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ITEM  23199.  CORRESPONDENCE WITH OTHER UNIT HEADS AND KEY HIGHWAY OFFICIALS 
FILE 
Records in paper and electronic formats concerning correspondence and reports of the head of 
Location and Surveys Unit with or to Board of Transportation members, State Highway 
Administrator, Chief Engineer, and other unit heads. 
DISPOSITION INSTRUCTIONS: Destroy in office after 5 years. 

ITEM  38020.  GLOBAL POSITIONING SYSTEM (GPS) STATE AND FEDERAL PROJECTS 
(ELECTRONIC) FILE 
Electronic data records concerning control used to adjust local networks. File includes data fields 
consisting of accuracy of closure, listing of x,y,z coordinates of new and existing control 
descriptions of points, and sketch showing where points are located. 
DISPOSITION INSTRUCTIONS: Purge data fields after project is complete. 

ITEM  23205.  LOCATION DETAIL MAPS FILE 
Location field survey maps used for transportation facility design and land acquisition. 
DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 

ITEM  23218.  PROJECT (STATE AND FEDERAL) FILE 
Records in paper and electronic formats created during the preconstruction phase of projects and 
used to establish the location of corridors and limits of right-of-ways. File includes memoranda 
regarding project survey decisions, property owner contacts, and other non-map data. 
DISPOSITION INSTRUCTIONS: Transfer project correspondence and reports related to the 
activities and decisions of the Location and Surveys Unit to the State Records Center 3 years 
after closing of the work order. Records will be held for agency in the State Records Center 4 
additional years and then destroyed. Destroy in office remaining records after the project 
construction is completed. 
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ITEM  23203.  GENERAL EQUIPMENT FILE 
Applications for vehicles assigned to the Location and Surveys Unit and lists of vehicles 
permanently assigned to employees. 
DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by General Schedule for State 
Agency Records (Vehicles File). 

ITEM  38021.  GLOBAL POSITIONING SYSTEM (GPS) STATE AND FEDERAL PROJECTS 
(PRINTOUT) FILE 
Computer generated printouts produced from Global Positioning System (GPS) State and 
Federal Projects Database (Electronic) File (Item 38020). Printouts list x,y,z coordinates of new 
and existing control descriptions of points and sketch showing where points are located. 
DISPOSITION INSTRUCTIONS: Item discontinued. All records destroyed. 

ITEM  23211.  OTHER HIGHWAY DEPARTMENTS' POLICIES, PROCEDURES, AND REPORTS FILE 
Correspondence, memorandums, directives, policies and procedures manuals, and reports 
issued by other highway departments. 
DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by General Schedule for State 
Agency Records (Received Directives, Reports, Policies, and Procedures File). 

ITEM  23221.  ROADWAY DESIGN PLANS FILE 
Proposed highway plans and profiles prepared by Roadway Design Unit. (Plans contain right-of-
way records.) 
DISPOSITION INSTRUCTIONS: Item discontinued. All records destroyed. 
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ITEM  35560.  PRIVATE ENGINEERING FIRM (PEF) PROJECT (STATE AND FEDERAL) FILE 
Records in paper and electronic formats concerning the selection of private engineering survey 
firms and the administration of contracts for survey work. File includes project correspondence, 
scoping minutes, cost estimates, technical information, contracts, contract fee schedules, PEF 
invoices, time sheets, and documentation of limited location survey services. 
DISPOSITION INSTRUCTIONS: Transfer scoping minutes, cost estimates, technical information, 
contracts, contract fee schedules, PEF invoices, time sheets, and documentation of location 
survey services to the State Records Center 3 years after closing of the work order. Records will 
be held for agency in the State Records Center 4 additional years and then destroyed. Destroy in 
office project correspondence and reports concerning activities and decisions of other highway 
departments when work order is closed. 

 

 

 

 

The following item will be discontinued. 
 

ITEM  35559.  GLOBAL POSITIONING SYSTEM (GPS) (STATE AND FEDERAL PROJECTS) FILE 
Correspondence, cost estimate and proposal records, and Technical Report Book that includes 
existing monumental control used to adjust local networks, accuracy of closure, listing of x,y,z 
coordinates of new and existing control description of points, and sketch showing where points 
are located. 
DISPOSITION INSTRUCTIONS: Item discontinued. All records destroyed. 
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ITEM  38022.  FINAL AND PRELIMINARY PROPERTY MAPS (ELECTRONIC) FILE 
Electronic records concerning preliminary and final maps prepared by the Project Data Support 
Group for the Attorney General's Office (Highway Section).  
DISPOSITION INSTRUCTIONS: Retain in office permanently. 

ITEM  23202.  FINAL PROPERTY MAPS FILE 
Records in paper and electronic formats concerning final inked maps prepared by Project Data 
Support Group for the Attorney General's Office (Highway Section). 
DISPOSITION INSTRUCTIONS: Retain in office permanently. 

ITEM  3130.  PROJECT PROPERTY CLAIMS (STATE AND FEDERAL PROJECTS) FILE 
Records in paper and electronic formats used by the Project Data Support Group to conduct 
property surveys and prepare property maps for use in court. File includes legal records, field 
survey data, input data sheets, and property survey maps. 
DISPOSITION INSTRUCTIONS: Transfer surveys data and surveys maps to the State Records 
Center when case is settled. Records will be held for agency in the State Records Center 7 
additional years and then destroyed. Destroy in office remaining records after closing of the work 
order 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. 
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