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No.

Description ' ~ Retention

1. | STATE DOCUMENTS FILE:

2. | IEGISIATIVE FILE:

and Fiscal Serv1ces.

- 3. { CARD INDEXES:

sponsors' names.

Comprised of two sections.
pondence with the Administrative Executive and Legisla-
tive Review Committee while the second section, arranged
alphabetically by name of board or commission, contains
correspondence and copies of proposed regulations
affecting this department.

FCopies of proposed legislation and correstndence Retain for five (5) years,
between the Department of Fiscal Services, the boaxrds then destroy.
and commissions and the Coordinator of Administration

The indexes to the Legislative File (item 2 above). The| Retain for ten (10) years,
alphabetical card index contains the title of the legi~ | then destroy.

slation, the bill or resolution number, a brief
description of the main points of the legislation and

4. | GENERAL ADMINISTRATIVE FILE:

Letters, reports, legislation, memoranda, charts and Retain for five (5) years,
niscellaneous materials which reflect the routlne then destroy.
operations of this office.

The first contains corres-

-

Retain permanently.
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