






DEPARTMENT OF TRANSPORTATION 
DIVISION OF HIGHWAYS 
RIGHT-OF-WAY BRANCH 
DIVISION OF RIGHT-OF-WAY OFFICES 

ITEM   16555.  DIVISION RIGHT-OF-WAY AGENT'S CORRESPONDENCE FILE.   
 Division right-of-way agent's correspondence with the manager of Right-of-Way Branch,  
 administrative assistant, training officer, and other unit heads. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 4 years. 
ITEM   16562.  RIGHT-OF-WAY STATE AND FEDERAL-AID PROJECTS FILE.   
 Correspondence, reports, and other information concerning the overall management of right-of-way  
 projects. File includes or concerns agents' project reports, utility records, records of rental and sale of 
  buildings, records of demolition and removal of buildings, claims, and appraisal records. 

 DISPOSITION INSTRUCTIONS: Destroy State Right-of-Way Records in office 10 years after completion  
 of project and Federal Right-of-Way Records 10 years after payment of final voucher by Federal  
 Highway Administration. Retain Project Report in office permanently. Destroy State Utility Records in  
 office 10 years after completion of project and Federal Utility Records 3 years after payment of final  
 voucher by Federal Highway Administration. Transfer Rent on Buildings Records to the Area  
 Relocation Office and incorporate into the County Relocation File. Destroy State Sale of Buildings  
 Records in office 3 years after completion of project and Federal Sale of Buildings Records 3 years  
 after payment of final voucher by Federal Highway Administration. Destroy State Demolition Records in 
  office 3 years after completion of project and Federal Demolition Records 3 years after payment of  
 final voucher by Federal Highway Administration. Retain claim, deeds, agreements, and consent  
 judgments in office permanently. Destroy State Appraisal Records in office 10 years after completion  
 of project and Federal Appraisal Records 10 years after payment of final voucher by Federal Highway 
  Administration. 

ITEM   16563.  RESIDUE CARD FILE.   
 Card file listing information concerning the appraisal and acquisition of surplus property acquired in the 
  purchasing of right-of-way parcels. Each card lists county project number, owner's name, deed date, 
  recorded book page number, approximate location, approximate size and shape, highway footage,  
 limited access data, improvements, encumbrances, and present use. 
 DISPOSITION INSTRUCTIONS: Retain in office permanently. 
ITEM   16564.  RIGHT-OF-WAY AGENT'S STATUS REPORTS FILE.   
 Right-of-way agent's status reports submitted monthly to the right-of-way manager concerning  
 acquisitions for sewer, street, sidewalk, and park projects. Each report concerns project name,  
 project owner's name, total footage acquired, date map received, and related information. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 5 years. 
ITEM   16565.  RIGHT-OF-WAY AGENT'S MONTHLY CLAIM REPORTS FILE.   
 Right-of-way agent's monthly claim reports submitted to the right-of-way manager. Reports list  
 projects of contracts that have been awarded outstanding claims and claims for which right-of-way  
 acquisitions have commenced prior to the award of the contracts. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 5 years. 
ITEM   16566.  ENCROACHMENT CONTRACT (COUNTIES) FILE.   
 Records concerning agreements with utility companies regarding provisions for the encroachment of  
 utilities on right-of-way property. File includes encroachment contracts, encroachment plans, and all  
 related correspondence and reports. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 5 years. 
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