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ITEM  27443.  ADMINISTRATIVE CORRESPONDENCE FILE 
Correspondence and memoranda of the Purchasing Officer. File includes administrative 
correspondence, policy and procedure memoranda and directives, reports, inter-departmental 
correspondence, association and committee correspondence, and other related information. 
DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 

ITEM  27444.  AGGREGATE BIDS TABULATION FILE 
Forms showing tonnage of fine and coarse aggregates delivered to district engineers and road oil 
supervisors. 
DISPOSITION INSTRUCTIONS: Destroy in office after 5 years. 

ITEM  27465.  PRODUCT INFORMATION REPORTS FILE 
Product information reports from Equipment Unit concerning efficiency of equipment. 
DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 

 
 

 

 

 

The following items will be discontinued. 

ITEM  28024.  PROPOSALS AND CONTRACTS FILE 
Proposals and contracts concerning bids received from vendors for complete custodial operation 
and maintenance of rest areas and janitorial contracts for Department of Transportation facilities, 
highway grass mowing services, and bridge tending. 
DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for 
State Agency Records (Bids File; Contracts, Agreements, and Leases File). 

ITEM  27471.  TRAFFIC MANAGER'S PROGRAM FILE 
Correspondence and materials concerning the purchasing of aggregates, asphalts, and various 
other chemicals and materials. 
DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for 
State Agency Records (Procurements and Purchasing File). 

ITEM  3069.  TRANSMITTAL SHEETS FILE 
Records concerning purchases made by field personnel in emergency circumstances and 
purchases of contract invoice items. File includes transmittal sheets, invoices, correspondence, 
and other related materials. File also includes transmittal sheets covering division and department 
utility bills. 
DISPOSITION INSTRUCTIONS: Item discontinued. All records destroyed. 
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