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TR-63-09C

TO:

Transportation Directors

FROM:
Bruce D. Little, Senior Transportation Consultant, 303.866.6655



Greta L. Bleau, Senior Transportation Consultant, 303.866.6656

DATE:

August 7, 2009
SUBJECT:
Revised CDE Record Retention Charts
Enclosure:

Revised CDE Record Retention Charts, revised July 20, 2009
Enclosed are the revised CDE Record Retention Charts that list the required documentation, how often it is generated, and how long it needs to be retained.

Records dated beyond the duration time may be disposed of.

This will help in reducing the size and amount of archive files to keep.

The items listed in the Driver Qualification File section shall be in one file.  Securing all of the items renewed for that year together prevents them from being mixed with other years.  After six (6) years, it is then easy to dispose of the oldest year.
These charts also detail the Inspector Qualification File Chart and the Small Vehicle Operator Chart. 
The term “Annual” is defined as renewing by the end of the 12th month.

This letter should be placed in Section C of the Colorado School Transportation Administrator’s Reference Manual. Please mark off TR-63 on the Checklist page at the front of the manual.  TR-24-02C should be disposed of.
[image: image2.png]COLORADO DEPARTMENT OF EDUCATION

201 East Colfax Avenue * Denvet, Colotado 80203-1799
303.866.6600 ¢ www.cde.state.co.us

Dwight D. Jones
Commissioner of Education

Robert K. Hammond
Deputy Commissioner

Kenneth R. Turner
Deputy Commissioner





[image: image2.png]