




DEPARTMENT OF TRANSPORTATION 
DIVISION OF HIGHWAYS 
DESIGN SERVICES UNIT 

ITEM   3123.  ADMINISTRATIVE CORRESPONDENCE FILE.   
 Record and reference copies of all correspondence of the Unit Head with Board of Transportation  
 members, the Highway Administrator, Assistant Highway Administrator, Chief Engineer, Assistant  
 Chief Engineers, Branch Managers, and other Highway Division Unit Heads. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 5 year(s). Records will be  
 held for agency in the State Records Center 5 additional years and then transferred to the custody of  
 the Archives. 

ITEM   3124.  PUBLIC HEARING MAPS (STATE PROJECTS) FILE.   
 Record copies of plans, aerial mosaics, and topographic maps for state projects. The maps are used  
 to conduct corridor and design public hearings. 
 DISPOSITION INSTRUCTIONS: Keep in office all maps of two-lane road construction on four-lane right  
 of way until additional lanes have been constructed, then transfer to the State Records Center after  
 Final Estimate payment to the contractor. Records will be held for agency in the State Records Center  
 3 additional years and then destroyed. Keep all other maps in office until Final Estimate payment to the  
 contractor, then transfer to the State Records Center. Records will be held for agency in the State  
 Records Center 3 additional years and then destroyed. 

ITEM   3125.  PUBLIC HEARING MAPS (FEDERAL AID AND INTERSTATE PROJECTS) FILE.   
 Record copies of plans, aerial mosaics, and topographical maps for all federal aid and interstate  
 projects. The maps are used to conduct corridor and design public hearings. 
 DISPOSITION INSTRUCTIONS: Keep in office all maps of two-lane road construction on four-lane right  
 of way until additional lanes are constructed, then transfer to the State Records Center. Records will  
 be held for agency in the State Records Center 5 additional years and then transferred to the custody  
 of the Archives. Keep all other maps in office until Final Estimate payment to the contractor, then  
 transfer to the State Records Center. Records will be held for agency in the State Records Center 5  
 additional years and then transferred to the custody of the Archives. 

ITEM   3126.  PROJECT LET FILES (FEDERAL AND STATE) FILE.   
 Reference copies of project reports and computations for all preliminary project planning. 
 DISPOSITION INSTRUCTIONS: Keep reports of federal aid projects in office until Final Voucher payment 
  by FHWA. Transfer to Inactive Files Section (Records Management Branch). Keep reports of state  
 projects in office 90 days after Construction Unit's notification of Final Estimate payment to the  
 contractor. Transfer to Inactive Files Section (provided that no claims are outstanding). 
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