Cross Divisional Retention Schedule

Types of Trigger:

Description Office Responsible Retel Retention Exceptions
P Select Most Applicable P! P
These records document the NDOT agreement process as part of a larger project
with an assigned engineer authorization project number (EA#). The records may | Retain for six (6) calendar .
) _ ) Agreement Services
) . include but are not limited to pre-award request records (i.e. request for proposal |years from the end of the NRS 11.190 (b) - Statute . . ) o . . " .
with Engineer . . . . . . . 1. Agreement Services is responsible for beginning the retention disposition process, in
2025001 3 [RFP], request for quote [RFQ], etc.) with supportive documentation, the executed | calendar year in which... |1.®@he final voucher is approved. Destroy Securely of Limitations on an o ) o ) ) o
(EA)/Project Numbers ) . ) 3 2. Division Requesting Agreement coordination with applicable divisions and the Records Management
agreement with all supportive records |based on one of the trigger Instrument in Writing Section
with supportive i and related events listed. :
correspondence.
These records document the NDOT agreement process when not a part of a larger
R N s Retain for six (6) calendar N
project. The records may include but are not limited to pre-award request records Agreement Services
Agreements Not Associated with Engineer (i.e. request for proposal [RFP], request for quote [RFQ] etc.) with supportive years from the end of the NRS 11,190 (b) - Statute 1. Bgreement Services is responsible for beginning the retention disposition process, in
2025002 g o 3 8 €. req 3 prop! » Teq _q o Pe 3 calendar year in which... |1.@he closing documentation was issued. Destroy Securely of Limitations on an . g 3 ) p ) ) € ) g e P p ’
Authorization (EA)/Project Numbers doct the executed ag with all supportive documentation, based on one of the trigger |nstrument in Writin 2. Division Requesting Agreement coordination with applicable divisions and the Records Management
agreement management records with supportive documentation, associated . nuntng Section.
N events listed.
doct and related corr
Operational Need -
These records document solicited/unsolicited proposals, not involving the Retain for one (1) calendar Agreement Services and Exceptions to this retention: Proposal
payment of a stipend to the proposer(s), and not resulting in the execution of an ear from the end of the associated Division(s) Agreement Services records must be retained to adequately
Unsolicited/Unsuccessful Procurement Proposals agreement with NDOT. The records may include but are not limited to v ) . L . . require access to the 1. Agreement Services is responsible for beginning the retention disposition process, in address future construction projects.
2025003 L N X N . calendar year in which... |1.®he notification of denial was issued. Destroy Securely o X - o . - o .
and/or Cancelled (s propt with supportive documentation, denial based on one of the trigger identified records for the |2. Bssociated Division coordination with applicable divisions and the Records Management Please refer to the Division specific
pre i i ing TRDA events listed g retention time period Section. retention schedule for additional
2025004), and related : identified to meet information.
procurement needs.
NRS 333 - proposals are
confidential until award is
issued. The identified Agreement Services
The records document proposals submitted to NDOT for advertised procurements | Retain until... Based on
R o N L o retention allows NDOT to [ 1. Bgreement Services is responsible for beginning the retention disposition process, in
2025004 [Cancelled Procurement Proposals (Agreements) that have been cancelled. The records may include but are not limited to one of the trigger events 1. The Notification of Cancellation is issued. Destroy Securely . o o ) ) o
protect proposals that will| 2. Bssociated Division coordination with applicable divisions and the Records Management
proposals with supportive documentation. listed.
never be awarded due to Section.
the cancellation of the
procurement
Operational Need -
Agreement Services and
These records icif icited prop , involving the payment of| Retain for fifteen (15) associated Division(s) 5
1 q a 2 " Agreement Services
e a stipend to the proposer(s), but not result in the execution of an agreement with | calendar years from the require access to the . . ) o . . " .
Unsuccessful Procurement Proposals - Paid Stipend . . ) . . P . : . . 1. Agreement Services is responsible for beginning the retention disposition process, in
2025005 NDOT. The records may include but are not limited to proposals with supportive  |end of the calendar year in | 1. Fhe notification of denial was issued. Destroy Securely identified records for the X o SR . o
(Agreements) . . N . . ) . o . 2.Bssociated Division coordination with applicable divisions and the Records Management
denial financial which... based on one of retention time period Section
and related cor the trigger events listed. identified to meet :
construction project
needs.
Operational Need -
These records document the industry outreach processes that does not result in Agreement Services and
B N Retain for four (4) calendar| N o N
the award of an agreement. The records may include but are not limited to ears from the end of the associated Division(s) Agreement Services
Industry Outreach Procurements - No Award request for information (RFI) records with supportive documentation, request for v require access to the 1. Bgreement Services is responsible for beginning the retention disposition process, in
2025006 o ) . ) ) ) calendar year in which... [1.The submittal period is closed. Destroy Securely . - . o o ) ) o
(Agreements) qualification (RFQ) records with supportive documentation (not associated with based on one of the trigger identified records for the |2.&ssociated Division coordination with applicable divisions and the Records Management
an EA or project), special bulletins, associated documentation, and related events listed retention time period Section.
correspondence. ) identified to meet
procurement needs.
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Accounting
Agreement Services

Architecture
These records document the NDOT contract process utilizing Federal and State of

Contract Services
Nevada funding sources and are associated with Engineer Constructabilit
Authorization(EA)/project numbers. The records may include but are not limited to N N ¥ B N - N Exceptions to this retention: As builts,
) ) . . . . Design Services/Roadway Design Construction Administration ) .
pre-construction records with supportive documentation, the executed contract |Retain for six (6) calendar ) encroachment permits, and right of way
Federal and State Funded Project Contracts District 1 Applicable District
B N o R with all proposal and supportive years from the end of the NRS 11.190 (b) - Statute - N records that must be maintained to ensure
with Engineer (EA)/Project ) ) . . . ) ) . District 2 Contact Services ) o
2025007 contract records with supportive documentation, |calendar year in which... [1.@he final voucher is approved. Destroy Securely of Limitations on an ) N o . . . . continued access to vital infrastructure
Numbers District 3 is responsible for beginning the retention disposition process, in
contract compliance and governance records with supportive documentation, based on one of the trigger Instrument in Writing N L N N o information. Please refer to the Division
) ) ) y ) . Environmental coordination with applicable divisions and the Records Management . ) L
post construction records with supportive documentation, funding events listed. ) specific retention schedule for additional
Financial Management Section.
documentation, funding bonds with supportive documentation, contract Hydrautics information.
accounting records with supportive { i i A
Maintenance and Asset Management
and related correspondence. )
Right-of-Way
Specifications
Structures

Exception to this Retention: Any internally

. - Retain for one (1) calendar . The Director’s Office - Transportation Policies (TPs) o

These records consist of policies, procedures, or standards developed by NDOT. Operational Need - These o ; . developed policies, procedures, or
year from the end of the The Division responsible for the creation and use of the record

The records may include Department wide Transportation Policies (TPs), Division records document a All Divisions, Districts, Sections, etc. of standards that are applicable to projects or

2025008 |Internal Policies, Procedures, or Standards o o ) ) . calendar year inwhich... |1.The policy, pi , or standard is st ) Destroy Securely ) is responsible for beginning the retention disposition process, in ) . e

or District policies or internal or business and ) operational need for NDOT o ) . o are required to maintained a differing
based on one of the trigger coordination with applicable divisions and the Records Management

associated documentation. NDOT. amount of time due to State or Federal
events listed. Section.

regulation or statute.
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