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Policy Summary: 
Effective database and statewide accounting system management practices suggest that organizations 
routinely archive older transactions and retain such transactions outside of the production environment.  
Accordingly, SAO has adopted an annual archiving methodology for PeopleSoft financials which 
generally requires that any transactions not associated with the current and prior two fiscal years is 
archived.   
 
The PeopleSoft vendor master file has not been subject to archiving project and as a result has continued 
to grow.  As of December 2011 it contained more than 400,000 active vendors.  This policy will 
implement an annual vendor purge process to remove these types of vendors consistent with the overall 
archiving methodology. 
 
Policy Requirements: 
Starting in March 2012 and continuing at the completion of each subsequent annual archiving project, 
SAO will purge the vendor master file of vendors that have not received a payment, been issued a PO, or 
have any other transaction within the production environment.  In general, this will remove any vendor 
that has not executed these types of transactions in the current and prior two fiscal years.  The process, 
however, will not remove any newly created vendors, those created in FY 2012, since the transactions for 
which they were created may not yet have been entered into PeopleSoft. 
 
General Procedures:  
N/A 
 
Authority: 
O.C.G.A Title 50, Section 5B, paragraph 3 which states: 
 
   (a) The state accounting officer shall: 
 
   (4) Prescribe and supervise the installation of any changes in the state accounting information systems 
necessary to secure and maintain internal control and facilitate the recording of accounting data for the 
purpose of preparing reliable, timely, and meaningful statements and reports; 
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   (5) Manage the state's accounting, payroll, and human capital systems; 
 
   (11) Develop processes and systems to improve accountability and enhance efficiency for disbursement 
of funds and management of accounts payable. 
 
Applicability: 
Primarily applies to the statewide vendor master file contained within statewide accounting system.  
However, entities using another accounting system should implement a similar process and purge vendors 
with which the State does not routinely do business. 
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