




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

ITEM   16466.  POLICIES AND PROCEDURES FILE.   
 Policies and procedures issued by the Right-of-Way Branch to establish standards and to direct  
 procedures concerning all phases of right-of-way activities. Information includes or concerns policies  
 pertaining to appraisal and acquisition of right-of-way property, acquisition of local surfacing material  
 to be used in construction, negotiations for the adjustment of utility facilities, the processing of  
 contracts covering encroachments on highway right-of-way, sale or rental of highway surplus  
 property, relocation and reimbursement of property owners on the right-of-way, and all related right- 
 of-way activities. 
 DISPOSITION INSTRUCTIONS: Retain one complete set in office permanently. Destroy in office  
 remaining copies when superseded or obsolete. 

ITEM   16467.  UNIT HEADS AND KEY HIGHWAY OFFICIALS CORRESPONDENCE FILE.   
 Correspondence and reports concerning the Board of Transportation, the highway administrator,  
 assistant highway administrator, chief engineer, assistant chief engineer, and other officials.  File  
 concerns overall planning, funding, management, and status of projects, compliance with Federal  
 Highway Administration policies and procedures, development of highway programs, and other related 
  subjects. File also includes all reports prepared by the right-of-way manager as directed by key  
 highway administrators. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 6 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   16471.  LEGISLATION FILE.   
 State and federal laws concerning the operations of the Right-of-Way Branch. File includes working  
 papers of the right-of-way manager concerning proposed legislation and correspondence with the  
 Attorney General's Office and Highway Division concerning interpretation of laws in regard to  
 property rights, utility encroachments, and other right-of-way activities. 
 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   16473.  IDENTIFICATION CARDS FILE.   
 Branch employees' photographs. File includes identification information used to prepare laminated  
 identification cards. 
 DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 
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