




DEPARTMENT OF THE SECRETARY OF STATE 
OFFICE OF THE CHIEF DEPUTY 

ITEM   15621.  RECEIPTS AND INVOICES FILE.   
 Receipts and invoices received and dispersed during the normal operation of the office. 
 DISPOSITION INSTRUCTIONS: Function and records transferred to Budget and Finance  
ITEM   43494.  CORRESPONDENCE FILE.   
 Administrative and management correspondence written and received by the office. File includes  
 letters, memorandums, policies, procedures, program correspondence, and other related records. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center when administrative value  
 ends. Records will be held for agency in the State Records Center 5 additional years and then  
 transferred to the custody of the Archives. 
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