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JOB NUMBER 

REQUEST FOR RECORDS DISPOSITION AUTHORITY 

To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 
FROM (Agency or establishment) 

U S Department of Transportation NOTIFICATION TO AGENCY 

2 MAJOR SUBDIVISION In accordance with the provIsIons of 44 U S C 3303a, the 
Bureau of Transportation Stat1st1cs dIsposItIon request, 1ndud1ng amendments, Is approved 

1--:,---:-:-:--:--=-:=-=-:--=-=-::-c::-=-:--::-,-,---------------------1 except for items that may be marked "dIsposItIon not 
3 MINOR SUBDIVISION approved" or "withdrawn" In column 10 

ARCHIVIST OF THE UNITED STATES DATE4. NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE NUMBER 

6 AGENCY CERTIFICATION 
I hereby certify that I am authonzed to act for trus agency m matters pertammg to the disposit10n of its records and that the 
records proposed for disposal on the attached ___ page(s) are not needed now for the busmess for trus agency or will not be 
needed after the retention penods specified, and that wntten concurrence from the General Accountmg Office, under the 
provisions of Title 8 of the GAO Manual for Gmdance of Federal Agencies, 

D has been requested 

TITLED E 

Admmistratlve Specialist 
9 GRS OR 10 ACTION TAKEN 

7 ITEM NO SUPERSEDED JOB (NARA USE ONLY) 
CITATION 

1 Schedules of Dally Activities 

Consists of calendars, appointment books, schedules, 
logs, diaries and other records documentmg meetmgs, 
appomtments, telephone calls, tnps, v1s1ts and other 
activities of federal employees while serving m an 
official capacity 

This schedule apphes to all the descnbed records 
regardless of physical media. If pem1anent records 
are on CD-ROM, they must conform to ex1stmg 
standards for transfer to the Nat10nal Archives. 

If the recordkeepmg copy is a permanent record and 
is maintamed m an electronic format, transfer to 
NARA m accordance with 36 CFR 1228.270. 

If the recordkeeping copy 1s a temporary record and 
1s mamtamed m an electromc format, keep the file m 
the office for the entire retention penod m accordance 
with 36 CFR 1234 sec: 30-32. 

STANDARD FORM 115 (REV 3-91) 
Prescribed by NARA 36 CFR 1228 

115-109 
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a. Records of the Director, Deputy Director, 
members of the Director's Executive staff, Associate 
Directors, and Assistant Directors. 

Disposition: Disposable. Close file at the end 
of the year. Keep files in the office for 1 year after 
closure, then retire to the FRC. Destroy 5 years after 
closure. 

subs a official activities, 
the substance mcorporated into 
official files 

Disposition: Disposable. Close 
of the fiscal year. Keep files in the office for 
after closure, then delete or destroy. 

i 

agency deral employees 
containmg su the substance of 
which has been mco ial files. 

Disposition: Disposable. Close 
of the fiscal year. Destroy when no longer neede 

d( 1 ). Electronic mail and word processing system 
copies - copies that have no further admmistrative 
value after the recordkeepmg copy 1s made Includes 
copies mamtamed by mdiv1duals m personal files, 
personal electromc mail directones, or other personal 
directones on hard disk or network drives, and copies 
on shared network dnves that are used only to 
produce the recordkeepmg copy. 

Disposition: Disposable. Destroy/delete 
within 180 days after the recordkeepmg copy has 
been produced. 

d(2) Electromc mail and word processing system 
copies - copies used for dissemmahon, revision, or 
updating that are mamtamed m addition to the 
recordkeeping copy 

D1sposit10n: Disposable. Destroy/delete when 
d1ssemmahon, rev1s1on, or updatmg 1s completed. 

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

115-109 




