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Date Processing Documents Received

DPOI Audit (Balance Control) Reports AR65BLCE
AR series

Daily 12M 12M
Month End 2Y 2Y

DP04 Sales by Customer 2Y 2Y
OE301B00 Yearly

DP11 Accounts Receivable Subsidiary Ledger 2Y 2Y
AR99PH01 Daily (microfiche)

DP12 Pay History Invoice Details lY IY
ARPHAV (microfiche)

DP14 Accts . Receivable Balance Rpt . (monthly) 1Y 1Y
AR80RBAL

Control Records

CR01 Year to date Index of Invoices 5Y 5Y
AR52YIIM monthly (microfiche)

Series

SE02 Cash Application (Lock Box) 2M 2M
document copies C by date

SE03 Credit Report Files

aar2eas . By area, A by Account .
Current Maintain Maintain
Outdated . . Dssaeay 6Y 6Y

SE07 Navy Resale, AAFES, Fleet Acct ., 2Y 2Y
Food Lion check (photo copies)

SE08 Pricing, Terms and Allovance, and 2Y 2Y
Promotion information

SE09 General Ledger Reconciliatian 1Y 1Y

RETENTION CODES: Y.Year, M-Month, W=Week, D=Day .
SEOUENCE CODES : A=Alohabetic . CwChronoloaie, N.Numerie
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SE10 Accounts Receivable Adjustments

(Balancing Copies) 60D 60D
(Open customer file) - close to
Section 8635 SE04, general files
when paid .

SE11 Bank application statistics 1Y 1Y

SE12 Wire transfer confirmations 90D 90D

SE13 Bill-To, Ship-To, Pay-Source records
added-government accounts .

Active maintain aaintain
Deleted destroy destroy

SE14 Past due invoice and AR adjustment Rpt . 2Y 2Y
AR8gD0E

SE15 Doubtful Accounts Receivable Files
Open maintain 'maintain
Closed 'lYA+ ?Y`d

SE16 Volume Summary by Terms Percentage 2Y 2Y
OR51MVTP (monthly)

SE17 DAR Loss/Recovery List (annual) l0Y l0Y

SE1g AR Daily Balance Control (P .C .) 1Y 1Y

Reports Issued

RI01 Cash Totals report 1Y 1Y

R102 Trade Receivables Report 1Y LY

Publications Issued

P101 Credit Department Policy Manual
Current maintain - maintain
Outdated destroy _ destroy

RETENTION CODES : Y=Year, N-Month, W=Week, D=Day '
_ SE OENCH CODES : Aa11 habetic C=Chromlo ie Ndlumeric
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