
 

 STATE OF COLORADO 
DEPARTMENT OF TRANSPORTATION 
Office of Government Relations 
4201 East Arkansas Avenue, Room 275 
Denver, Colorado 80222 
(303) 757-9772 

 

To:  All CDOT Employees 

 

From: Herman Stockinger / Mary Frances Nevans  
 

Re:  Procedural Directive 51.1 Requirements for the Retention of Documents 

 

Date:   April 9, 2013 

 
 

 

Background:  This Procedural Directive updates prior Procedural Directive 51.1 “Records 

Management” dated December 9, 1998.  It was updated as one recommendation in an audit dated 

January 18, 2012 “Central Files Document Retention 1201.”   The Department is in the process of 

developing a records and data management system.  One fundamental step in that process is 

determining (a) CDOT’s legal requirements regarding records retention and (b) providing an 

accessible outline to CDOT employees to understand the retention requirements that pertain to a 

given record.  This Procedural Directive fulfills this task.  It sets forth CDOT’s current requirements 

of records retention established by the Colorado State Archives Office and state statute.   
 

Individuals/Entities Impacted by Policy Directive: All CDOT employees 

 

Effective Date:  April 4, 2013 

 

How to Use This Procedural Directive:  If you are trying to figure out how long to retain a 

document, please follow these steps: 

 

 Review the Procedural Directive (note that at present, the position of Records Custodian 

has not been filled). 

 

 If you are located in a CDOT Region, check Appendix “B” which contains records 

retention schedules for CDOT Regions. 

 

 If you are not located in a CDOT Region, check Appendix “C” which contains records 

retention schedules specific to CDOT, including: 

 

 Aeronautics 

 Audit 

 Engineering Maintenance 

 Human Resources & Administration 

 

  



 Materials & Geotechnical 

 Office of Equal Opportunity 

 Office of Financial Management & Budget 

 Office of Public Relations 

 Safety & Traffic Engineering 

 Staff Branches / Project Development 

 Staff Branches / Contracts & Market Analysis 

 Transportation Development: Environmental Programs Branch 

 Transportation Development: Intermodal Planning 

 Transportation Development: Research 

 Transportation Commission 

 

 If you are not able to locate the document you are looking for in Appendix “B” (CDOT 

Regions) or “C” (CDOT offices/divisions/branches), check Appendix “D” which is the 

State Archives Office General Retention Schedule that applies to all state agencies, 

including CDOT.  This is available in a searchable excel spreadsheet posted  with the 

Procedural Directive.   

  

 If you have a document for which there is no specific direction, please make a note of it 

so that a schedule can be developed. 

 

 If you have questions, please call Mary Frances Nevans, 7-9723. 
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