






OFFICE OF THE GOVERNOR 
OFFICE OF STATE BUDGET AND MANAGEMENT 
SUPPORTIVE SERVICES 

ITEM   1528.  CAPITAL IMPROVEMENT (PAPER COPIES) FILE.   
 Record copies of standard budget forms submitted in paper form from agencies and institutions  
 which are under the fiscal jurisdiction of the Office of the State Budget. Arranged numerically by  
 budget code number. Amended 12-1-03. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center 1 year after project is  
 closed. Records will be held for agency in the State Records Center 9 additional years and then  
 transferred to the custody of the Archives. Transfer records currently stored in the State Records  
 Center to the custody of the Archives immediately. Remove and destroy Requisition for Funds  
 (BD 301), Capital Improvement Allotment (BD 303/625), Voucher Register A/c Classification  
 (Capital Improvement Fund) (BD 8021), and Receipts Register A/c Classification (Capital  
 Improvement Fund) (BD 8051). Retain Capital Improvement Appropriation Advice (BD 306),  
 Monthly Report on Capital Improvement (BD 725), Voucher Register (BD 801), Receipts Register  
 (BD 804), and all correspondence. Destroy budget analyst copies if superseded by a new report.  
 Destroy Voucher Register A/c Classification (Capital Improvement) (BD 8021) and Receipts  
 Register A/c Classification (Capital Improvement) (BD 8051) after project is closed for agencies  
 which submitted reports on microfiche. Retain microfilm in the Archives vault permanently. 
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