840 | 17,140 | 18,440 | 19,730 | 20,830 | 21,930
$250,000 - 399,999 2,970 | 5860 | 8240 | 10,540 | 12,840 | 14,540 | 15840 | 17,140 | 18,440 | 19,730 | 20,830 | 21,930
$400,000 - 449,999| 2,970 | 5860 | 8240 | 10,540 | 12,840 | 14,540 | 15,840 | 17,140 | 18,450 | 19,940 | 21,240 | 22,540
$450,000 and over | 3,140 | 6,230 | 8,810 | 11,310 | 13,810 | 15,710 | 17,210 | 18,710 | 20,210 | 21,700 | 23,000 | 24,300
Head of Household
Higher Paying Job Lower Paying Job Annual Taxable Wage & Salary
Annual Taxable | $0- [$10,000 - [$20,000 - |$30,000 - |$40,000 - | $50,000 - [ $60,000 - |$70,000 - | $80,000 - | $90,000 - |$100,000 - |$110,000
Wage & Salary | 9,999 | 19,999 | 29,999 | 39,999 | 49,999 | 59,999 | 69,999 | 79,999 | 89,999 | 99,999 | 109,999 | 120,000
$0- 9,999 $0 $830 $930 | $1,020 | $1,020 | $1,020 | $1,480 | $1,870 | $1,870 | $1,930 | $2,040 | $2,040
$10,000 - 19,999 830 | 1,920 | 2,130 | 2220 | 2,220 | 2,680 | 3680 | 4070 | 4,130 | 4,330 | 4,440 | 4,440
$20,000 - 29,999 930 | 2,130 | 2,350 | 2,430 | 2,900 | 3,900 | 4,900 | 5340 | 5540 | 5740 | 5850 | 5,850
$30,000- 39,999 1,020 | 2220 | 2430 | 2980 | 3980 | 4980 | 6040 | 6630 | 6830 | 7030 | 7,140 | 7,140
$40,000- 59,999 1,020 | 2,530 | 3,750 | 4,830 | 5860 | 7,060 | 8260 | 8850 | 9,050 | 9,250 | 9,360 | 9,360
$60,000- 79,999 1,870 | 4,070 | 5310 | 6,600 | 7,800 | 9,000 | 10,200 | 10,780 | 10,980 | 11,180 | 11,580 | 12,380
$80,000- 99,999 1,900 | 4,300 | 5710 | 7,000 | 8200 | 9400 | 10,600 | 11,180 | 11,670 | 12,670 | 13,580 | 14,380
$100,000 - 124,999 2,040 | 4,440 | 5850 | 7,140 | 8340 | 9,540 | 11,360 | 12,750 | 13,750 | 14,750 | 15,770 | 16,870
$125,000 - 149,999 2,040 | 4,440 | 5850 | 7,360 | 9,360 | 11,360 | 13,360 | 14,750 | 16,010 | 17,310 | 18,520 | 19,620
$150,000 - 174,999 2,040 | 5060 | 7,280 | 9,360 | 11,360 | 13,480 | 15,780 | 17,460 | 18,760 | 20,060 | 21,270 | 22,370
$175,000 - 199,999| 2,720 | 5920 | 8,130 | 10,480 | 12,780 | 15,080 | 17,380 | 19,070 | 20,370 | 21,670 | 22,880 | 23,980
$200,000 - 249,999 2,970 | 6,470 | 8,990 | 11,370 | 13,670 | 15,970 | 18,270 | 19,960 | 21,260 | 22,560 | 23,770 | 24,870
$250,000 - 349,999| 2,970 | 6,470 | 8990 | 11,370 | 13,670 | 15970 | 18,270 | 19,960 | 21,260 | 22,560 | 23,770 | 24,870
$350,000 - 449,999| 2,970 | 6,470 | 8,990 | 11,370 | 13,670 | 15,970 | 18,270 | 19,960 | 21,260 | 22,560 | 23,900 | 25,200
$450,000 and over | 3,140 | 6,840 | 9,560 | 12,140 | 14,640 | 17,140 | 19,640 | 21,530 | 23,030 | 24,530 | 25940 | 27,240
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Employee’s and other Payee’s Illinois Withholding
Allowance Certificate and Instructions

Note: These instructions are written for
employees to address withholding from wages.
However, this form can also be completed and
submitted to a payor if an agreement was made
to voluntarily withhold Illinois Income tax from
other (non-wage) lllinois income.

Who must complete Form IL-W-47?

If you are an employee, you must complete
this form so your employer can withhold

the correct amount of lllinois Income Tax
from your pay. The amount withheld from
your pay depends, in part, on the number of
allowances you claim on this form.

Even if you claimed exemption from
withholding on your federal Form W-4,

U.S. Employee’s Withholding Allowance
Certificate, because you do not expect

to owe any federal income tax, you may

be required to have lllinois Income Tax
withheld from your pay (see Publication
130, Who is Required to Withhold lllinois
Income Tax). If you are claiming exempt
status from lllinois withholding, you must
check the exempt status box on Form
IL-W-4 and sign and date the certificate. Do
not complete Lines 1 through 3.

If you are a resident of lowa, Kentucky,
Michigan, or Wisconsin, or a military spouse,
see Form W-5-NR, Employee’s Statement of
Nonresidence in lllinois, to determine if you
are exempt.

II@ If you do not file a completed Form
IL-W-4 with your employer, if you fail to

sign the form or to include all necessary
information, or if you alter the form, your
employer must withhold Illinois Income Tax
on the entire amount of your compensation,
without allowing any exemptions.

When must | submit this form?

You should complete this form and give it

to your employer on or before the date you
start work. You must submit Form IL-W-4
when lllinois Income Tax is required to be
withheld from compensation that you receive
as an employee. You may file a new Form
IL-W-4 any time your withholding allowances
increase. If the number of your claimed
allowances decreases, you must file a new
Form IL-W-4 within 10 days. However, the
death of a spouse or a dependent does not
affect your withholding allowances until the
next tax year.

When does my Form IL-W-4
take effect?

If you do not already have a Form IL-W-4
on file with your employer, this form

will be effective for the first payment of
compensation made to you after this form

IL-W-4 (R-08/17)

is filed. If you already have a Form IL-W-4
on file with this employer, your employer
may allow any change you file on this form
to become effective immediately, but is not
required by law to change your withholding
until the first payment of compensation is
made to you after the first day of the next
calendar quarter (that is, January 1, April 1,
July 1, or October 1) that falls at least 30
days after the date you file the change with
your employer.

Example: If you have a baby and file a
new Form IL-W-4 with your employer to
claim an additional allowance for the baby,
your employer may immediately change

the withholding for all future payments of
compensation. However, if you file the new
form on September 1, your employer does
not have to change your withholding until the
first payment of compensation is made to
you after October 1. If you file the new form
on September 2, your employer does not
have to change your withholding until the first
payment of compensation made to you after
December 31.

How long is Form IL-W-4 valid?
Your Form IL-W-4 remains valid until a new
form you have submitted takes effect or until
your employer is required by the Department
to disregard it. Your employer is required to
disregard your Form IL-W-4 if
e you claim total exemption from lllinois
Income Tax withholding, but you have
not filed a federal Form W-4 claiming
total exemption, or

» the Internal Revenue Service (IRS) has
instructed your employer to disregard
your federal Form W-4.

What is an “exemption”?

An “exemption” is a dollar amount on which
you do not have to pay lllinois Income Tax
that you may claim on your lllinois Income
tax return.

What is an “allowance”?

The dollar amount that is exempt from

lllinois Income Tax is based on the number
of allowances you claim on this form. As

an employee, you receive one allowance
unless you are claimed as a dependent

on another person’s tax return (e.g., your
parents claim you as a dependent on their
tax return). If you are married, you may claim
additional allowances for your spouse and
any dependents that you are entitled to claim
for federal income tax purposes. You also will
receive additional allowances if you or your
spouse are age 65 or older, or if you or your
spouse are legally blind.

Note: For tax years beginning on or after
January 1, 2017, the personal exemption
allowance, and additional allowances if you
or your spouse are age 65 or older, or if

you or your spouse are legally blind, may
not be claimed on your Form IL-1040 if
your adjusted gross income for the taxable
year exceeds $500,000 for returns with a
federal filing status of married filing jointly,
or $250,000 for all other returns. You may
complete a new Form IL-W-4 to update your
exemption amounts and increase your lllinois
withholding.

How do | figure the correct
number of allowances?

Complete the worksheet on the back of
this page to figure the correct number

of allowances you are entitled to claim.
Give your completed Form IL-W-4 to your
employer. Keep the worksheet for your
records.

II@ If you have more than one job or your
spouse works, your withholding usually will
be more accurate if you claim all of your
allowances on the Form IL-W-4 for the
highest-paying job and claim zero on all of
your other IL-W-4 forms.

How do | avoid underpaying my
tax and owing a penalty?

You can avoid underpayment by reducing the
number of allowances or requesting that your
employer withhold an additional amount from
your pay. Even if your withholding covers

the tax you owe on your wages, if you have
non-wage income that is taxable, such as
interest on a bank account or dividends on
an investment, you may have additional tax
liability. If you owe more than $500 tax at the
end of the year, you may owe a late-payment
penalty or will be required to make estimated
tax payments. For additional information

on penalties see Publication 103, Uniform
Penalties and Interest. Visit our website at
tax.illinois.gov to obtain a copy.

Where do | get help?

< Visit our website at tax.illinois.gov

e Call our Taxpayer Assistance Division
at 1 800 732-8866 or 217 782-3336

e Call our TDD (telecommunications
device for the deaf) at 1 800 544-5304

¢ Write to
ILLINOIS DEPARTMENT OF REVENUE
PO BOX 19044
SPRINGFIELD IL 62794-9044



|Use your mouse or Tab key to move through the fields. Use your mouse or space bar to enable check boxes.

) ) - - L.Z0.0S—B
llinois Withholding Allowance Worksheet Ay 1. 2000 (21000
General Information

Use this worksheet as a guide to figure your total withholding If you have more than one job or your spouse works, your withholding
allowances you may enter on your Form IL-W-4. usually will be more accurate if you claim all of your allowances on the
Complete Step 1. Form IL-W-4 for the highest-paying job and claim zero on all of your
Complete Step 2 if other IL-W-4 forms.

« you (or your spouse) are age 65 or older or legally blind, or You may reduce the number of allowances or request that your

employer withhold an additional amount from your pay, which may help

« you wrote an amount on Line 4 of the Deductions and avoid having too little tax withheld.

Adjustments Worksheet for federal Form W-4.

Step 1: Figure your basic personal allowances (including allowances for dependents)

Check all that apply:

J No one else can claim me as a dependent.

O can claim my spouse as a dependent.
1 Enter the total number of boxes you checked. 1
2 Enter the number of dependents (other than you or your spouse) you will claim on your tax return.

3 Add Lines 1 and 2. Enter the result. This is the total number of basic personal allowances to which you are
entitled. You are not required to claim these allowances. The number of basic personal allowances that you
choose to claim will determine how much money is withheld from your pay. See Line 4 for more information. 3

4 Enter the total number of basic personal allowances you choose to claim on this line and Line 1 of
Form IL-W-4 below. This number may not exceed the amount on Line 3 above, however you can claim as
few as zero. Entering lower numbers here will result in more money being withheld(deducted) from your pay. 4

Step 2: Figure your additional allowances
Check all that apply:

1 am 65 or older. O 1 am legally blind.

J My spouse is 65 or older. O My spouse is legally blind.
5 Enter the total number of boxes you checked. 5
6 Enter any amount that you reported on Line 4 of the Deductions and Adjustments Worksheet

for federal Form W-4 plus any additional lllinois subtractions or deductions. 6
7 Divide Line 6 by 1,000. Round to the nearest whole number. Enter the result on Line 7. 7

8 Add Lines 5 and 7. Enter the result. This is the total number of additional allowances to which
you are entitled. You are not required to claim these allowances. The number of additional allowances
that you choose to claim will determine how much money is withheld from your pay. 8
9 Enter the total number of additional allowances you elect to claim on Line 2 of Form IL-W-4, below. This
number may not exceed the amount on Line 8 above, however you can claim as few as zero. Entering lower
numbers here will result in more money being withheld(deducted) from your pay. 9
IMPORTANT: If you want to have additional amounts withheld from your pay, you may enter a dollar amount on Line 3 of Form IL-W-4
below. This amount will be deducted from your pay in addition to the amounts that are withheld as a result of the allowances you have
claimed.

%( — —— =—— — — — — — Cut here and give the certificate to your employer. Keep the top portion for your records. =— — — — — — — — )@

Illinois Department of Revenue
@ IL-W-4 Employee’s lllinois Withholding Allowance Certificate

1 Enter the total number of basic allowances that you

Social Security number are claiming (Step 1, Line 4, of the worksheet). 1
2 Enter the total number of additional allowances that
Name you are claiming (Step 2, Line 9, of the worksheet). 2
3 Enter the additional amount you want withheld
Street address (deducted) from each pay. 3
| certify that | am entitled to the number of withholding allowances claimed on
City State ZIP this certificate.

Check the box if you are exempt from federal and Illinois .
Income Tax withholding and sign and date the certificate. |:| Your signature Date

Employer: Keep this certificate with your records. If you have referred the employee’s federal
certificate to the IRS and the IRS has notified you to disregard it, you may also be required to
disregard this certificate. Even if you are not required to refer the employee’s federal certificate to
the IRS, you still may be required to refer this certificate to the Illinois Department of Revenue for

insiection. See lllinois Income Tax Regulations 86 Ill. Adm. Code 100.7110.

This form is authorized under the lllinois Income Tax Act. Disclosure
of this information is required. Failure to provide information may
IL-W-4 (R-08/17) result in this form not being processed and may result in a penalty.
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NEW

EMPLOYEE ADDRESS CERTIFICATION (Exhibits 23.20.15-A and 23.20.15-B)

PURPOSE

Each employee must complete an Employee Address Certification form. This form
includes information the Comptroller’ s Office must have to ensure accurate distribution of payroll
warrants, earnings statements, and annual tax statements. In addition, this information assists our
officein validating personal identification information with the Social Security Administration for
tax reporting purposes.

REQUIREMENTS

Each new employee, employees that have transferred to a different State agency, or current
employee that needs to update their name or address information should complete Comptroller
Form C-26, Employee Address Certification (Exhibit 23.20.15-A). The C-26 form can be found at
https://illinoiscomptroller.gov/agencies/resource-library/accounting-forms/c-26-employee-
address-certification/. The C-26 form should be completed and signed by each employee. The
original, signed form must be retained by the employing agency. State agencies must maintain the
most recent C-26 form for terminated employees for a period of 4 1/2 years or as long as wages
are owed. Any employee returning from aleave of absence of six months or longer is required to
complete anew C-26 form.

DISTRIBUTION

Agencies may provide this information to the Comptroller’ s Office in one of two ways. Agencies
whose processor submits an electronic payroll address file on behalf of the agency does not need
to provide the Comptroller’s Office with a copy of the employees C-26 forms. Information
regarding the electronic payroll address file format can be found in Exhibit 23.20.15-B. Agencies
whose processor does not submit electronic payroll address files, must submit a copies of the
employees C-26 formsto the Comptroller’s Office.






Exhibit 23.20.15-A

July 1, 2020
(21-001)
Employee Address Certification
Agency Number [0 New Employee
[l Address Change
[0 Name Change Former Name
Social Security Number Date of Birth Voting County
- /
Last Name First Name Middle Initial
Voting Address City State Zip Code
Mailing Address (if different than above) City State Zip Code
Foreign State Providence Foreign Postal Code Country Code

By signing below, | hereby certify that the information contained on this form is true, correct and complete to the best of my knowledge.

Employee Signature

Date

/

/

Please submit a copy of this completed form to the State of lllinois Comptroller-Payroll Unit, 325 West Adams Street, Springfield, IL 62704

C-26 (1/2020) -







Exhibit 23.20.15-B
(NEW)

Payroll Address File

This document describes the file format to be used by State Agencies transmitting
payroll address information directly to the Comptroller.

I. FILE CHARACTERISTICS
The Payroll Address File records are 360 bytes in length. Numeric fields are unpacked.
The Payroll Address File consists of address information for an employee.

IIl. FILE ORDER
The file is in order of employee’s social security number.

[Il. ADDRESS FIELD CONVENTIONS/EXAMPLES
The following standards will be used for providing both mailing and voting address
information. Address information should come from the employee’s W-4 card.
PUNCTUATION SHOULD NOT BE USED IN ADDRESS FIELDS.

EXAMPLE 1 EXAMPLE 2

LOCATION LOCATION
ADDRESS 11TH FLOOR ADDRESS
DELIVERY DELIVERY
P 5160 YONGE ST P 123 N PARK AVE
cITy TORONTO cITy NEW YORK
STATE STATE NY
ZIPCODE ZIPCODE 10017
ZIPCODE ZIPCODE
EXTENSION EXTENSION 5518
FOREIGN FOREIGN
STATE/ ONTARIO STATE/
PROVINCE PROVINCE
FOREIGN FOREIGN
POSTAL CODE M2N 6L9 POSTAL CODE
COUNTRY CA COUNTRY
CODE CODE

IV. APPENDICES

A. Valid County Code Values

Office of Comptroller - PAYROLL 1 Revised: 11/21/2019



Payroll Address Layout APPENDIX A — Valid County Code Values

ADDRESS RECORD

BYTES
DATA ELEMENT FROM THRU LENGTH PICTURE COMMENTS
Social Security 1 9 9 9(9) Unique ID Number
Number assigned by the Social
Security Administration
Date of Birth 10 17 8 9(8) Date of birth of payee
(MMDDCCYY)
Paycode 18 22 5 9(5) Unique identifier for
payrolls assigned by
Comptroller upon
request
Filler 23 42 20 X(20) Value Spaces
Last Name 43 62 20 X(20) Payee’s last name
First Name 63 77 15 X(15) Payee’s first name
Middle Name 78 92 15 X(15) Payee’s middle name
Suffix 93 96 4 X(4) Payee’s suffix
The following information comes from the
employees W4 card. PUNCTUATION SHOULD NOT
BE USED IN THE FOLLOWING FIELDS
- Voting Location 97 118 22 X(22) See lll page 1
Address
Voting Delivery 119 140 22 X(22) See lll page 1
Address
Voting City 140 162 22 X(22) See lll page 1
Voting State 163 164 2 XX See lll page 1
Voting Zipcode 165 169 5 9(5) See lll page 1
Voting Zipcode 170 173 4 9(4) See lll page 1
Extension
Voting County 174 176 3 9(3) See Appendix A
Code
Mailing Location 177 198 22 X(22) See lll page 1
Address
Mailing Delivery 199 220 22 X(22) See lll page 1
Address
Mailing City 221 242 22 X(22) See lll page 1
Mailing State 243 244 2 XX See lll page 1
Mailing Zipcode 245 249 5 9(5) See lll page 1
Mailing Zipcode 250 253 4 9(4) See lll page 1
Extension
Foreign 254 276 23 X(23) See lll page 1
State/Province
Foreign Postal 277 291 15 X(15) See lll page 1
Code
\Country Code 292 293 2 X(2) See lll page 1

Office of Comptroller - PAYROLL 2 Revised: 11/21/2019



Payroll Address Layout APPENDIX A — Valid County Code Values

ADDRESS RECORD

BYTES
DATA ELEMENT FROM THRU LENGTH PICTURE COMMENTS
Filler 294 360 67 X(67) Value Spaces;

Comptroller
authorization required

prior to usage

Office of Comptroller - PAYROLL 3 Revised: 11/21/2019



Payroll Address Layout APPENDIX A — Valid County Code Values

County Code
Valid Format

COUNTY CODE COUNTY CODE
Adams 001 Alexander 003
Bond 005 Boone 007
Brown 009 Bureau 011
Calhoun 013 Carroll 015
Cass 017 Champaign 019
Christian 021 Clark 023
Clay 025 Clinton 027
Coles 029 Cook 031
Crawford 033 Cumberland 035
DeKalb 037 DeWitt 039
Douglas 041 DuPage 043
Edgar 045 Edwards 047
Effingham 049 Fayette 051
Ford 053 Franklin 055
Fulton 057 Gallatin 059
Greene 061 Grundy 063
Hamilton 065 Hancock 067
Hardin 069 Henderson 071
Henry 073 Iroquois 075
Jackson 077 Jasper 079
Jefferson 081 Jersey 083
Jo Daviess 085 Johnson 087
Kane 089 Kankakee 091
Kendall 093 Knox 095
Lake 097 LaSalle 099
Lawrence 101 Lee 103
Livingston 105 Logan 107
McDonough 109 McHenry 111
McLean 113 Macon 115
Macoupin 117 Madison 119
Marion 121 Marshall 123
Mason 125 Massac 127
Menard 129 Mercer 131
Monroe 133 Montgomery 135
Morgan 137 Moultrie 139
Ogle 141 Peoria 143
Perry 145 Piatt 147
Pike 149 Pope 151
Pulaski 153 Putnam 155

Office of Comptroller - PAYROLL 4 Revised: 11/21/2019



Payroll Address Layout APPENDIX A — Valid County Code Values

County Code
Valid Format

COUNTY CODE COUNTY CODE
Randolph 157 Richland 159
Rock Island 161 St Clair 163
Saline 165 Sangamon 167
Schuyler 169 Scott 171
Shelby 173 Stark 175
Stephenson 177 Tazewell 179
Union 181 Vermilion 183
Wabash 185 Warren 187
Washington 189 Wayne 191
White 193 Whiteside 195
Will 197 Williamson 199
Winnebago 201 Woodford 203
Out of State 300 Out of Country 400

Office of Comptroller - PAYROLL 5 Revised: 11/21/2019






Exhibit 23.20.50
(21-001)

Payroll Voucher File

This document describes the file format to be used by State agencies transmitting
payroll voucher information directly to the Comptroller. The agency return file uses
same record formats.

FILE CHARACTERISTICS

The Payroll Voucher File records are 1170 bytes in length. Numeric fields are
unpacked. Whenever possible, FTP or submit an 18-track standard label cartridge
with a blocking factor of 10. The Payroll Voucher File consists of two types of
records. These are:

A. Detail Record
Payment information for employees on the payroll.

B. Trailer Records
Accumulated deduction amounts for each specific deduction on the payroll.

. FILE ORDER

The file order is paycode, voucher number, then account code.

Office of Comptroller - PAYROLL 1 Revised: 04/21/2020



Payroll Voucher File

[Il. NAME FIELD CONVENTIONS/EXAMPLES
The following standards will be used for providing name information. Letters (A-Z),
numbers (0-9), spaces ( ), hyphens (-), periods (.), and apostrophes (‘) are allowed
in name fields. Do not use any other character or symbol.

EXAMPLE 1 ‘ EXAMPLE 2

FIRST NAME GARY FIRST NAME SHAUN
MIDDLE NAME ALLEN MIDDLE NAME
LAST NAME PERKINS LAST NAME ONEILL-SMITH
SUFFIX JR SUFFIX 1l

IV.ADDRESS FIELD CONVENTIONS/EXAMPLES
The following standards will be used for providing address information. Agency
Return file address information is obtained from the W-4 information on file in the
IOC Payroll system.

EXAMPLE 1 EXAMPLE 2

LOCATION LOCATION
ADDRESS 11TH FLOOR ADDRESS
DELIVERY DELIVERY
B v ey 5160 YONGE ST P 123 N PARK AVE
cITY TORONTO cITy NEW YORK
STATE STATE NY
ZIPCODE ZIPCODE 10017
ZIPCODE ZIPCODE
EXTENSION EXTENSION 5518
FOREIGN FOREIGN
STATE/ ONTARIO STATE/
PROVINCE PROVINCE
FOREIGN FOREIGN
POSTAL CODE M2N 6L9 POSTAL CODE
COUNTRY CA COUNTRY
CODE CODE

V. FURTHER INFORMATION

A. SAMS Manual
Refer to SAMS Manual Section 23.20.40 (Payroll Input Document
Procedures: Payroll Voucher) for specific details on payroll voucher field
requirements.
The SAMS Manual can be downloaded online at the lllinois Office of the
Comptroller's website (www.illinoiscomptroller.gov) under the Agencies tab.
Adobe Acrobat®© is required to view the files.

B. CMS Administered Programs
Need correct CMS division/group/unit that provides or that can direct where to
get such information.

Office of Comptroller - PAYROLL 2 Revised: 04/21/2020



Payroll Voucher File

C. Payroll Deduction Code Information
Contact your Payroll Officer.

VI.APPENDICES

A. Valid State Code Values
Valid Retirement Pickup Code and Retirement Code Values
Valid Eligibility Code Values

Valid Trailer Name 2 Format

m O O ©

Valid Trailer Name 3 Format

n

Hardcopy Payroll Voucher Example

. Valid Employee Status Codes

I o

Trailer Record Codes

Certification of Contractual Payroll Employee Payments

Office of Comptroller - PAYROLL 3 Revised: 04/21/2020



Payroll Voucher File

DETAIL RECORD

DATA BYTES
ELEMENT FROM THRU LENGTH PICTURE COMMENTS
Record Type 1 2 2 XX Value Spaces
Filler 3 7 5 X(5) Value Spaces
Paycode 8 12 5 9(5) Unique identifier for payrolls
assigned by Comptroller upon
request
Account Code Appropriation account code number
( from which expenditure is to be made
Filler 13 13 1 X Value Spaces; Comptroller
authorization required prior
to usage
Fund 14 16 3 9(3) Fund number
Agency 17 19 3 9(3) Agency number
Organization 20 21 2 99 Organization number
Filler 22 23 2 XX Value Spaces; Comptroller
authorization required prior
to usage
Object Code 24 27 4 9(4) Major object code
Sequence 28 29 2 99 Sequence number
Account Type 30 31 2 99 Appropriation account type
Filler 32 32 1 X Value Spaces; Comptroller
authorization required prior
to usage
Detail Object 33 36 4 9(4) Detail object code
Fiscal Year 37 38 2 99 Fiscal year to charge
g expenditure
ocial 39 47 9 9(9) Unique ID number assigned
Security by the Social Security
Number Administration
Payee Name 48 62 15 X(15) Payee's first name
First (See section Il page 2)
Payee Name 63 77 15 X(15) Payee's middle name
Middle (See section Il page 2)
Payee Name 78 97 20 X(20) Payee's last name
Last (See section Il page 2)
Payee Name 98 101 4 X(4) Payee's suffix
Suffix (See lll page 2)
Sex 102 102 1 X Sex of payee

Office of Comptroller - PAYROLL 4 Revised: 04/21/2020



Payroll Voucher File

DETAIL RECORD

DATA BYTES

ELEMENT FROM THRU LENGTH PICTURE COMMENTS
Valid Values
‘M’=Male
‘F'=Female

Date of Birth 103 110 8 9(8) Date of birth of payee
(MMDDCCYY)

Employee 111 111 1 X Code indicating a change in

Status Code the status of the employee
(See Appendix G)

Employee 112 119 8 9(8) Date of change in employee

Status Date status (MMDDCCYY)

Position 120 124 5 X(5) Code denoting position or job

Class title

Basis Time 125 125 1 X Code indicating the type of

Work time worked and the rate to
calculate the salary on

Time Work 126 129 4 X(4) Number of units of time
payment is to be made for

Rate 130 136 7 9(5)V99  Amount of money to be paid
for each unit of time

Base 137 143 7 9(5)V99  Amount to be paid for pay
period covered, excluding
overtime and lump sum
vacation

Over Time 144 150 7 S9(5)V99  Amount of money above base
pay due to employee for work
performed in addition to
normal working hours

Lump Sum 151 158 8 S9(6)V99  Paid when employee

Vacation terminates and has vacation
pay due

Gross 159 166 8 9(6)V99  Total amount earned before
deductions

Additional 167 167 1 X Value Spaces; Comptroller

Gross Code authorization reguired prior

to usage

Office of Comptroller - PAYROLL

Revised: 04/21/2020



Payroll Voucher File

DETAIL RECORD

compensation subject to
withholding that is included i

the Gross; Comptroller -
authorization required prior

Value Spaces; Comptroller
authorization required prior

compensation subject to
withholding that is included in
the Gross; Comptroller
authorization required prior

Indicates the filing status and
W-4 form on file for federal
tax withholding calculations.

“P1” = W-4 Prior to 2020,
“P2” = W-4 Prior to 2020,
“S1” = 2020 W-4, Standard
Withholding Rate, Single
“S2" = 2020 W-4, Standard
Withholding Rate, Married
“S3” = 2020 W-4, Standard
Withholding Rate, Head of
“X1" =2020 W-4, Step 2 Box
“X2" =2020 W-4, Step 2 Box

“X3” = 2020 W-4, Step 2 Box
Checked, Head of Household

DATA BYTES
ELEMENT FROM THRU LENGTH PICTURE COMMENTS
Additional 168 174 7 S9(5)V99  Value Zeroes; Other
Gross
Amount
to usage
Additional 175 175 1 X
Gross Code 2
to usage
Additional 176 182 7 S9(5)V99  Value Zeroes; Other
Gross 2
Amount
to usage
Tax Table 183 184 2 XX
Indicator
Valid Values
Single
Married
Household
Checked, Single
Checked, Married
Marital Status 185 185 1 9

Indicates if employee is
married or single. No longer
used for tax withholding

Office of Comptroller - PAYROLL

Revised: 04/21/2020



Payroll Voucher File

DATA BYTES

ELEMENT FROM THRU LENGTH

DETAIL RECORD

PICTURE

COMMENTS

Federal 186
Exemptions

Federal Tax 188

State Code 196

State Exempt 198

State Exempt 200
Line 2

State Tax 202

FICA Code 209

187

195

197

199

201

208

209

(o]

\'

XX

S9(6)V99

99

XX

XX

S9(5)V99

X

calculations.

Valid Values

‘1’ = Single

‘2’ = Married

Allowable exclusions used in
computing the amount of
Federal tax withheld.
Exemptions should only be
applied with 2019 or older W-
4 forms.

Valid Values

‘00’ through 99’

‘E’ = Exempt (either byte)
Amount of federal tax
withheld based on employee
W-4 form

State code;
See Appendix A

Allowable exclusions used in
computing the amount of
state tax withheld

Valid Values

‘00’ through 99’

‘E’ = Exempt (either byte)
Allowable exclusions for blind
and/or over 65 years of age
Valid Values

‘01’ through 99’

‘00’ = not eligible

Spaces = not eligible
Amount withheld from gross
for state income tax

Code to indicate if FICA is to
be withheld

Valid Values

‘A’ = Both OASDI & HI

‘B’ = Not subject to FICA

‘C’ = Hl tax only

‘F’ = OASDI paid; paying HI

Office of Comptroller - PAYROLL

Revised: 04/21/2020



Payroll Voucher File

DETAIL RECORD

Amount to be withheld for
Amount to be withheld for

Number of W-5 certificates in

Amount of advance earned

Amount that adjusts taxable
withholding. This field should
be utilized for employees that
completed a 2020 W-4 form
and entered amounts in Step
3 and/or Step 4/Line 4c. This
field should contain a total
from Step 3 and Step 4/Line
4c and should allow for a
positive and negative amount.
The field should be zero filled
for employees that have a
2019 or earlier W-4 form on
file or did not make entries in
Step 3 or Step 4/Line4c on
the 2020 W-4 form. (Please
note that entries made by an
employee in Step 3, Step
4/Line 4a, and Step 4/Line 4b
on a 2020 W-4 should be
divided by the number of pay
periods the employee has in a
year. Step 4/Line 4c is for
additional withholding per pay
period so it should not be
divided by the number of pay

DATA BYTES
ELEMENT FROM THRU LENGTH PICTURE COMMENTS
FICA Amount 210 215 6 S9(4)V99

OASDI
Medicare 216 221 6 S9(4)V99

Medicare
Earned 222 222 1 X
Income Credit effect
Code
Earned 223 227 5 S9(3)v99
Income Credit income credit
Amount
Tax 228 235 8 S9(6)V99
Withholding
Adjustment

periods.)
Filler 236 240 8 X(13)5)

Value Spaces; Comptroller
authorization required prior

Office of Comptroller - PAYROLL

Revised: 04/21/2020



Payroll Voucher File

DETAIL RECORD

DATA BYTES

ELEMENT FROM THRU LENGTH PICTURE COMMENTS
to usage

Union Status 241 241 X Valid Values

Code 1 — Union Deduct / Member
2 — Union Deduct / Non-Union
Member
3 — Union Deduct / More than
one union
Space — No Union Deduction

Group 242 247 S9(4)V99  Cost of Group Term

Insurance Insurance over $50,000,

Attributable incurred by employee subject

Income to Federal and State taxes,
Retirement and FICA

Other 248 254 S9(5)V99 Compensation received

Compensation subject to Federal and State

Subject to taxes, Retirement and FICA

Withholding withholding

Other 255 261 S9(5)V99  Notation only amount

Compensation indicating employee is
receiving other compensation
or wages in addition to
payments made through the
Comptroller’s office
(Reportable as income on W-
2; not subject to withholding)

CMS Transit 262 266 S9(3)V99  Pretax deduction for
commuter highway vehicle
transit pass (public or
privately operated)

CMS Parking 267 271 S9(3)V99  Pretax deduction for parking
administered by CMS

Flexible 272 278 S9(5)V99  Pre-tax deduction for the

Spending Dependent Care Assistance

DCAP Program

Flexible 279 285 S9(5)V99  Pre-tax deduction for the

Spending Medical Care Assistance

MCAP Program

Deferred 286 292 S9(5)V99  Pre-tax deduction for the

Compensation

Deferred Compensation

Office of Comptroller - PAYROLL
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Payroll Voucher File

DETAIL RECORD

DATA BYTES
ELEMENT FROM THRU LENGTH PICTURE COMMENTS
Program
Long Term 293 294 2 XX Value Spaces; Comptroller
Care authorization reguired prior
Insurance to usage
Carrier Code
Long Term 295 301 7 S9(5)V99  Value Zeroes; Comptroller
Care authorization required prior
Insurance to usage
Amount
Filler 302 313 12 X(12) Value Spaces
YTD FICA 314 321 8 S9(6)V99 Value Zeroes; Return file will
Gross contain YTD FICA Gross for
the year
YTD 327 329 8 S9(6)V99 Value Zeroes; Return file will
Medicare contain YTD Medicare Gross
Gross for the year
Retirement 330 337 8 S9(6)V99 Value zeroes; Return file will
Tier 2 contain the voucher gross for
Voucher Tier 2 Retirement
Gross
Non Taxable 338 345 8 S9(6)V99  Portion of gross income not
Income subject to state and federal
withholding
Non Taxable 346 352 7 S9(5)V99  Portion of State Life, State
Benefits Health, and State Dental
deductions treated as tax
exempt
Retirement 353 354 2 99 Code used to determine
Pickup Code amount of retirement picked
up by employer;
See Appendix B
Retirement 355 361 7 S9(5)V99  Amount of retirement picked
Pickup up by the employer
Amount
Retirement 362 362 1 X Code indicating Retirement
Code System to be credited;

See Appendix B

Office of Comptroller - PAYROLL
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Payroll Voucher File

DETAIL RECORD

Amount deducted from gross

Enter the amount deducted
from an employee’s pay for
maintenance; Maintenance
will include meals, housing,

Amount deducted from gross
pay for assigned SOS facility

Amount deducted from gross
pay for assignment of a tax
levy, bankruptcy, wage
assessment, child support,
child support fees, and
voluntary payment of state-

Code identifying which
garnishment trailer coincides

Spaces = no garnishment

Amount withheld from gross
pay because of a court order

This field should be utilized
for employees that completed
a 2020 W-4 form and entered

DATA BYTES
ELEMENT FROM THRU LENGTH PICTURE COMMENTS
Retirement 363 369 7 S9(5)v99
Amount to be forwarded to a
Retirement fund
Maintenance 370 374 5 S9(3)V99
etc.
SOS Parking 375 379 5 S9(3)V99
parking
Filler 380 385 6 X(6) Value Spaces
Levy 386 392 7 9(5)Vv99
owed monies
Garnishment 393 395 3 X(3)
Code
with amount deducted
(agency assigned)
Valid Values
‘001’ through ‘099’
Garnishment 396 402 7 9(5)Vv99
Amount
of garnishment
Taxable 403 410 8 S9(6)V99
Income
Adjustment

amounts in Step 4 on Lines
4a and/or 4b. This field
should contain a total of Lines
4a and 4b and should allow
for a positive or negative
amount. The field should be
zero filled for employees that

Office of Comptroller - PAYROLL 11
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Payroll Voucher File

DETAIL RECORD

have a 2019 or earlier W-4
form on file or did not make
entries in Step 4 on Lines 4a
or 4b on the 2020 W-4 form.
(Please note that entries
made by an employee in Step
3, Step 4/Line 4a, and Step
4/Line 4b on a 2020 W-4
should be divided by the
number of pay periods the
employee has in a year. Step
4/Line 4c is for additional
withholding per pay period so
it should not be divided by the
number of pay periods.)

Number of basic units of life
insurance paid for by the

Percentage of time worked for
part time employee who

participate in the State Group

The number of full pay
periods for which the state
and employee are to be
charged for prorated life and

The amount an agency owes
for insurance if employees
are not paid from the general
revenue fund or the road fund
Refer to CMS document Life
Insurance Rate Tables

Refer to CMS document Life

DATA BYTES
ELEMENT FROM THRU LENGTH PICTURE COMMENTS
Filler 411 413 3 X(3) Value Spaces
Eligibility 414 414 1 X Eligibility code;
Code See Appendix C
Units Life 415 418 4 9(4)
Insurance
state
Work Rate 419 420 2 99
Percentage
gualifies and elects to
Insurance Program
Insurance 421 421 1 X
Pay Period
health insurance
Insurance 422 428 7 S9(5)Vv99
Reimburse-
ment
State Life 429 430 2 XX
Carrier Code
State Life 431 432 2 XX
Plan Code

Insurance Rate Tables

Office of Comptroller - PAYROLL
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Payroll Voucher File

DETAIL RECORD

DATA BYTES
ELEMENT FROM THRU LENGTH PICTURE COMMENTS
State Life 433 439 7 S9(5)V99  Amount deducted from gross
Amount pay for employee's portion of
State Life insurance premium;
Refer to CMS document Life
Insurance Rate Tables
State Health 440 441 2 XX Refer to CMS document
Carrier Code Health Insurance Rate Tables
State Health 442 443 2 XX Refer to CMS document
Plan Code Health Insurance Rate Tables
State Health 444 450 7 S9(5)V99  Amount deducted from gross
Amount pay for employee's portion of
the State Health Insurance
premium;
Refer to CMS document
Health Insurance Rate Tables
Dental Carrier 451 452 2 XX Refer to CMS document
Code Dental Insurance Rate Tables
Dental Plan 453 454 2 XX Refer to CMS document
Code Dental Insurance Rate Tables
Dental 455 461 7 S9(5)V99  Amount deducted from gross
Amount pay for employee’s State
dental insurance;
Refer to CMS document
Dental Insurance Rate Tables
Miscellaneous Refer to Payroll Deduction Code Book
Deduction
Codes (1-20)
Misc. Ded. 1 462 462 1 X Code used to identify the type
Type Code of deduction being made
Misc. Ded. 1 463 465 3 X(3) Code used to identify the
Company company/organization for
Code whom the deduction is being
made
Misc. Ded. 1 466 472 7 S9(5)V99  Amount being withheld from
Amount the gross for the associated
code
Misc. Ded. 2 473 473 1 X Code used to identify the type
Type Code of deduction being made

Office of Comptroller - PAYROLL 13

Revised: 04/21/2020



Payroll Voucher File

DETAIL RECORD

DATA BYTES

ELEMENT FROM THRU LENGTH PICTURE COMMENTS

Misc. Ded. 2 474 476 3 X(3) Code used to identify the

Company company/organization for

Code whom the deduction is being
made

Misc. Ded. 2 477 483 7 S9(5)V99  Amount being withheld from

Amount the gross for the associated
code

Misc. Ded. 3 484 484 1 X Code used to identify the type

Type Code of deduction being made

Misc. Ded. 3 485 487 3 X(3) Code used to identify the

Company company/organization for

Code whom the deduction is being
made

Misc. Ded. 3 488 494 7 S9(5)V99  Amount being withheld from

Amount the gross for the associated
code

Misc. Ded. 4 495 495 1 X Code used to identify the type

Type Code of deduction being made

Misc. Ded. 4 496 498 3 X(3) Code used to identify the

Company company/organization for

Code whom the deduction is being
made

Misc. Ded. 4 499 505 7 S9(5)V99  Amount being withheld from

Amount the gross for the associated
code

Misc. Ded. 5 506 506 1 X Code used to identify the type

Type Code of deduction being made

Misc. Ded. 5 507 509 3 X(3) Code used to identify the

Company company/organization for

Code whom the deduction is being
made

Misc. Ded. 5 510 516 7 S9(5)V99  Amount being withheld from

Amount the gross for the associated
code

Misc. Ded. 6 517 517 1 X Code used to identify the type

Type Code of deduction being made

Misc. Ded. 6 518 520 3 X(3) Code used to identify the

Company company/organization for

Office of Comptroller - PAYROLL 14 Revised: 04/21/2020



Payroll Voucher File

DETAIL RECORD

DATA BYTES

ELEMENT FROM THRU LENGTH PICTURE COMMENTS

Code whom the deduction is being
made

Misc. Ded. 6 521 527 7 S9(5)V99  Amount being withheld from

Amount the gross for the associated
code

Misc. Ded. 7 528 528 1 X Code used to identify the type

Type Code of deduction being made

Misc. Ded. 7 529 531 3 X(3) Code used to identify the

Company company/organization for

Code whom the deduction is being
made

Misc. Ded. 7 532 538 7 S9(5)V99  Amount being withheld from

Amount the gross for the associated
code

Misc. Ded. 8 539 539 1 X Code used to identify the type

Type Code of deduction being made

Misc. Ded. 8 540 542 3 X(3) Code used to identify the

Company company/organization for

Code whom the deduction is being
made

Misc. Ded. 8 543 549 7 S9(5)V99  Amount being withheld from

Amount the gross for the associated
code

Misc. Ded. 9 550 550 1 X Code used to identify the type

Type Code of deduction being made

Misc. Ded. 9 551 553 3 X(3) Code used to identify the

Company company/organization for

Code whom the deduction is being
made

Misc. Ded. 9 554 560 7 S9(5)V99  Amount being withheld from

Amount the gross for the associated
code

Misc. Ded. 10 561 561 1 X Code used to identify the type

Type Code of deduction being made

Misc. Ded. 10 562 564 3 X(3) Code used to identify the

Company company/organization for

Code whom the deduction is being
made
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Payroll Voucher File

DETAIL RECORD

DATA BYTES

ELEMENT FROM THRU LENGTH PICTURE COMMENTS

Misc. Ded. 10 565 571 7 S9(5)V99  Amount being withheld from

Amount the gross for the associated
code

Misc. Ded. 11 572 572 1 X Code used to identify the type

Type Code of deduction being made

Misc. Ded. 11 573 575 3 X(3) Code used to identify the

Company company/organization for

Code whom the deduction is being
made

Misc. Ded. 11 576 582 7 S9(5)V99  Amount being withheld from

Amount the gross for the associated
code

Misc. Ded. 12 583 583 1 X Code used to identify the type

Type Code of deduction being made

Misc. Ded. 12 584 586 3 X(3) Code used to identify the

Company company/organization for

Code whom the deduction is being
made

Misc. Ded. 12 587 593 7 S9(5)V99  Amount being withheld from

Amount the gross for the associated
code

Misc. Ded. 13 594 594 1 X Code used to identify the type

Type Code of deduction being made

Misc. Ded. 13 595 597 3 X(3) Code used to identify the

Company company/organization for

Code whom the deduction is being
made

Misc. Ded. 13 598 604 7 S9(5)V99  Amount being withheld from

Amount the gross for the associated
code

Misc. Ded. 14 605 605 1 X Code used to identify the type

Type Code of deduction being made

Misc. Ded. 14 606 608 3 X(3) Code used to identify the

Company company/organization for

Code whom the deduction is being
made

Misc. Ded. 14 609 615 7 S9(5)V99  Amount being withheld from

Amount the gross for the associated

Office of Comptroller - PAYROLL 16 Revised: 04/21/2020



Payroll Voucher File

DETAIL RECORD

DATA BYTES

ELEMENT FROM THRU LENGTH PICTURE COMMENTS
code

Misc. Ded. 15 616 616 1 X Code used to identify the type

Type Code of deduction being made

Misc. Ded. 15 617 619 3 X(3) Code used to identify the

Company company/organization for

Code whom the deduction is being
made

Misc. Ded. 15 620 626 7 S9(5)V99  Amount being withheld from

Amount the gross for the associated
code

Misc. Ded. 16 627 627 1 X Code used to identify the type

Type Code of deduction being made

Misc. Ded. 16 628 630 3 X(3) Code used to identify the

Company company/organization for

Code whom the deduction is being
made

Misc. Ded. 16 631 637 7 S9(5)V99  Amount being withheld from

Amount the gross for the associated
code

Misc. Ded. 17 638 638 1 X Code used to identify the type

Type Code of deduction being made

Misc. Ded. 17 639 641 3 X(3) Code used to identify the

Company company/organization for

Code whom the deduction is being
made

Misc. Ded. 17 642 648 7 S9(5)V99  Amount being withheld from

Amount the gross for the associated
code

Misc. Ded. 18 649 649 1 X Code used to identify the type

Type Code of deduction being made

Misc. Ded. 18 650 652 3 X(3) Code used to identify the

Company company/organization for

Code whom the deduction is being
made

Misc. Ded. 18 653 659 7 S9(5)V99  Amount being withheld from

Amount the gross for the associated
code

Misc. Ded. 19 660 660 1 X Code used to identify the type
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Payroll Voucher File

DETAIL RECORD

DATA BYTES
ELEMENT FROM THRU LENGTH PICTURE COMMENTS
Type Code of deduction being made
Misc. Ded. 19 661 663 3 X(3) Code used to identify the
Company company/organization for
Code whom the deduction is being
made
Misc. Ded. 19 664 670 7 S9(5)V99  Amount being withheld from
Amount the gross for the associated
code
Misc. Ded. 20 671 671 1 X Code used to identify the type
Type Code of deduction being made
Misc. Ded. 20 672 674 3 X(3) Code used to identify the
Company company/organization for
Code whom the deduction is being
made
Misc. Ded. 20 675 681 7 S9(5)V99  Amount being withheld from
Amount the gross for the associated
code
Filler 682 695 14 X(14) Value Spaces
Warrant Fee 696 696 1 X Value Spaces; Return file will
Indicator contain fee indicator, if
applicable
Direct 697 698 2 99 Identification code for various
Deposit types of direct deposit
Transaction transactions
Code Valid Values
'00’=hardcopy
‘22’=checking
‘32'=savings
Direct 699 706 8 9(8) Receiving institution transit
Deposit routing number for payees via
Institution direct deposit
Code
Direct 707 723 17 X(17) The account number at the
Deposit receiving financial institution
Account for payee via direct deposit
Code
Filler 724 728 5 X(5) Value Spaces; Comptroller
authorization reguired prior
Office of Comptroller - PAYROLL 18 Revised: 04/21/2020



Payroll Voucher File

DETAIL RECORD

DATA BYTES

ELEMENT FROM THRU LENGTH PICTURE COMMENTS
to usage

Location 729 750 22 X(22) Value Spaces; Return file will

Address contain employee’s W-4
location address, if applicable
(See lll page 2)

Delivery 751 (2 27 X(22) Value Spaces; Return file will

Address contain employee’s W-4
delivery address (See Ill page
2)

City 113 794 22 X(22) Value Spaces; Return file will
contain employee’s W-4 city
(See lll page 2)

State 795 796 2 XX Value Spaces; Return file will
contain employee’s W-4
state; will be blank for foreign
address (See lll page 2)

Zipcode 797 801 5 X(5) Value Spaces; Return file will
contain employee’s W-4 zip
code; will be blank for foreign
address (See lll page 2)

Zipcode 802 805 4 X(4) Value Spaces; Return file will

Extension contain employee’'s W-4 four-
digit extension of the zip
code, if applicable (See Il
page 2)

Foreign 806 828 23 X(23) Value Spaces; Return file will

State/ contain employee’s W-4

Province foreign state/province, if
applicable (See lll page 2)

Foreign 829 843 15 X(15) Value Spaces; Return file will

Postal Code contain employee’s W-4
foreign postal code, if
applicable (See Il page 2)

Country Code 844 845 2 X(2) Value Spaces; Return file will

contain employee’s W-4
country code, if applicable
(See lll page 2)

Office of Comptroller - PAYROLL
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Payroll Voucher File

DETAIL RECORD

DATA BYTES

ELEMENT FROM THRU LENGTH PICTURE COMMENTS

Filler 846 853 8 X(8) Value Spaces; Comptroller
authorization required prior
to usage

Voucher 854 861 8 X(8) Identification number

Number assigned to a voucher by the
requesting agency
NOTE: Voucher numbers
must be unique by agency by
fiscal year

Filler 862 869 8 X(8) Value Spaces; Comptroller
authorization required prior
to usage

Input Code 870 870 1 X Value Spaces; Return file will
contain ‘T’

Pay Period 871 878 8 X(8) Value Spaces; Return file will

Beginning contain the date of the first

Date day of the period of time
covered for the payment to be
made (MMDDCCYY)

Pay Period 879 886 8 X(8) Value Spaces; Return file will

End Date contain the date of the last
day of the period of time
covered for the payment to be
made (MMDDCCYY)

Pay Period 887 888 2 XX Value Spaces; Return file will
contain a two digit code
indicating which pay period of
the year the payment is for

Type Help 889 889 1 X Value Spaces; Return file will
contain a code indicating the
type of Salary being
processed

Frequency of 890 890 1 X Value Spaces; Return file will

Pay contain a code indicating if
payroll is monthly, semi-
monthly, or bi-weekly.

Distribution 891 894 4 X(4) Assigned by the agency to

Code determine to sorting of pay
warrants; warrants will be
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Payroll Voucher File

DETAIL RECORD

DATA BYTES
ELEMENT FROM THRU LENGTH PICTURE

COMMENTS

IB Unit Code 895 898 4 X(4)
GAAP Code 899 902 4 X(4)
Message 1 903 962 60 X(60)
Message 2 963 1022 60 X(60)

Net Amount 1023 1030 8 9(6)V99
Warrant 1031 1039 9 X(9)
Number

Direct 1040 1046 7 X(7)
Deposit Trace

Number

Issue Date 1047 1054 8 X(8)
Salary 1055 1057 3 X(3)
Reversal

Code

written alphabetically within
distribution code within
voucher; the code will be
printed on the face of the
warrant

Value Spaces; Comptroller
authorization reguired prior
to usage

Value Spaces; Comptroller
authorization required prior
to usage

Literal information provided
by an agency to be printed on
the stub of an employees
warrant/earnings statement

Literal information provided
by an agency to be printed on
the stub of an employees
warrant/earnings statement;
there should be a
grammatical break between
Message 1 and Message 2
(will print on separate lines)
Amount of the
warrant/payment

Value Spaces; Return file will
contain a warrant number
Value Spaces; Return file will
contain a trace number
NOTE: Combination of
Warrant Number and Trace
No. will be unique

Value Spaces; Return file will
contain the date the warrant
was issued (MMDDCCYY)
Code identifying which
reversal trailer coincides with
amount deducted

Valid Values
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Payroll Voucher File

DATA
ELEMENT

BYTES

FROM THRU LENGTH

DETAIL RECORD

PICTURE

COMMENTS

Salary
Reversal
Amount

Salary
Reversal
Original
Gross
Salary
Reversal
Orig. Date
Salary
Reversal
Original
Warrant
Direct
Deposit
Original
Trace
Number

Filler

Retirement
Tier 2 Switch

YTD
Retirement
Tier 2 Gross

YTD Gross

YTD Federal
Tax

YTD FICA

YTD
Medicare

1058

1066

1074

1082

1091

1098
1099

1100

1108

1116

1124

1130

1065

1073

1081

1090

1097

1098
1099

1107

1115

1123

1129

1135

(oe]

(o]

oo

\'

S9(6)V99

S9(6)V99

9(8)

X(9)

9(7)

S9(6)V99

S9(6)V99

S9(6)V99

S9(4)V99

S9(4)V99

‘001’ through ‘150’

Spaces = no salary reversal
Total amount of deductions
being reversed from voucher

For total reversal, use original
gross amount; for partial,
indicate amount of the gross
being reversed

Pay period end date of
original payment that is being
reversed (MMDDCCYY)
Warrant number from the
original payment which is now
having the deductions
reversed

Trace number from the
original payment which is now
having the deductions
reversed

Value Spaces

When max is reached will be
set to “Y”

Value Zeroes; Return file will
contain Tier 2 Retirement
Gross for the year

Value Zeroes; Return file will
contain gross paid for the
year

Value Zeroes; Return file will
contain YTD amount for
Federal Tax

Value Zeroes; Return file will
contain YTD amount for FICA
Value Zeroes; Return file will
contain YTD amount for
Medicare

Office of Comptroller - PAYROLL
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Payroll Voucher File

DETAIL RECORD

Value Zeroes; Return file will
contain YTD amount for State

Value Zeroes; Return file will
contain YTD amount for Non
Taxable Income, Benefits,
and Pre-tax Deductions

Value Zeroes; Return file will
contain YTD amount for Other
Compensation, Group

Compensation Subject to

Value Zeroes; Return file will
contain YTD amount of
Earned Income Credit

DATA BYTES

ELEMENT FROM THRU LENGTH PICTURE COMMENTS

YTD State 1136 1142 7 S9(5)Vv99

Tax
Tax

YTD Non 1143 1149 7 S9(5)v99

Taxable

Income

YTD Other 1150 1156 7 S9(5)Vv99

Compensation
Insurance Attributable
Income, and Other
Withholding

YTD Earned 1157 1162 6 S9(4)V99

Income Credit

Filler 1163 1170 8 X(8)

Value Spaces; Comptroller
authorization required prior

to usage

Office of Comptroller - PAYROLL
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Payroll Voucher File

TRAILER RECORD

DATA BYTES
ELEMENT FROM THRU LENGTH PICTURE COMMENTS
Record Type 1 1 1 X Value hyphen (‘-9
Filler 2 2 1 X Value Spaces
Trailer Code Unique identifier for trailers
- assigned by Comptroller upon
request
Comptroller's 3 4 2 99 Comptroller's Code
Code (See Appendix H)
Actual Code 5 7 3 3(X) Actual Code
- (See Appendix H)
Paycode 8 12 5 9(5) Unique identifier for
payrolls assigned by
Comptroller upon request
Account Code Appropriation account code
number from which expenditure is
to be made
Filler 13 13 1 X Value Spaces;
Comptroller
authorization required
prior to usage
Fund 14 16 3 9(3) Fund number
Agency 17 19 3 9(3) Agency number
Organization 20 21 2 99 Organization number
Filler 22 23 2 XX Value Spaces;
Comptroller
authorization required
prior to usage
Object Code 24 27 4 9(4) Major object code
Sequence 28 29 2 99 Sequence number
Account 30 31 2 99 Appropriation account
Type type
Filler 32 32 1 X Value Spaces;
Comptroller
authorization required
prior to usage
Detail Object 33 36 4 9(4) Detail object code
Eiscal Year 37 38 2 99 Fiscal year to charge
expenditure
Social 39 47 9 9(9) Value Zeroes or use SSN
Security of employee (if required)
Number due to levies,
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Payroll Voucher File

TRAILER RECORD

DATA BYTES

ELEMENT FROM THRU LENGTH PICTURE COMMENTS
garnishments, and/or
reversals

Trailer 48 85 38 X(38) Name of company/

Name 1 organization

Trailer 86 123 38 X(38) Line 2 of the Trailer Name;

Name 2 See Appendix D

Trailer 124 161 38 X(38) Line 3 of the Trailer Name;

Name 3 See Appendix E

Filler 162 392 231 X(231) Value Spaces

Garnishment 393 402 10 X(10) Value Spaces or court

Order assigned summons

Number number (if garnishment
present).

Filler 403 853 451 X(451) Value Spaces;
Comptroller
authorization required
prior to usage

Voucher 854 861 8 X(8) Identification number

Number assigned to a voucher by
the requesting agency

Filler 862 869 8 X(8) Value Spaces

Input Code 870 870 1 X Value Spaces; Return File
will contain ‘T’

Pay Period 871 878 8 X(8) Value Spaces; Return file

Begin Date will contain the date of the
first day of the period of
time covered for the
payment to be made
(MMDDCCYY)

Pay Period 879 886 8 X(8) Value Spaces; Return file

End Date will contain the date of the
last day of the period of
time covered for the
payment to be made
(MMDDCCYY)

Pay Period 887 888 2 XX Value Spaces; Return file
will contain a two digit
code indicating which pay
period of the year the
payment is for
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Payroll Voucher File

TRAILER RECORD

DATA BYTES

ELEMENT FROM THRU LENGTH PICTURE COMMENTS

Type Help 889 889 1 X Value Spaces; Return file
will contain a code
indicating the type of
Salary being processed

Frequency of 890 890 1 X Value Spaces; Return file

Pay will contain a code
indicating if payroll is
monthly, semi-monthly, or
bi-weekly

Distribution 891 894 4 X(4) Value Spaces; Return file

Code contains Comptroller
assigned distribution code

Filler 895 1020 126 X(126) Value Spaces;
Comptroller
authorization required
prior to usage

Trailer Net 1021 1030 10 9(8)Vv99  Amount of
warrant/payment

Warrant 1031 1039 9 X(9) Value Spaces; Return file

Number will contain a warrant
number

Deposit 1040 1046 7 X(7) Value Spaces; Return file

Trace will contain a trace

Number number
NOTE: Combination of
Warrant Number and
Trace No. will be unique

Issue Date 1047 1054 8 X(8) Value Spaces; Return file
will contain the date the
warrant was issued
(MMDDCCYY)

Filler 1055 1170 116 X(116) Value Spaces;
Comptroller
authorization required
prior to usage
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Payroll Voucher Layout APPENDIX A — Valid State Code Values

STATE CODE
Valid Values

CODE STATE

01 lllinois

03 Indiana
04 Kentucky
05 Michigan
06 Wisconsin
07 lowa

NOTE: To determine if other state codes are available please contact the
lllinois Office of Comptroller, Payroll Unit.
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Payroll Voucher Layout APPENDIX B — Valid Retirement Pickup and Retirement Code Values

RETIREMENT PICKUP CODE
Valid Values

CODE | PERCENT/DESCRIPTION |
00 None [0%]
01 4%

02 5.5%
03 8%
04 4.5%
05 3.52%
06 1.0%
07 9.0%
08 2.0%
09 2.75%
10 3.0%
11 4.12%
12 2.50%
13 1.50%

RETIREMENT CODE

Valid Values

CODE | PERCENT/DESCRIPTION |
8%

4%

12.5%

INELIGIBLE

GENERAL ASSEMBLY

TEACHERS

JUDGES

UNIVERSITY

8.5%

12.5%

8.5%

NON-PERMANENT RETIREE OR LUMP
SUM PAYMENT

S 0T Zolo|~No|a N |o
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Payroll Voucher Layout APPENDIX B — Valid Retirement Pickup and Retirement Code Values

TIER 2
RETIREMENT CODE

Valid Values

CODE | PERCENT/DESCRIPTION |
8%

4%

12.5%

INELIGIBLE

GENERAL ASSEMBLY 11.5%
GENERAL ASSEMBLY 9.5%
TEACHERS

JUDGES 11.0%

JUDGES 8.5%

UNIVERSITY

12.5%

8.5%

NON-PERMANENT RETIREE/LUMP
SUM PAYMENT

S O XRIL|r|la|dT|O0|m|>

For further information, contact the SERS Accounting Division

Office of Comptroller - PAYROLL Revised: 5/23/2017



Payroll Voucher Layout

APPENDIX C — Valid Eligibility Code Values

ELIGIBILITY CODE
Valid Values

CODE DESCRIPTION

©)

Active Employment

No Insurance

Immediate Annuity

Deferred Annuity

Retiree

Survivor

Survivor of Deferred Annuity

Non-certified Survivor

Survivor of Retiree

Disabled Recipient

Survivor of Employee
Immediate/Annuity

Active Part Time Employee

Part Time — Health/Dental

Survivor Employee/Immediate
Annuity

Life Part Time

Health/Dental

Active Life

Q@|oN|IC| O |7Z| r |[Rle|—|IZOMMmMO0|>

Part Time — Health/Dental

AS ESTABLISHED BY CMS GROUP INSURANCE DIVISION

Office of Comptroller - PAYROLL

Revised: 5/24/2011



STATE OF ILLINOIS
OFFICE OF COMPTROLLER

SECTION PAYROLL PROCEDURE - PAGE NO.
23.20.75 10f 12
SUB-SECTION  INPUT PROCEDURES EFFECTIVE DATE
July 1, 2020
PROCEDURE CONTRACTUAL SERVICE VOUCHER (C-02) REVISION NUMBER
21-001

CONTRACTUAL SERVICE VOUCHER (Form C-02)

OVERVIEW

The Contractual Service Voucher (Exhibit 23.20.75-A) is to be used for vouchering payments
subject to withholding taxes (federa or state income taxes, backup withholding, and/or FICA
taxes), which have not been authorized to process using the Comptroller's salary payroll system.
Payments processed on a Contractual Service Voucher and subject to withholding require
contractual employees to complete federal and state withholding documents (See Procedure
23.20.05) for tax withholding and reporting purposes. Examplesinclude paymentsto L ottery, non-
resident aliens, etc. For any exceptions, the Comptroller's Office must be contacted for
authorization.

CONTRACTUAL EMPLOYEES

TheInternal Revenue Service (IRS) and the Illinois Department of Revenue require federal
and state income tax withholding on compensation paid to individuals who perform personal
services for the State on a contractual basis who are deemed "employees’ under IRS regulations.

Contractual employees who work in certain State educational facilities may qualify for
membership in the Teachers Retirement System. Employers of members of the Teachers
Retirement System are required to withhold contributions to the System.

Contractual employees do not qualify for inclusion in the State Employees Retirement
System, the State Universities Retirement System, or the State Employees Group Insurance
Program.

Contractual employees will be, in most cases, subject to the full 7.65% FICA tax if they
are not covered under a pension plan that meets a specific defined contribution rule. (FICA means
the combined total of the Social Security tax (OASDI) of 6.2% and the Medicare tax (HI) of
1.45%). For calendar years 2011 and 2012, the employee’ s contribution rate for FICA was 4.2%.

The Internal Revenue Service has determined that an employee meets this minimum
benefit rule if he or she contributes at least 7.5% of his or her State compensation to a pension
plan.



STATE OF ILLINOIS
OFFICE OF COMPTROLLER

SECTION PAYROLL PROCEDURE - PAGE NO.
23.20.75 2 of 12
SUB-SECTION  INPUT PROCEDURES EFFECTIVE DATE
July 1, 2020
PROCEDURE CONTRACTUAL SERVICE VOUCHER (C-02) REVISION NUMBER
21-001

It is the responsibility of each agency to determine whether payments to individuals who
perform personal servicesfor the State areto betreated as*wages’ paid to “ employees’ for federal
and stateincome tax withholding purposes. Thefollowing guidelines areto be applied. Theterms
"services' and "personal services' as used herein are to be interpreted in their generally accepted
meanings; not as defined in the Illinois statutes. Payments for non-personal services, such as rent
for the use of a building or other physical facility or reimbursement of travel and other similar
expenses, are not subject to withholding. Similarly, the term "person” is limited to individuals;
amounts paid to partnerships and corporations are not subject to withholding even though such
payments may represent compensation for persona services rendered by a member or
representative of such entities.

1. Generally, all payments to persons who provide personal services to the State who
are deemed to be "employees' are subject to both federal and state income tax
withholding. A person providing personal services may be a State employee for
income tax purposes even though (a) he is paid out of the contractual services,
awards and grants, permanent improvements, lump sums, or other line item
budgets, rather than through the regular payroll, (b) his agreement with the State
provides that he is an independent contractor, and (c) he is not treated as an
employee for State insurance and pension benefits. The test for determining
whether a person who provides such services is an employee for income tax
purposes is whether the State has the right to control and direct the performance of
the services, not only as to the result to be accomplished, but also as to the details
and means by which that result is to be accomplished. Thus, a person will be
deemed an employee of the State for income tax if he is subject to the will and
control of the State, not only as to what shall be done, but also as to how it shall be
done. It is not necessary, however, that the State actually direct or control the
manner in which the services are performed; it is sufficient if it hastheright to do
so. Moreover, the fact that a person may provide services for ashort period of time
does not preclude him from being classified as an employee for income tax
purposes. For example, asecretary may be an employee even though she worksfor
only one day.

2. Except as provided in the last sentence of paragraph 3 and in paragraph 4, all
persons who provide persona services to the State shall be treated as State
employees for federal and state income tax purposes. The term "employees' shall
be deemed to include (but is not limited to) the following persons:
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a aperson who, at the time he entersinto a contract with the State, is expected

to be placed on aregular payroll, but is paid out of a budget other than the
"personal service budget” prior to his being placed on aregular payroll;

b. except as described in paragraph 4, a person who provides secretarial,
general office, keypunch, janitorial or other ministeria services; and,

C. ateacher or teacher's aide.

All persons deemed to be employees for federal and state income tax withholding
purposes will receive a Form W-2 reflecting gross earnings and federal and state
taxes withheld for all payments processed by the Comptroller on a Contractual
Service Voucher.

3. A person who provides personal services to the State for which he is compensated
other than on aregular payroll shall be treated as a State employee for income tax
purposes unless he or she can prove that the contractual services are provided as
part of a business which he or she regularly conducts. (See paragraph 4(b).)
Notwithstanding the preceding sentence, officia court reporters who are
compensated on aregular payroll (with respect to which they are employees) shall
not be treated as employees with respect to transcription fees paid by the State,
either on behalf of indigent criminal defendants or juveniles adjudged delinquent
pursuant to the Illinois statutes and Rules of the Supreme Court of the State of
[llinois or as a party to litigation.

4, The following persons are generally considered not to be State employees:
a aperson performing professional services, such as adoctor, lawyer, dentist,

architect, veterinarian, engineer or CPA, unless such person (1) is on a
regular payroll, or (2) is expected to be placed on a regular payroll at the
end of the contract period. (However, aperson who isnot an employee with
respect to the rendering of one type of service can be an employee with
respect to the rendering of another type of service. For example, a doctor
will be treated as an employee of amedical school at which he teacheson a
regular basis, even though he is not an employee with respect to a private
practice which he conducts out of his office.);
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b. a person who has bona fide business in which he regularly makes available

to the public services which are similar to those rendered to the State. (For
example, if an individual provides janitorial services to the State and other
persons as part of regular business which he conducts, he will not be an
employee of the State with respect to such services.);

C. aperson such as an expert witness, portrait painter, management consultant
or computer programmer retained to design a particular program, who
provides services over which the State does not have the right to control or
direct the manner in which the work is done (even though the State can
control or direct the result).

5. Payments for personal services made to a person who is deemed not to be an
employee for income tax purposes constitute self-employment income which the
recipient will berequired to includein hisor her taxable income for federal or State
purposes. (The State will provide each person who receives $600 or more of self-
employment income from the State with a Form 1099, indicating the amount of
self-employment income paid by the State.)

Payment for services provided by an independent contractor must be submitted on
an Invoice-Voucher (C-13) with a statement indicating the individual is exempt for
tax withholding.

6. In certain limited cases payments to an individual may be considered in the nature
of welfare payments which are not taxable income. 1n such cases, notwithstanding
anything stated in these guidelines to the contrary, the payments are not subject to
withholding. For example, payments under Title V of the Federal Economic
Opportunity Act of 1964 are not taxable to the recipient and therefore are not
subject to withholding.

7. Payments which represent reimbursement of nontaxable expenses under an
accountable plan or payment for services which are not personal services (such as
rental of office space) are not subject to withholding. In situationsinwhich asingle
warrant is to be issued for personal services and reimbursement for nontaxable
expenses, the voucher submitted to the Comptroller must identify the amount which
represents payment for personal services.
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| PAYMENTS TO FOREIGN VENDORS

Certain payments to nonresident alien independent contractors and foreign corporations or
partnerships (see SAMS Procedure 17.20.51) are subject to federal tax withholding and/or
reporting on IRS Form 1042. These payments must be submitted on Contractual Service

| Vouchers.

PROCESSING CRITERIA
The following criteria apply to processing Contractual Service Vouchers:

1. Contractual Service Vouchers must be submitted with a Schedule (Form C-11)
(Refer to Procedure 23.20.80) and not be interspersed with Commercial Vouchers
(C-13) and/or Travel Vouchers (C-10).

2. Voucher numbers arerestricted to 8 characters. Thefirst 4 characters may be alpha
or numeric but the last 4 must be numeric (i.e., ABCD1234).

3. A voucher number may not be used within the same account code more than once.
The only exception would bein the case of a Replacement V oucher wheretheinitial
voucher was lost and, therefore, never processed.

4, The Office of the Comptroller will continue to assign the Schedule numbers for
both hard copy vouchers and vouchers accompanied by files.

5. The entire Schedule will be regjected if the total of all the vouchers (gross amounts)
do not agree with the total shown on the applicable Schedule. Individual vouchers
will be rejected if they do not crossfoot (grossto net).

6. Only one detail object code (in addition to 1175, State Contribution to Social
Security or Medicare, Contractual Payroll) may be cited on the voucher. In this
case, a payment which represents both a contractual payment (e.g., $25/hr X 10
hrs.) plus expense reimbursements will show the total of both as the amount
charged to the detail object.

7. The Contractual Service Voucher will contain marital status, federal and state
withholding allowances and amounts for federal and state tax to be withheld. It
will be the agency's responsibility to compute the various withholding amounts in
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10.

accordance with current IRS regulations. Questions concerning withholding tables
to be used in unusual circumstances should be referred to the Internal Revenue
Service.

The Contractual ServiceVoucher (C-02) must be used for all applicable contractual
services payments described in the overview (23.20.75, 1 of 12).

The determination of whether an individual hired on a contractual basis qualifies
for federal and/or state tax withholding (and possibly Teachers' Retirement System
contributions) rests mainly with the agency which hired the individual. The Office
of the Comptroller will pre-audit the Contractual Service Vouchers to determine
that the processing criteria are met and to review the agency's determination for
reasonableness.

Nonresident Foreign vendors may be subject to federal and state income tax
withholding. FICA withholding is not required.

DISTRIBUTION

Six copies of the Contractual Service Voucher are required and distributed as follows:

The Original is retained by the Comptroller.

Copies 2, 3, and 5 are retained by the agency.

Copy 4 is mailed with the warrant to the vendor. The remittance copy should
be tri-folded equally so that the Vendor/Payee Box is visible in the
Comptroller's window envelope (Form SCO-100). All additional backup
material accompanying the remittance copy to be mailed to the vendor/payee
should be attached to the back of the folded remittance copy. The material
should not be folded within the remittance copy. The tri-folded Copy 4 should
be attached to the Original Copy retained by the Comptroller's Office.

Copy 6 is retained by the payee.

INSTRUCTIONS

At the top of the form, enter the name and address of the agency, institution, or other State
governmental unit.
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REFERENCE CONTENTS
Block 1 Reserved for future use.
Block 2 Enter the payee's nine-digit taxpayer identification number. For

individuals and sole proprietors, thisis their social security number
(SSN). For corporations and partnerships, it is their employer
identification number (EIN). Nonresident foreign vendors that are
not engaged in a U.S. Trade or business and do not have an office
or place of businessin the U.S. are required to have an EIN or SSN.

Block 3 Placean"X" inthe box if thisisyour first request for payment at the
address entered in Block 4.

Block 4 Enter the payee's name in the following format Last name-First
name-Middle name or initial and the addressto which thewarrant is
to be mailed. Do not include commas, dashes or any other
characters between each name.

Line5 Enter the voucher number assigned to this voucher. Voucher
numbers are restricted to 8 characters. The first 4 digits may be
alphaor numeric but the last 4 must be numeric (i.e., ABCD1234).

Line6 Enter the date the voucher was prepared.

Line7 Enter the 16-digit expenditure authority account against which the
payment will be charged.

Line 8A Enter the expenditure authority account from which the State's
contribution to Medicareisto be paid and a so the detail object code
in parenthesis.

Line 8B Enter the amount of the State's contribution.
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REFERENCE CONTENTS
Block 9 Enter a complete description of the services rendered, the rate of

compensation, the time period the payment covers, and expenses
incurred. Immediately above block 10 enter the gross wages before
deferred compensation. If there is no deduction for deferred
compensation enter the amount from block 10. If address of payee
isout of country, the “Country Code” must be printed in Block 9.

Block 10 Enter the total taxable earnings billed based upon the rate of
compensation entered in Block 9 for the period of time the payment
covers plus taxable expenses.

Block 11 Leave Blank (Comptroller’s authorization required prior to usage.)
Block 12 Enter the sum of the amounts entered in Block 10.
Block 13 Enter the number of allowances claimed on Form W-4, side 1. If

claiming exempt, enter "E". If the payee is a nonresident alien
independent contractor who is not exempt from withholding, enter
the number of allowances claimed on form 8233. In all other cases,
enter O.

Block 14 Enter the amount of federal tax to be withheld based upon the gross
earnings entered in Block 10, the number of federal allowances
entered in Block 13, the marital status entered in Block 15 and the
withholding tables (IRS Circular E or Publication 515 for foreign
vendors) used as noted in Block 30.

Block 15 Enter your current marital status - "M" for married and "S" for
single, non-resident, Lottery or foreign vendor.
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REFERENCE CONTENTS
Block 16 Enter the number of allowances claimed on the state Form W-4. If

claming exemption from withholding, enter "E". If the payee
residesin a State other than Illinois that has entered into areciprocal
agreement with Illinois (lowa, Kentucky, Michigan or Wisconsin),
enter the number of alowances the payee wishes to claim for that
State's tax withholding purposes. If the payeeisanonresident alien
independent contractor who is not exempt from withholding, enter
the number of allowances claimed on Form 8233. In al other cases,
enter 0.

Block 17 If the payee is subject to Illinois withholding, leave blank. If the
payee resides in a state which has a reciprocal agreement with
lllinois, i.e. Kentucky (KY), Wisconsin (WI), Michigan (Ml), or
lowa (IA), and the payee has filed Form IL-W-5-NR with the
agency, enter the 2 letter abbreviation identifying the state.

Block 18 Enter the amount of State tax to be withheld based upon the gross
earnings entered in Block 10, the number of State alowances
entered in Block 16 and the State tax code entered in Block 17. Use
the applicable state's withholding tables.

Block 19 Enter "M" if Medicareisto bewithheld. Leave blank if nonresident
foreign vendor.

Block 19.1 Enter S for Social Security or T for Teachers Retirement. Leave
blank if nonresident foreign vendor.

Block 20 Enter the amount of the employee contribution to Medicare, based
on 1.45% of gross wages. Leave blank if nonresident foreign
vendor.

Block 20.1 Enter the amount to be withheld for the individual's contribution to

the Teachers Retirement System if he/she is eligible. If Social
Security, enter the contribution based on 6.2% of gross earnings.
Leave blank if nonresident foreign vendor.



STATE OF ILLINOIS
OFFICE OF COMPTROLLER

SECTION PAYROLL PROCEDURE - PAGE NO.
23.20.75 10 of 12
SUB-SECTION INPUT PROCEDURES EFFECTIVE DATE
July 1, 2020
PROCEDURE CONTRACTUAL SERVICE VOUCHER (C-02) REVISION NUMBER
21-001
REFERENCE CONTENTS
Block 21 If there is an involuntary deduction, enter the appropriate code:

12 Child Support
97 Garnishment
98 Tax Levy

99 Bankruptcy

Block 22 Enter the amount of any tax levy or involuntary deductions in
accordance with instructions provided to all agencies via Bulletins
from the Comptroller's Office.

Block 23 Enter the amount of net earnings. Block 10 minus Block 14 minus
Block 18 minus Block 20 minus 20.1 minus Block 22.

Block 24 Enter the same amount entered in Block 11.

Block 25 Enter the total of the amounts entered in Block 23 and Block 24.
Thisis the amount of the warrant which will be issued to the payee
in Block 4.

Block 26 Enter the same amount entered in Block 14. Thisis the amount of

the warrant which will be issued to the State Treasurer for federal
income tax withholding purposes.

Block 27 Enter the same amount entered in Block 18. This is the amount
which will be issued to the applicable State Department of Revenue
for state income tax withholding purposes. If the State has a
reciprocal agreement with Illinois (lowa, Kentucky, Michigan or
Wisconsin), enter the name of the State in the blank and cross out
theword lllinois. If anonresident foreign vendor, enter the country
of residence in the blank.

Block 28 Enter the amount from block 20 plus the amount from 20.1 if 20.1
reflects a contribution to Social Security. Thisisthe amount of the
warrant issued to the Social Security Administration Fund for the
employee's contribution.
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REFERENCE CONTENTS
Block 28.1 Enter the same amount entered in Block 20.1 if this reflects a

contribution to the Teachers Retirement System. Thisisthe amount
of the warrant which will be issued to the Retirement System for the
payee's retirement contribution.

Block 29 Enter the same amount entered in Block 22. The proper payee name
can be determined by reviewing the applicable instructions for tax
levies and garnishments issued by the Comptroller's Office.

Block 30 Enter "1" if federal tax withholding was based on monthly tables,
"2" if semi-monthly tables were issued, "3" if other than monthly or
semi-monthly tables were used, "4" for non-resident lottery
payments, "5" for payment to non-resident other than lottery
payment, "6" if the weekly tax tableisused, "7" if the bi-weekly tax
table is used, or "8" for nonresident foreign vendor payments.

Block 31 Enter the 4-digit detail object against which the amount in Block 34
isto be charged.

Block 32 Leave Blank.

Block 33 Leave Blank.

Block 34 Enter the total of the amounts appearing in Block 25, 26, 27, 28,
28.1and 29. (Thistotal must agree with the amount entered in Block
12)

Block 35 Agency use only.

Block 36 Enter

A) 1--if only Medicare is being withheld.
B) 2--if full FICA isbeing withheld.

C) 3--if the person has reached the maximum withholding;
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D) 4--if the C-02 represents a lottery prize; and

E) 5--if the employeeis exempt from both the Social Security and
Medicare withholding. A nonresident foreign vendor is
exempt.

Obtain approval signature and certifying signature. The date certified must be in the month-day-
year format (XX-XX-XX).

Forward the Schedule with the origina (Comptroller's) copy and Remittance copy of each
Contractual Service Voucher and attachments to the Comptroller for processing.



EXHIBIT 23.20.75-A

FORM C-02 Contractual Service Voucher (09-001)

Revised 5/08

STATE OF ILLINOIS
Neme and Location of State Agency or Institutions

2. Social Security Number a 8 Voucher No.

Placs X in biock
3 if thig is your
{lrst raquest for 6. Voucher Date.

peyment at this address,

7. Account Code

4. Payeo Nams — (Last-First-Middle) — and Address

8 a. State Cont. to Medicare Acct. #

8 b, State Cont. to Medicare Amount

9. Give complete description of sarvices rendered, rate of compensation, period of time covered and expenses incurred.

State State
Taxable Fed. Wlthholdinq Mar.J State | Tax Withheldin MC Medicare )
Income Ex. Tax Amou Ex. !Code Tax Amou Code Amount Code Amount Net Earnings
10. 13. 14, 15 | 16 | 17. 18, 19. 20. M. 22, 23,
11. Non-Taxable Ex,| Expenses: In block 11, enter the amount of non-taxable expenses | 19,1 | 20.1 Ret. Amt. 24,
you incurred for which you are allowed reimbursement under the '[etCd E"‘er é\n'.f’c?c”?%
tetms of the contractual agreement. fom
12. Sum of 25,
. Payee Warrant 23 and 24
Enter Sum of © Treasurer State of lllinois-————————  EmMer Amount 8
inoi - — Enter Amaunt 7.
Revenue IHinois Department of From 18
; _l Enter Amount 28
Social Sec Adm Fund Employee-— From 20
Frequency of Pay
, i Enter Amount 281
Disposition of Copies Enter Teachers’ Retirement Systgm-—r—-—- From 20.1
1. Comptroller 1-If Monthly
2, Agency 2-1f Semi-Monthly Enter Amount 29
3, Agency 3f Other From 22
4, Ramittance Copy 4-1f Non-Resident Lottary
5. Agency *Blf Non-Resident Commerclal
6. Retained By Payee &-Weokly . - -
7-Bi-Weakly Expenditure Object Obligation Number F |Add 25 thru 29
30. 3. 32. 33 34
35. For Agency Use Only 36. Spllli:dféglit’g:‘ing Certification of Receiving Agency
| certify that the goods or services specified on this voucher wers for the use of
this agency and that the expenditure for such goods or services was authorized
and lawfully incurred, that such goods or services meet all the required standards
set forth in the purchase agreement or contract to which this voucher relates; and
that the amount shown on this voucher is correct and approved for payment.
Date If applicable, the reporting requirements of section 5.1 of the Governor's Office of
Approved for Payment Management and Budget Act have been met.
Head of Unlt or Authortzad Agent Date {Date) Agency Head (Signatura)

—=>-
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ADDITIONAL PROCEDURES

DETERMINATION OF PAYROLLSAND PAY CODES

Each payroll must have a unique pay code. Agencies must request in writing the
assignment of a pay code. The request must contain the title of the payroll, if it is code or non-
code and the date on which it isto be paid. All changes to payroll titles must be approved by the
Comptroller's Office.

A payroll is defined as a group of employees from an agency that are paid on the same pay
schedule and appear on the same voucher. Since there can be multiple appropriations on a payroll
voucher file, aslong as each employee is charged to only one account, agencies have a great deal
of flexibility in determining how many payrolls they should have. Payroll codes are assigned by
the Comptroller's Office and must appear on each payroll voucher for employeesthat are assigned
to that payroll. Pay codes consist of a two-digit agency identifier and a three-digit payroll
identifier.

SUPPLEMENTARY PAYROLLS

The use of supplemental or "emergency" payrolls to pay employees omitted or processed
incorrectly on the regular voucher should be minimized and will require the approval of the
Comptroller's payroll section. Supplemental payrolls should be assigned the same pay code as
normally used for that group of employees and must be marked " Supplemental .”

FISCAL YEAR CUT-OFFS

Payroll vouchers (or warrants) may not be split between fiscal years. Therefore, bi-weekly
pay periods which overlap fiscal years are required to be paid out of the new fiscal year
appropriation. Payments from the previous year appropriations can be made throughout the lapse
period; although these payments must be for previous fiscal year earnings and must appear on a
separate voucher.



STATE OF ILLINOIS
OFFICE OF COMPTROLLER

SECTION PAYROLL PROCEDURE - PAGE NO.
23.50.10 20f5
SUB-SECTION SUPPLEMENTAL PROCEDURES AND EFFECTIVE DATE
REFERENCES July 1, 2020
PROCEDURE ADDITIONAL PROCEDURES REVISION NUMBER
21-001

TRANSFERRED EMPLOY EES

Employees transferring from one agency to another agency necessitate the submission of
new source documents. Employees transferring from one payroll to another payroll within an
agency do not require new source documents. However, the payroll voucher should identify this
change.

NEW EMPLOY EES

An Employee Address Certification form should be completed by all new employees prior
to processing their first payroll. A copy of this form should be submitted to the Comptroller’'s
Office prior to submitting their payroll voucher for agencies that do not submit electronic payroll
address files. An employee status code of four (4), indicating that thisis a new employee, and the
effective date should be entered on the payroll voucher file.

TERMINATED EMPLOY EES

No source documents are required. Terminated employeeswill be identified by entering a
one (1) inthe employee status codefield of the payroll voucher. After W-2'sare printed, employees
identified as terminated and employees with no activity in the previous calendar year will be
removed from the Comptroller's Master Payroll File.

MULTIPLE WARRANT PROCEDURE

Employees paid simultaneously from multiple appropriations (accounting codes) will
receive multiple payroll warrants in a pay period because one warrant cannot be charged to more
than one account. The employee's warrant stub will reflect total earnings and taxes withheld.
However, the Comptroller's system will only verify that the minimum taxes for the earnings
reflected on a particular warrant have been withheld. 1t is the agency's responsibility to determine
whether the sum of the Federal tax withholdings from each warrant meets minimum Federal
requirements for the total earnings paid the employee.
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DEDUCTION CORRECTION PROCEDURE

Erroneous deduction amounts can be corrected by debiting or crediting the employee's record
on asubsequent voucher, aslong as a sufficient balance remainsin the deduction trailer record to offset
negative entries (corrections for over-payments). This procedure should not be used to recover
retirement or credit union adjustments. Corrections resulting from voided warrants or warrants
generated for the wrong amount should be corrected through the salary refund system.

AUTHORIZED DEDUCTION COMPANY APPROVAL

Approval to deduct earnings from an employee's gross pay for a new vendor (insurance
company, credit union, etc.) must be obtained from the Comptroller's Office by written request
from that vendor. Upon approval, the Comptroller's Office will assign a payee code (actual code),
also known as amiscellaneous deduction code, to be used for further processing. Any new entities
that receive apayroll or retirement voluntary deduction must sign up for direct deposit during the
application process.

TRAILER RECORD PAYMENTS

The Comptroller's Office will make all payments for deductions withheld from employee
earnings. In accordance with amended 15 ILCS 405/9.03, all State payments to an entity from a
payroll or retirement voluntary deduction must be made through direct deposit. If an entity
receives a payment from a payroll or retirement voluntary deduction without using direct deposit,
the Comptroller may charge the entity a processing fee of $2.50 per paper warrant.

The detail information, such as names, identifiers, and amounts, associated with a State
payment to an entity from a payroll or retirement voluntary deduction must be retrieved by the
entity from the Comptroller's website at https://illinoiscomptroller.gov/vendors/enhancedvendor-
remittancel/. If the entity requiresthe Comptroller to mail the detail information, the Comptroller
may charge the entity a processing fee up to $25.00 per mailing.

RECIPROCAL TAXES

An employee who is a resident of lowa, Kentucky, Michigan, or Wisconsin should not
have lllinoisincome tax withheld from compensation even though that compensation may be paid
in Illinois. Under reciprocal agreements negotiated between Illinois and those states,
compensation paid to residents of those states is exempt from Illinois withholding. Such
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employees must file Form IL-W-5NR (a declaration of their residence in lowa, Kentucky,
Michigan, or Wisconsin) with the employing agency to be entitled to this exemption. See
Procedure 23.20.10. Employees from reciprocal states who have filed Form IL-W-5NR should
have their state withholding tax amount calculated using that state's tax formula or table.
Employees from states other than those found in Appendix A of Exhibit 23.20.50 must have
withholding calculated using the State of Illinois formula.

NONRESIDENT ALIENS

Salaries, wages, or any other compensation for the personal services of anonresident alien
employee performed in the United States are generally subject to withholding in the same manner
as wages paid to a U.S. citizen; however, many tax treaties provide at least a partial exemption
from tax for labor or personal services performed in the United States by a qualifying individual.
The employee must provide the employer with a statement to claim a treaty exemption from
withholding. Details of the statement content can be found in IRS Publication 515, Withholding
of Tax on Nonresident Aliens and Foreign Cor porations.

Special instructions for completing Form W-4 must be given to nonresident aliens. See
Procedure 23.20.05.

Compensation paid to a nonresident alien employee (other than aresident of Puerto Rico)
for services performed outside the United States is not considered wages and not subject to
withholding. If the personal services are performed partly in the United States and partly outside
of the United States, an allocation of income for services performed in the United States must be
made.

Payments subject to federal withholding are considered compensation paid in Illinois and
subject to Illinois withholding.

SOCIAL SECURITY NUMBER CORRECTIONS

When the Social Security Number on file in the Comptroller's Office is incorrect (and the
employee has been paid under the incorrect number), the agency must submit a letter to the
Comptroller's Office stating the incorrect Social Security Number, the correct Social Security
Number, the employee's name and the pay code for the employee.
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MOVING EXPENSE REIMBURSMENTS

Public Law 115-9, Tax Cuts and Jobs Act, suspended the exclusion for qualified moving
expense reimbursements from employee income beginning in tax year 2018 through the end of
2025. Moving expense reimbursements paid to employees are considered taxable wages subject
to Federal, State, FICA, Medicare, and retirement contribution withholdings.

Agencies paying moving expense reimbursements directly to an employee should submit
these payments on a payroll voucher. These payments were previously paid on a C-13 Payment
Voucher citing DOC 1249. The Illinois Office of Comptroller (I0C) has assigned Additional
Gross Code"8" as"Employee Moving Expense Reimbursements’. Thiscode should be used when
processing these payments. The additional gross code field is byte 167 of the 10C's payroll
voucher file layout. The amount of the additiona gross payment should be entered in bytes 168-
174.

Agencies paying moving expense reimbursements directly to a vendor on behalf of an
employee should continue to submit these paymentsto the |IOC's VV oucher Unit on a C-13 voucher,
using detail object code 1250. However, these reimbursements paid directly to a vendor are now
taxable to the employee. Agencies must enter the reimbursement paid to the vendor on the
employee's next payroll. The amount should be entered under the "Other Compensation Subject
to Withholding" field in bytes 248-254 of the IOC's payroll voucher file layout. This will deduct
applicable tax and accordingly report the taxable wages associated with the reimbursement.
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ADDITIONS AND DELETIONS OF RECEIPT ACCOUNTS (REVENUE SOURCES)

Requests for additions or deletions to the Receipts Chart of Accounts which appears in
Section 25.50.10 are initiated by the agency requesting the proposed changes. All applicable
sections of the “Chart of Accounts Maintenance and Inquiry” (Form C-45), as shown in Exhibit
25.20.30-B, must be completed and submitted to the Office of the Comptroller for review prior to
any changes being made to the Receipts Chart of Accounts.

For an addition, the agency will provide the Office of the Comptroller with a Form C-45
which hasall information required for an addition to the Receipt Chart of Accountsincluded onthe
form. If an agency must request more than one receipt account, it must submit aseparate Form C-45
for each request, or one Form C-45 with an attached list of accounts and required information.
Exhibit 25.20.30-C showsaproperly completed Form C-45 requesting an additional receipt account.

Requests for deletions to the Receipts Chart of Accounts also require the use of the Form
C-45. In the case of deletions, the box indicating “Delete” in Section | of the form should be
checked and the reason for the deletion explained in Section IV. As with addition requests, a
separate Form C-45 must be submitted for each request, or one Form C-45 with an attached list of
accounts and required information. Exhibit 25.20.30-D illustrates a completed Form C-45 for a
deletion request.

NOTIFICATION OF ADDITION OR DELETION OF RECEIPT ACCOUNTS (REVENUE
SOURCES)

After the“ Chart of AccountsMaintenance and Inquiry” Form C-45 has been received by the
Comptroller’ s Officeit will be reviewed and the agency notified of the action taken. If the request
has been approved, the* Chart of Accounts Maintenanceand Inquiry” Form C-45will bereturnedto
the requesting agency with notification of approval.

If the request has been denied, theform will be returned with aletter indicating the reason for
denying the request. Questions relating to the denial of arequest should be addressed to the State
Accounting Department.

PREPARATION OF THE FORM

Two copiesof the“ Chart of AccountsMaintenanceand Inquiry” form should be prepared to request
the establishment or deletion of a receipt account (revenue source). One copy of the form
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| should be sent to the Comptroller’ s Office, State Accounting Department and the other retained by
the agency.

If an agency isrequesting the addition or deletion of two or more receipt accounts (revenue
sources), a separate request form should be submitted for each account addition or deletion
requested, or one form with an attached list. However, one request applicable to receipts and one
request applicable to expenditures may be on the form for similar items.

Only those portions of the“ Chart of Account Maintenance and Inquiry” form used to add or
delete areceipt account (revenue source) are explained in this section. Other portions of the form
are explained in the appropriated section of the manual.

Exhibit 25.20.30-A isablank form which may be used to submit requestsfor an addition or a
deletion. Exhibit 25.20.30-B illustrates a blank form with the instruction reference numbers on it.
Exhibit 25.20.30-C contains acompl eted form requesting the addition of areceipt account (revenue
source). Exhibit 25.20.30-D illustrates acompleted form requesting the del etion of areceipt account
(revenue source). Theinstructionsfor completing the“ Chart of Accounts Maintenance and Inquiry”
form are:

(1) Enter agency name.

(2)  Enter date of request.

(3)  Enter agency address.

(4)  Enter name to whose attention approved C-45 should be returned.
(50 Mark Add box if an addition is being requested.

(6) Mark Delete box if adeletion is being requested.

(7)  For adds, indicate estimated annual receipts (not required).

(8  Always enter account code for deletions. A recommended account code may be
entered for additions, but it is not required.

(9)  Enter fund name and number into which receipts will be deposited.
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(10) Indicate source of receipts.

(11) Provide acomplete description and, if applicable, a statutory basis for the request.
(12) Signature of authorized agency official.

(13) Title of authorized agency official.

(14) Dateof signature.

(15) Typed or printed name of authorized official.

(16) Officia’stelephone number.
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0 SUB- SAMS
SOURCE SHORT NAME AGENCY|SOURCE[SOURCE| FUND|SOURCE
General Assembly General Assembly 101 000
Contribution to State by State Officers Contribution/State Officers Salaries 101 819 000 0001 | 1714
Miscellaneous Miscellaneous 101 861 000 0001 | 1121
Miscellaneous House Operation Minority 101 861 002 0001 1123
Miscellaneous Senate Operations 101 861 003 0001 1124
Miscellaneous District Office Allotment 101 861 004 0001 | 1125
Miscellaneous Maj Leadership & Research 101 861 010 0001 1126
Repayment to State Pursuant to Law Returned Petty Cash Fund 101 880 600 0001 | 1270
Subscription or Publication Sales Subscription or Publication Sales 101 888 000 0196 | 1289
Restitution Restitution 101 893 000 0001 | 2075
Auditor General Auditor General 103 000
Reimbursement of Audits Reimburse Audits-Fed Program 103 510 010 0001 | 0439
Reimbursement of Audits Reimburse Audits-Public Aid 103 510 478 0001 | 0441
Reimbursement of Audits Reimburse Audits-Local Funds 103 510 575 0342 | 0442
Miscellaneous Miscellaneous 103 861 000 0001 | 1121
Repay State/Jury Duty & Personal Phone Calls |Repay State/Jury Duty & Other Recoveries 103 877 000 0342 | 1228
Commission on Government Forecasting and [Comm. On Government Forecasting &
Accountability Accountability 105 000
Miscellaneous Miscellaneous 105 861 000 0001 | 1121
Repayment to State Pursuant to Law Returned Petty Cash Fund 105 880 600 0001 | 1270
Legislative Information System Legislative Information System 108 000
Repay State/Jury Duty & Personal Phone Calls |Repay State/Jury Duty & Other Recoveries 108 877 000 0001 | 1228
Legislative Audit Commission Legislative Audit Commission 109 000
Repay State/Jury Duty & Personal Phone Calls |Repay State/Jury Duty & Other Recoveries 109 877 000 0001 | 1228
Legislative Printing Unit Legislative Printing Unit 110 000
Miscellaneous Miscellaneous 110 861 000 0001 | 1121
[Rental-income Building-and-Space-Rentals 110 876 200 | 0001 | 1221
Repay State/Jury Duty & Personal Phone Calls |Repay State/Jury Duty & Other Recoveries 110 877 000 0001 | 1228
Legislative Research Unit Legislative Research Unit 112 000
Miscellaneous Miscellaneous 112 861 000 0001 | 1121
Legislative Reference Bureau Legislative Reference Bureau 115 000
Licenses, Fees or Registrations Copy Fees 115 855 100 0155 | 0939
Repay State/Jury Duty & Personal Phone Calls |Repay State/Jury Duty & Other Recoveries 115 877 000 0001 | 1228
Subscription or Publication Sales Subscription or Publication 115 888 000 0001 | 1289
General Assembly Retirement System General Assembly Retirement 131 000
Contributions by Employees Contributions/Current Year Service 131 812 100 0481 | 0573
Contributions by Employees Current Year/Employer 131 812 150 0481 | 0574
Contributions by Employees Contributions/Pior Year Service 131 812 200 0481 | 0576
Contributions by Employer Contributions by Employer 131 815 000 0481 | 0577
Contributions by Employer Contributions by Employer 131 815 000 0786 | 0577
Contributions from State Pension Fund Contrib/State Pension Fd 131 818 000 0481 | 0580
Employees Receivable & Repayment of
Refunded Contributions Employees Receivable 131 821 000 0481 | 0591
Interest Paid by Members Interest Paid by Members 131 849 000 0481 | 0869
Miscellaneous Miscellaneous 131 861 000 0481 | 1121
Sale of Investments Sale of Investments 131 882 000 0481 | 1286
Architect of the Capitol Architect of the Capitol 156 000
Licenses, Fees or Registrations Contract Administration 156 855 127 0149 | 0943
Miscellaneous Miscellaneous 156 861 000 0001 | 1121
Miscellaneous Miscellaneous 156 861 000 0149 | 1121
Private Organizations or Individuals Private Organizations or Individuals 156 870 000 0149 | 1200
Administrative Rules, Joint Comm. on Administrative Rules, Joint Comm. 167 000
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Repay State/Jury Duty & Personal Phone Calls |Reim/Jury Duty & Recoveries 167 877 000 0001 | 1228
Subscription or Publication Sales Subscription or Publication 167 888 000 0155 | 1289
Subscription or Publication Sales Books/Magazine & Periodicals 167 888 005 0001 | 1290
Supreme Court Supreme Court 201 000
Pro Rata Share of Expense-Counties Pro Rata Share Expense/Ctys 201 473 000 0001 | 0407
Federal Government Health & Human Services 201 831 075 0269 | 0618
Federal Monies Via Other State or Org State Justice Institute 201 840 010 0269 | 2420
Licenses, Fees or Registrations Clerk-Appearance Fees 201 855 040 0030 | 0927
Licenses, Fees or Registrations Clerk-Corporation Certificate 201 855 120 0030 | 0940
Licenses, Fees or Registrations Clerk-Court Opinion 201 855 130 0030 | 0944
Licenses, Fees or Registrations Clerk-Docket 201 855 150 0030 | 0950
Licenses, Fees or Registrations Access to Justice 201 855 174 0035 | 2448
Licenses, Fees or Registrations Appellate Court Clerk-Dist 1 201 855 176 0030 | 2378
Licenses, Fees or Registrations Appellate Court Clerk-Dist 2 201 855 177 0030 | 2379
Licenses, Fees or Registrations Appellate Court Clerk-Dist 3 201 855 178 0030 | 2380
Licenses, Fees or Registrations Appellate Court Clerk-Dist 4 201 855 179 0030 | 2381
Licenses, Fees or Registrations Appellate Court Clerk-Dist 5 201 855 180 0030 | 2382
Licenses, Fees or Registrations Foreign Language Interpreters 201 855 187 0597 1525
Licenses, Fees or Registrations Clerk-Contesting Elections 201 855 221 0001 | 2542
Licenses, Fees or Registrations Clerk-Copy Charges 201 855 226 0030 | 2543
Licenses, Fees or Registrations Clerk-Law License 201 855 360 0030 | 0990
Licenses, Fees or Registrations Clerk-Miscellaneous Certificate 201 855 420 0030 | 1020
Miscellaneous Miscellaneous 201 861 000 0001 | 1121
Private Organizations or Individuals Private Organizations or Individuals 201 870 000 0230 | 1200
Supreme Court Historic Prsrv Comm Supreme Court Historic Prsrv Comm 210 000
Fund Transfers General Revenue Fund 210 846 001 0428 | 0827
Miscellaneous Miscellaneous 210 861 000 0428 | 1121
Private Organizations or Individuals Private Organizations or Individuals 210 870 000 0428 | 1200
Product Sales Product Sales 210 872 000 0428 | 1214
Judges Retirement System Judges Retirement System 275 000
IRS Tax Levy IRS Tax Levy 275 588 000 0477 | 1379
Contributions by Employees Contributions/Current Year Service 275 812 100 0477 | 0573
Contributions by Employees Current Year/Employer 275 812 150 0477 | 0574
Contributions by Employees Contributions/Prior Year Service 275 812 200 0477 | 0576
Contributions by Employer Contributions by Employer 275 815 000 0477 | 0577
Contributions by Employer Contributions by Employer 275 815 000 0787 | 0577
Contributions from State Pension Fund Contrib/State Pension Fund 275 818 000 0477 | 0580
Employees Receivable & Repayment of
Refunded Contributions Employees Receivable 275 821 000 0477 | 0591
Interest Paid by Members Interest Paid by Members 275 849 000 0477 | 0869
Miscellaneous Miscellaneous 275 861 000 0477 | 1121
Other lllinois State Agency GA Retirement System 275 864 131 0477 | 1789
Sale of Investments Sale of Investments 275 882 000 0477 | 1286
Judicial Inquiry Board Judicial Inquiry Board 285 000
Repay State/Jury Duty & Personal Phone Calls |Repay State/Jury Duty & Other Recoveries 285 877 000 0001 | 1228
State Appellate Defender,Office of the State Appellate Defender 290 000
Fed Monies Via Other lllinois Agency Criminal Justice Trust Fund 290 840 488 0117 | 0724
Miscellaneous Miscellaneous 290 861 000 0001 | 1121
States Attorney's Appellate Prosecutor State Appellate Prosecutor 295 000
County Contribution County Contribution 295 816 100 0745 | 0578
County Contribution Public Labor Relations Act 295 816 300 0745 | 0579
Fed Monies Via Other lllinois Agency ICJIA-Drug Grant 295 840 007 0090 | 2505
Fines, Penalties or Violations Drug Asset Forfeiture 295 843 033 0951 1343
Fines, Penalties or Vio