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Disposition of Job Records 

Construction Manual Chapter 5-104 Final Construction Project Records, states that all job 
records concerning payments made and materials furnished are retained for a specific period of 
time in the permanent record centers. 

On projects that include structures and roadway work, job files and records will be consolidated 
and filed by the District responsible for administrating the contract. This procedure is necessary 
to ensure all project documents will be filed together and be readily available in the event of an 
audit or other needs. 

Upon completion of the contract and/or departure of the Structure Representative, all job records 
(including but not limited to: field books, concrete pour records, and survey notes) shall be 
transferred to the Resident Engineer with a transmittal memo. A copy of the transmittal memo 
should also be sent to the Sacramento Headquarters Offices of Structure Construction (see 
Attachment 1 for a sample). A copy of this signed memo should be filed in Category 63 -
‘Project Completion Documents’. 

Any duplicate records already obtained and filed by the Resident Engineer may be discarded. 

Shop drawings, falsework calculations and any other contract drawings should be filed in 
Category 12 in the uniform filing system. Bar reinforcing placement sheets need not be kept 
unless deemed necessary by the Resident Engineer or Structure Representative. 

Pile records are to be disposed of in accordance with instructions contained in Bridge 
Construction Memo 3-7.0, Pile Records. 
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Memorandum
To: 

Resident Engineer 
Date:  

Job Stamp:  

From: DEPARTMENT OF TRANSPORTATION 
DIVISION OF ENGINEERING SERVICES 
Office of Structure Construction 

Subject: Disposal of Job Records 

In accordance with Bridge Construction Memo 9-6.0 of the Bridge Construction Records 
and Procedures Manual, please find enclosed the Job Records of the Structure Items 
for the above mentioned contract. 

If you have any questions, please call <Structure Rep> at <phone number>. 

Sincerely, 

Structure Representative 

Received by: 

Resident Engineer 

cc: Project Category 63 
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