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ITEM  40626.  ADMINISTRATIVE FILE 
Electronic records concerning the administration and operations of the unit. File includes 
memoranda, statistical reports, management studies, e-mails, and other related records. 
DISPOSITION INSTRUCTIONS: Destroy e-mails after 5 years. Destroy in office remaining 
records after project is accepted by State Construction Office. 

ITEM  3117.  CAPITAL IMPROVEMENTS (ACTIVE WORK ORDER) PROJECTS FILE 
Records in paper and electronic formats concerning land and buildings leased and/or owned by 
Department of Transportation. File includes correspondence, inspection reports, survey reports, 
test reports, architectural and engineering designs, contracts, and other related records. File also 
includes CADD files, constructions reports, photos, informal contract documents, and emails. 
DISPOSITION INSTRUCTIONS: Transfer to Capital Improvements (Inactive Work Order) 
Projects File (Item 40628) when project is completed. 

ITEM  40628.  CAPITAL IMPROVEMENTS (INACTIVE WORK ORDER) PROJECTS FILE 
Records concerning land and buildings leased and/or owned by Department of Transportation. 
File includes correspondence, inspection reports, survey reports, test reports, architectural and 
engineering designs, contracts, and other related records. 
DISPOSITION INSTRUCTIONS: Destroy paper records in office after 3 years. Destroy electronic 
records in office after project is accepted by State Construction Office. 

 

 

 

The following item will be discontinued. 
ITEM  40633.  JOB REPORT (FORM FR-11T) FILE 

Reports used to collect cost accounting information on labor, equipment, materials, and work 
accomplished. Reports list names of departments and counties where employees and equipment 
assigned, dates, work order numbers, employees' work time, equipment work time, materials 
used from inventory, and other related data. 
DISPOSITION INSTRUCTIONS: Item discontinued. All records destroyed. 
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