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Annual Reports 

Audit Reports ( o f f i c i a l  agency 
COPY 

Budget 

a. Approved and appropriated 
( o f f i c i a l  agency copy) 

b. Fund request ( including 
supporting documents and 
agency request)  

Capital Equipment Inventory 
( o f f i c i a l  agency copy) 

Cash Receipts, Register Tapes, 
Deposits with S ta te  Treasurer, 
etc. (agency copies with support- 
ing documents) 

Contracts - Personal Services 

F ina l  Reports of Consultants o r  
Special Cormittees - on action 
resu l t ing  from report  

F ina l  reports of Consultants 
o r  Special Cornnittees - resu l t ing  
i n  a project  o r  a program 

General Correspondence not re la ted  
t o  a spec i f ic  case o r  project  

G r a n t  F i l e s  

a.  A r t s  fund 

b. NEA grant 

Af te r  year reported (perma- 
nent copy at k p  i . of Library, 
Archives and Public Records). 

Af te r  audi t  (permanent copy on 
f i l e  with S ta te  Library). 

Af te r  f i s c a l  year concerned. 
(appropriation report  kept 
permanently at S t a t e  Library). 

Af te r  f i s c a l  year submitted. 
(JLBC recomnendation kept 
permanently a t  S ta te  Library). 

Af te r  f i s c a l  year created. 

Af te r  f i s c a l  year created. 

Af te r  f i s c a l  year f u l f i l l e d .  

Af te r  report  submitted. 
Transfer t o  Archives f o r  
review. 

Retain with project  o r  program 
records. 

i 
After  da te  created o r  received,, 

I After  f i s c a l  year awarded. I 
After  f i s c a l  year f i n a l  
expenditure report  submitted. 
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AGENCY NAME ORG. UNIT 
Comnission on the Arts 

I I 

c . Applications with supporting 
worksheets, reports, record 
of payments, etc .  

d. Applications (non-funded) 

the s t a te ,  federal government 
or pol i t ica l  subdivic;ions. 

& Correspondence of non-policy 
making boards, c m i t t e e s ,  task- 
forces, etc .  I 

Meetings (original & of f ic ia l  
docments only) Microfilm stored. permanently 

a t  Dept. of Library, Archives 
& Public Records. 

(agency payroll copy) 

Reports (except - agency annual 
reports ) of agencies, boards, 
emissions and any of the i r  

(o f f i c ia l  agency copy) 

correspondence of limited 
reference value, letters of 
transmit t a1 and in£ ormat ional 
bullet ins. 

submitted . 
analysis, and logs. i 
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