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ITEM  17904.  ANNUAL REPORT FILE 
Annual reports to the National Highway Traffic Safety Administration evaluating the past year's 
highway safety projects. 
DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 

ITEM  17899.  CLOSED PROJECT/GRANT FILE 
Records concerning funds allocated and approved by the National Highway Traffic Safety 
Administration. File includes project grant agreements, quarterly progress reports, change 
requests, monthly enforcement data reports, out-of-state travel requests, claims, invoice/expense 
documentation, and correspondence. File also includes final accomplishment reports, final 
claims, final invoice/expense documentation, and other related records. 

DISPOSITION INSTRUCTIONS: Destroy in office 5 years after close of federal funding year. 
Destroy records currently held in the State Records Center as of 4/1/16 5 years after date of 
record. 

ITEM  17898.  CURRENT PROJECT/GRANT FILE 
Records concerning funds allocated and approved by the National Highway Traffic Safety 
Administration. File includes project grant agreements, quarterly progress reports, change 
requests, monthly enforcement data reports, out-of-state travel requests, claims, invoice/expense 
documentation, correspondence, and other related records. 
DISPOSITION INSTRUCTIONS: Transfer to Closed Project/Grant File (Item 17899) when closed. 

ITEM  17902.  DISAPPROVED PROJECTS FILE 
Records concerning projects not approved. File includes grant applications not approved for 
funding. 
DISPOSITION INSTRUCTIONS: Destroy in office 5 years after close of federal funding year. 

ITEM  17883.  FEDERAL VOUCHER FILE 
Records concerning Grants Tracking System Highway Safety federal vouchers rendered to 
Baltimore office of National Highway Traffic Safety Administration for reimbursement. File 
includes base year data and federal vouchers. 
DISPOSITION INSTRUCTIONS: Destroy in office 5 years after close of federal funding year if no 
litigation, claim, audit, or other official action involving the records has been initiated. If official 
action has been initiated, destroy in office after completion of action and resolution of issues 
involved. 

ITEM  49681.  GOVERNOR'S DRIVING WHILE IMPAIRED (DWI) TASK FORCE FILE 
Records in paper and electronic formats, including e-mail, concerning the creation and 
administration of the Driving While Impaired Task Force. File includes reports, activities, 
correspondence, legislation, General Assembly bills, meetings, public hearings, awards, and 
other related records. 
DISPOSITION INSTRUCTIONS: Print electronic records and interfile with related paper records. 
Destroy in office electronic versions of records when reference value ends. Transfer paper 
records after 5 years to the State Records Center for immediate transfer to the custody of the 
Archives. 

ITEM  17905.  HIGHWAY SAFETY PLAN FILE 
Annual reports to the National Highway Traffic Safety Administration regarding proposed highway 
safety projects eligible for federal funding. File also includes mid-year revisions. 
DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 



DEPARTMENT OF TRANSPORTATION 
COMMUNICATIONS OFFICE 
GOVERNOR'S HIGHWAY SAFETY PROGRAM 

 

2 

ITEM  17896.  PROJECT STATUS REPORT FILE 
Records concerning Grants Tracking System Highway Safety federal vouchers rendered to 
Baltimore office of National Highway Traffic Safety Administration for approval. File includes plan 
cost summary and cost summary reports. 
DISPOSITION INSTRUCTIONS: Destroy in office 5 years after close of federal funding year if no 
litigation, claim, audit, or other official action involving the records has been initiated. If official 
action has been initiated, destroy in office after completion of action and resolution of issues 
involved. 

ITEM  17913.  PROMOTIONAL AND EDUCATIONAL MATERIALS INVENTORY FILE 
Records concerning promotional and educational materials sent to outside groups. File includes 
inventories and listings of individuals receiving the materials. 
DISPOSITION INSTRUCTIONS: Destroy in office after 2 years. 
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ITEM  17901.  CLOSED PROJECT BILL FILE 
Bills that have been received and paid with total cost of project included. 
DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to Closed 
Project/Grant File (Item 17899). 

ITEM  17900.  CURRENT PROJECT BILL FILE 
Documents submitted by recipients of funds, including cost breakdowns by categories and project 
numbers. 
DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to Current 
Project/Grant File (Item 17898). 

ITEM  17866.  GOVERNOR'S HIGHWAY SAFETY COMMISSION MINUTES FILE 
Minutes of the Governor's Highway Safety Commission with related memorandums and 
attachments. 
DISPOSITION INSTRUCTIONS: Item discontinued. All records destroyed. 

ITEM  17903.  GOVERNOR'S HIGHWAY SAFETY PROGRAM NEWSLETTER FILE 
Working file for upcoming newsletters and back issues of past newsletters. File includes articles 
in progress and layout sheets. 
DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to 
Promotional and Educational Materials Inventory File (Item 17913). 

ITEM  17910.  GOVERNOR'S HIGHWAY SAFETY PROGRAM PROJECT CORRESPONDENCE FILE 
Correspondence dealing with projects administered by the Governor's Highway Safety Program. 
DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to Current 
Project/Grant File (Item 17898). 

ITEM  17871.  NATIONAL HIGHWAY TRAFFIC SAFETY ASSOCIATION/FEDERAL HIGHWAY 
ADMINISTRATION ORDER 402-10 FILE 
Guidelines for the use of 402 funds, eligibility requirements, and procedures for submitting 
supplemental training information, with related memorandums and forms. 
DISPOSITION INSTRUCTIONS: Item discontinued. All records destroyed. 

ITEM  17916.  QUARTERLY PROGRESS AND FINAL ACCOMPLISHMENT REPORTS FILE 
Completed quarterly progress and final accomplishment reports for projects. 
DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to Current 
Project/Grant File (Item 17898). 
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