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1 Directive Management Records 

This disposition includes official case files for
 
internal FT A directives prescribing policies,
 
organization, or procedures, or providing information
 
essential to the administration or operation of the
 
agency. Each case file includes a printed copy of the
 
directive, record of clearance and approvals, and
 
significant background documents
 

NOTE: These disposition mstructions apply to all the
 
described records regardless of physical media
 

a. Case files for FT A directives containing
 
orders and handbooks; notices that change existing or
 
prescribe new policies, organization, or procedures;
 
notices approved by the Administrator, Deputy
 
Administrator, ASSOCiateAdministrators, or Deputy
 
Administrators regardless of subject matter.
 

(1) Records set of directives 

Dispositiorr Permanent. Place in inactive 

PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 115-109 
Prescnbed by NARA 36 CFR 1228 



file when superseded. Offet inactive file to NARA Vlewe.S \-
eV€f)' t~m yBafS. Accessiov, in-ach'~ -A 1e IV) S--~Q¥' ~/ocJ r whcvl UHFSt= 

v-ec.o-r-d (S IS 'joUL r.s old.b. Case files for FTA directives containing one-
time or temQor~ instructions such as notices not Co VlCUrre.t:\ by iU}U2C~covered by Ca)above. . ro/I?:>/201 2- 6tQ..W 

DIsposition: Temporary. Place in inactive (pI 1/2C4 2- GR-vJ 
file when directive IS superseded or canceled Destroy 
inactive file after five years. 

c. DIrectives received from non-FTA agencies 

Disposition. Temporary. Destroy when 
superseded. 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
Prescnbed by NARA 36 CFR 1228 




