
~,UjQUESJ' AUTHORITY 
ro DISPOS OF RECO'RDS 

(See Instructions on Reverse) 

TO: GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provisions of 44 U.S.C. 33030 the dis-Civil Aeronautics Board posal request, including amendments, is approved except for 
Items that may be stomped "disposal not approved" or "with-2. MAJOR SUBDIVISION drawn" in column 10. 

3. MINOR SUBDIVISION 

TO CONFER 5. TEL. EXT.

J'-7,3/ 

I h~Jry certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; that the records proposed for disposal in this Request of 
~ page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified. 

9.7. 8. DESCRIPTION OF ITEM SAMPLE OR 10.
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN 

This comprehensive records disposition schedule 

supersedes all previously approved records schedules of 

the Civil Aeronautics Board. Any records series 

created subsequent to and/or not disposable by this 

schedule shall be covered by supplementary records 

disposition authority to be obtained from the National 

Archives and Records Service. 

Records covered by the General Records Schedules are
 

disposable without further authorization.
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1 
Standard	 FoI'm No. n$-A r ~a
Revised November 1951 , ,_ 
Prescribed by General Services Administration	 " Page _ 
GSA Reg. 3-IV-106

115-202	 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

GENERAL RECORDS 

1.	 Staff WorkingPapers. Unless otherwise specified in this 
iSchedule, reference documentscompiled and used by the 
staff as aids in completing such records as reports, 
cases, or studies. 

Destroy when 5 years old or upon completion of reports, 
case, or study, whichever is sooner. 

2.	 [ndices, Log, Journals, and Registers. Unless otherwise 
specified in this schedule, reference sources and 
finding aids maintained for the convenience and use of 
staff for listing files or Board actions. 

Destroy whenno longer needed for reference. 

3.	 Subject Files. Includes all subject files not otherwise 
specified in this schedule. Contain copies of corre-
spondence, reports, articles, other documentsand printed 
~aterial used for reference. 

Destroy when 7 years old or whenno longer needed, which-
lever is sooner. 

4.	 IJ!:mergency Accumulatedby offices Planning Case Files. 
responsible for preparation and issutance of plans and 
directives, consisting of records copy of each plan or 
directive issued, with related background papers. 

DestrO,1whensuperseded or obsolete. 

5.	 Operating Tests Re~orts. Consist of consolidated or
 
comprehensivereports reflecting agency-wide results of
 
~ests conducted under emergencyplans.
 

~strO,1 when superseded or obsolete. 

OFFICE OF THE SECRETARY (OS) 

6.	 Official Minutes of the Civil Aeronautics Board. Includes 
reibboncopy of minutes of Board meetings, exhibits with 
supporting documents, and rulings signed by the members. 
Rulings involving. fore~gn air carrier rates and routes 
~re signed by the President. Boundand indexed. 

9. 10. 
SAMPLE OR ACTION TAKEN JOB NO. 

r_ copie., iDchldillg original, to be ..... mitted to the National Archive. and Recoru Service GPO: 1963-0-711-917 
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Standard	 Foim No. 115-A '" ~ a 
Revised November 1951 • , .. 
Prescribed by General Services Administration eJob ~o;,----,,--,-;,..;••!.-.._. _. Page
GSA Reg, 3-IV -106 

115-202	 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7.	 8, DESCRIPTION OF ITEM 10, 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. 

a.	 Record copy. 

PERMANENT. to Archives 3 years afterOffer National
 
date of last meeting in volume.
 

b.	 All other copies, including preliminary minutes of
 
the Board.
 

Destroy when no longer needed for reference. 

7.	 Supplemental Minute Documents. Documentsused by Board
 
membersfor their general information or in consideration
 
of action taken by them.
 

a.	 Notations. Confidential reports to the Board
 
regarding a recommendedcourse of action on a case to
 
be acted upon by tally sheet.
 

PERMANENT.Transfer to FRCfive years after date of 
meeting. Offer to National Archives 20 years after 
date of meeting. 

b.	 Calendar Memoranda. Reports to the Board containing
 
a recommendedcourse of action for consideration at
 
a Board meeting.
 

PERMANENT. to	 after date ofTransfer FRCone year 
meeting. Offer to National Archives 20 years after 
date of meeting. 

c.	 For Information Memoranda. Reports to the Board for
 
background information.
 

PERMANENT. to	 after date ofTransfer FRCone year 
meeting. Offer to National Archives 20 years after 
date of meeting. 

d.	 Agendas. Schedule of items to be taken up at a
 
Board meeting.
 
P~~rv'I"""'''tJT. i:1+-"'~~ u.:J::J..~ 
Besii!'OJ 19 ~ atte!t::ll1eeting-. ~:'(~:..~~..J:i;9~.7\12.o _ ./

1"'" q.1.~-7~ 

e.	 All other copies of above. 

Destroy after 5 years or when no longer needed,
 
whichever is sooner.
 

1'_ cople., IDchacliDg OrigiDaI, to be IIW>anitlecl to the National Archives and Records Service GPO:1963-0-711-917 

http:PERMANENT.to
http:PERMANENT.to
http:PERMANENT.to


Standard Form No. 115-A t ;. A
 
Revised November 1951 . ,.
 
Prescribed by General Services Administration 

e·Job No. "--'-,.i-; s;__ '. Page--=3~_

GSA Reg. 3-IV-106
 

115-202 of __	 pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

8.	 Conferences. Transcripts of informal discussions between 
Board membersand other parties to non-docketed 
complaints. 

PERMANENT.Transfer to FRC5 years after date of 
conference. Offer to National Archives 10 years after 
date of conference. 

9.	 Docket Files. Offi cial records of the Board's formal 
proceedings • Include appli cation, petition, complaint 
or Board order instituting an investigation, any amend-
ment~~~ibits, deciliions of administrative law judges, 
transcripts of hearings or conference, copies of all 
orders affecting the processing and disposition of the 
case, and any correspondence relating to the case. 

a.	 All cases selected for inclusion in the bound volumes 
of the Civil Aeronautics Board Rel2.orts. 

PERMANENT.Select cases, then transfer to Federal 
Records Center 2 years after close of case. Offer 
to National Archives 10 year after close of case. 

b. Remainingcases that do not appear in Reports. 

Transfer to FRC2 years after close of case. Destroy
10 years after close of case. 

c.	 WhenReports include all docketed cases, then the 
following selection criteria will be used: 

I.	 Docketed matters closed without action on the 
merits (withdrawn, or dismissed as moot or stale). 

(1)	 CABstaff randomselection of one out of 
every 25 such cases. 

PERMANENT. cases,	 toSelect then transfer 
FRCone year after close of case. Offer to 
National Archives 10 years after close of 
case. 

{2} Remainingunselected cases. 

9. 10. 
SAMPLE OR ACTION TAKEN JOB NO. 

Transfer to FRCone year after close 6f case. 
Destroy 10 years after close of case. 

Fo_ copie •• iDcladiDg original. to be aabII1ilted to the National "'rchives and Records Service GPO: 1963-0-711-917 



4 
Standard Forin No.115-A" " -Revised November 1951 j	 ,., e· ,Prescribed by General Services Administration	 Job·N~:,,_-o.!-"':""":'_~ Page
GSA Reg. 3-IV-I06 of __	 pages115-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7.	 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. 

II.	 Docketed matters closed by staff members under
 
delegation of authority.
 

(1)	 CAB staff selection of three cases annually
from each delegated authority office as 
listed in the Code of Federal Regulations. 

PERMANENT. Select cases, then transfer to 
FRC 2 years after close of case. Offer to 
National Archives 10 years after close of 
case. 

(2)	 Remaining unse1ected cases. 

Transfer to FRC 2 years after close of case. 
Destroy 10 years after close of case. 

III.	 Docketed matters closed by Board action without
 
public hearing.
 

(1)	 CAB staff selection of cases involving
"Grandfathers," rule making, confidential 
and classified, and other selected by the 
staff because of their special significance. 

PERMANENT. Select cases, then transfer to 
FRC 3 years after close of case. Offer to 
National Archives 10 years after close of 
case. 

Remaining unse1ected cases. 

Transfe~FRC 3 years after close of case. 
Destroy 10 years after close of case. 

IV.	 Docketed matters closed by Board action after
 
public hearing.
 

(1)	 For specifics, see III (1), above. 

PERMANENT. Select cases, then transfer to 
FRC 5 years after close of case. Offer to 
National Archives 10 years after close of 
case. 

(2)	 Remaining unse1ected cases. 

Transfer to FRC 5 years after close of case. 
Destroy 10 years after close of case. 

Fo_ copies, meladillg original, to be .abmitted to the National Archives and Records Service GPO: 1963--0-711-917 



5 
Standard Form No. 11ti-A; ~ - e ~. Revised November 1951 , ... 
Prescribed by General Services Administration Job No,._-"--;--:'--_. Page
GSA Reg. 3-IV-I06

11&-202	 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM	 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

d.	 Duplicates of documents found in a., b , , and c; , 
ine1uding working papers. 

Destrqy after 7 years or when no longer needed for 
reference, whichever is sooner. 

10.	 Docket Index. An annotated table of contents which 
summarizes each documententered into the official 
dockets, except exhibits and correspondence. 

a.	 Record copy. 

PERMANENT. to Archives when reference Offer National
 
has ended.
 

b.	 Photocopy. 

PERMANENT.Offer to National Archives in 5-year 
blocks	 after case is closed. 

11.	 Dockets Certified to the Courts. Uponappeal of a Board 
decision, the docket is certified to the court, becomes 
part of the court's records, and is retained by the Board 
at the direction of the court. This file is not included 
in Item 9. 

a.	 Original certified dockets. 

PERMANENT. disposition	 toFinal determined by court 
which they belong. Whenreleased by court, offer to 
National Archives. 

b.	 Duplicate set. 

Destroy when certified docket has been released by the 
court. 

12.	 City Cards. Index card file indicating service requested 
and provided by various air carriers. 

PERMANENT. to	 Archives when no longer Offer the National
 
needed.
 

FOR copi .. , iDCI .. diDg original, 10 be submitted 10 Ihe Nalional Archives and Records Service GPO: 196>-0-711-917 

http:PERMANENT.to
http:PERMANENT.to


Standard Forin No. 115-A ~ ~ A
 
Revised November 1951 , .,.
 
Prescribed by General Services Administration , Page_",,6 __
 
GSA Reg. 3-IV-106
 

115-202	 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM	 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

13.	 Air Carrier Cards. Index card file listing every trans-
action (application or Board issuance) by carrier that is 
docketed in the Board. 

PERMANENT. Offer to the National Archives when no longer
needed. 

14.	 Tally Sheets. Under notation procedure, allows members 
to vote and state views informally on cases prior to 
formal meetings. 

Destroy after approval of final minutes of meeting which 
confirmed informal vote. 

15.	 Manuscripts of Civil Aeronautics Board Reports.
Manuscript copies of volumes in the process of being 
printed or for fUture pUblication. 

Destroy when appropriate volume is published 

OFFICE	 OF THE MANAGING DIRECTOR (OMD) 

16.	 Legislative Oversight File. Regarding 1958 Congressional
investigation into Board action, policies, and programs. 

PERMANENT. Offer to National Archives when no longer
needed for reference. 

17.	 BiographY and Photograph Files. Trans! tory information 
on members and other important officials of the Board. 

Destroy when no longer needed for reference. 

18.	 State-Community Files. Document complaints regarding 
air carrier service and meetings with CAB? carrier, and 
community representatives. 

Destroy when no longer needed for reference. 

19.	 Congressional Inquiries. Correspondence with members of 
Congress regarding Board-related subjects. 

Destroy when 2 years old. 

Fo_ copi •• , illcI.diag original, to be .abmilted to the National Archives and Records Service GPO: 1963---0-711-917 



Standard Form No. llti-A 'I ,. A 
Revised November 1951 ., ... 
Prescribed by General Services Administration -JOb·N"O. ' p 7; _--"---=-<--_ . age
GSA Reg. 3-IV -106 

115-202	 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7.	 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

20.	 Consumer Complaint Case Files. Public complaints to the
 
Board concerning air ,carriers.
 

a.	 Correspondence with individual complainant, Board
 
and earrier, and report from carrier.
 

Transfer to FRC when one year old. Destroy when 4 
years old. 

b.	 Computer printout summarizing data from files. 

Destroy when no longer needed for reference. 

21.	 Training and Employee Development Files. Documents two
 
to three day staff orientation program, including

statistical training report, and contains information
 
concerning such courses as reading improvement.
 

a.	 Information on individual employee. 

Transfer to respective employee personnel folder. 

b.	 Duplicate documents. 

Destra,y when 3 years old. 

22.	 Equal Emplgyment Opportunity Informal Complaint Files.
 
Counselors files-informal employee discrimination
 
complaints.
 

Destra,y 1 year after file is closed. 

23.	 Civil Rights Coordination Files. Document carrier
 
compliance with civil rights laws.
 

a.	 Original file. 

Destroy when 5 years old. 

b.	 EEO copy. 

Destroy when 2 years old. 

r.....copie.,	 mel.diaD original, to he submitted to the National Archives and Records Service GPO: 1963-0-711-917 



Standard Folin No. 115-A.r .; _ 

I •	 

e .' Revised November 1951 ' t .. 

Prescribed by General Services Administration	 Job·No,.·'---"!.....~ __ . Page_=c.8__GSA Reg. 3-IV-106
111'>-202 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7.	 9. 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN 

8. DESCRIPTION OF ITEM	 10. 
ITEM NO. SAMPLE OR 

JOB NO. 

OFFICEOFTHECOMPTROLLER(OC) 

24.	 Budget Policy and Procedures Correspondence Files. 
Correspondence files. showing CABpolicy and procedures 
governing budget administration, and reflecting 
expenditures for Boar~ programs. 

PERMANENT. to	 old. Offer toTransfer FRCwhen 5 years
 
National Archives when 20 years old.
 

25.	 Budget Estimates Files. File copies of budget estimates 
comprising appropriation language sheets, narrative 
statements, and related aehedul.es and data. 

PERMANENT. to	 old. Offer toTransfer FRCwhen 5 years
 
National Archives when 20 years old.
 

26.	 ManagementStudies. Copyof each pamphlet, graphic 
presentation, or other published or processed document, 
and of the last manuscript report (if not published or 
processed) on managementprojects, together with 
supporting papers documentaing project inception, scope, 
procedure, and accomplishments. 

PERMANENT. to	 after date of study. Transfer FRC10 years 
Offer to National Archives 20 years after date of study. 

27.	 ManagementInprovement Reports. As submitted to such 
central staff agencies as the' Office of Managementand 
Budget, and the General Services Administration. 

PERMANENT. to	 after date ofTransfer FRC10 years 
report. Offer to National Archives 20 years after date of 
report. 

28.	 Internal Directives. Issued by or for the head of an 
agency or any bureau or division thereof together with 
supporting case files, if any. 

PERMANENT. to	 after date ofTransfer FRC5 years
cancellation. Offer to National Archives 10 years after 
d8.te of cancellation. 

Fo_ COple., iacladillg original, to be .abnuttecl to the National Archives ODdRecords Service GPO,196:>-0-711_917 

http:PERMANENT.to
http:PERMANENT.to
http:PERMANENT.to
http:PERMANENT.to
http:aehedul.es
http:PERMANENT.to


9 
Standard Forin No. H5-A i -
Revised November 1951 , ' .. e .. " 
Prescribed by General Services Administration
GSA Reg. 3-IV-I06 Job N~.~--i--+-~_, Page 

115-202 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7.	 9.8. DESCRIPTION OF ITEM 
ITEM NO. SAMPLE OR (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

JOB NO. 

29.	 Subsidy Claims and Pa.ymentFiles. Include claims and 
supporting lists of records, correspondence, field audit 
reports, and other documents related to subsidy claims by 
and payments to air carriers. (Summaryof claims and 
payments published annually by CAB,and reflected in Items 
24 and 25.) 

Transfer to FRC3 years -- and destroy 10 years -- after 
close of month in which claim is paid. 

OFF!CEOFFACILITIES OPERATIONSAND (OFO) 

30.	 Readin,!,Files. Copies of letters sent from the Board. 

a. Chairman's reading file. 

PERMANENT. to	 after date ofTransfer FRC5 years 
correspondence. Offer to National Archives 20 years 
after date of correspondence. 

b. All other reading files. 

Destroy 2 years after date of correspondence. 

31.	 Publications. Unless otherwise specified in this 
schedule, this item includes publications, posters,
charts, directives, regulations, booklets, volumes, 
speeches, reports to Congress, press releases, other 
similar material, and available indices thereto. 

a. Complete record set. 

PERMANENT.Transfer to FRCwhen 5 years old. Offer 
to National Archives when 10 years old. 

b. All other copies. 

Destroy when no longer needed for reference. 

32.	 Forms Files. One copy of each form with data showing the 
inception and scope of the fom, the program or 
administrative purpose of the form, and the related 
procedures instituted, revised, superseded, or canceled. 

PERMANENT.Offer to National Archives when 20 years old 
or when no longer needed, whichever is longer. 

Foa COp1ie.,IDcladiDg onginal, to be subllliited to the National Al:chives and Recor. Service 

10. 
ACTION TAKEN 

GPO: 1963--0-711-917 

http:PERMANENT.to


Standard Form. No. UIS-A -{ , a e " Revised November 1951 • '.
Prescribed by General Services Administration Job No._· _...:......,-- __ Page 10 
GSA Reg. 3-IV-106 

115-202 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7.	 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

33.	 Securi ty Violation Files. Case files relating to 
investigations of alleged security violations of a 
sufficiently serious nature to be c1assed~e10nies • ./ 
t)-~. tlJ ~ &Jl-t::'v~ ~~~	 q-U'-7~

1t>Tf!:gY;;;.£.n,; •• ~.~~~~ 1:"1)" 5-' fcter.:date-Gt'--*ast
 
I ..... +.f....... J\:f.fer to National-Ar-ehh"es 20 years after date-

,41' ,	 ..... +.f ....... ,
 

34.	 Mileages. Computer printouts and looseleaf binders
 
containing mileage between service points (domestic and
 
international) as reported by military and commercial
 
carriers.
 

Destroy when superseded or when no longer needed. 

35.	 Map Books. Indicate route segments operated by various 
carriers, plus modifi cations. For staff use. 

Destroy when no longer needed for reference. 

36.	 Schedules. Printed schedule filed by various air
 
carriers, with related correspondence.
 

a. Certificated carrier schedules. 

Transfer to FRC 5 years after date of schedule. 
Destroy 10 years after date of schedule. 

b. Cotmnuter flight schedules. 

Destroy when schedule is superseded or becomes 
nonoperative. 

c. Correspondence. 

Destroy when 2 years old. 

37.	 Records Disposition Files. Descriptive inventories,

disposal authorizations, schedules for retirement of
 
records, and correspondence or memoranda relating to
 
revisions.
 

Destroy when no longer needed. 

F01llrcopie., iDch.cliDg original, to be .-abmitted to the National Archives and Records Service GPO:1953-0-711-917 



Standard FonD..' No. 115-A (" • 
Revised November 1951 , , 

~. e '"',
Prescribed by General Services Administration Job No,.".." -::..-.,,---- Page 11 
GSA Reg. 3-IV-I06

115-202 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

38. Excess Real Property Reports.
with related papers. 

Destroy when 20 years old. 

Reports of real property 

39. 

OFFICE OF THE GENERAL COUNSEL (OGC) 

Legislative Files. Document preparation and processing
of legislation proposed by or in the interest of the 
Board. 

40. 

a. Drafts of legislation, reports to committees on 
introduced legislation, and comments on legislative
proposals. 

PERMANENT. Transfer to FRC 5 years after proposal is 
enacted inte lEW or killed. Offer to National 
Archives 10iyears after bill is enacted or killed. 

b. Copies of related documents. 

Destroy when no longer needed for reference. 

Litigation Files. Document cases 
appeals against Board decisions. 
memoranda, Board orders, research 
and other documents. 

filed with courts of 
Contain correspondence
papers, court deeision, 

a. Files selected by Board staff and a 
the Archivist of the United States. 

representative of 

b. 

PERMANENT. Select closed files in 5 year blocks. 
Transfer to FRC 10 years after close of case. Offer 
to National Archives 20 years after close of case. 

Remaining unselected files. 

Destroy in agency 10 years after close of case. 

Fou copiu, iDclading original, 10be aabrnittecllo Ihe National Archives ancl Records Service GPO: 1003-0-711-917 



Standard Form No. ll.5-A J " a 
Revised November 1951 ' .. 
Prescribed by General Services Administration	 -JOb ~o;"-._...<.._·.:.....__ , Page 12 
GSA Reg, 3-IV -106

115-202	 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7.	 8. DESCRIPTION OF ITEM 10, 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

41.	 Legal Opinion Files. Copies of letters regarding 
significant legal opinions selected by the General 
Counsel. Indexed. 

PERMANENT. one copy of each such opinion FRCTransfer to 
when 10 years old. Offer to National Archives when 20 
years old. 

42.	 Slip Opinions. Board-printed text of decision of courts 
of appeals. 

a. Complete set. 

PERMANENT.Offer to National Archives 10 years after 
close of case. 

b • All other copies. 

Destroy when no longer needed. 

43.	 EconomicRulemakingProceedings. Consist of work papers 
and other documents regarding economic rules cases 
(Generally docketed) 

Destroy 10 years after close of proceeding. 

44.	 Non-EconomicRulemakingProceedings. Consist of work 
papers and other documents regarding new or amendedRules 
of Procedure of the Board's activities, i. e., Special
Regulations, Organization Regulations, and Policy State-
ments. 

Destroy whe~nolonger needed for reference. 

45.	 Rate Cases. Workpapers, statistical reports, and other 
related documents regarding (a) Passenger, (b) Cargo 
and (c) Intemational Air Transport Association rate 
cases. 

Destroy 5 years after case is closed. 

1'0_ copie., iacladiDg original, to be 81lbmitted to the National Archives and Records Service GPO:196>-0-711-917 



Standard	 Form No. Uti-A l i .A e -. Revised November 1951 '.
Prescribed by General Services Administration Job N~. ~--!:..---,=---_. Page 13GSA Reg. 3-IV-I06 

115-202 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORD8-Continuation Sheet 

7_ 9. 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN 

8. DESCRIPTION OF ITEM	 10. 
ITEM NO. SAMPLE OR 

JOB NO. 

46.	 Foreign and Domestic Air Carrier Route Cases. Contain 
briefs, decisions, work papers, copies of documents and 
other supporting material. 

Destroy when 7 years old or when no longer needed for 
reference, whichever is sooner. 

47.	 Agreements, Interlocks, and Merger Case Files. Contain 
work papers, and copies of documents found in dockets. 

Destroy when 7 years old or when no longer needed for 
reference, whichever is sooner. 

48.	 Legal Research Files. Contain a variety of accumulated 
material used as research tools for Board business or 
court cases. 

Destroy when no longer needed for reference. 

BUREAU OF OPERATING RIGHTS (BOR) 

49.	 Executi ve Jet Aviation Case Files. Documents gathered
during the course of a lengthy investigation and whi ch 
do not appear in Docket 17657. 

PERMANENT. Offer to the National Archives simultaneously
with Docket 17657. 

50.	 Special Economic Studies. Special one-time stUdies 
regarding such topics as changes in route authorizations 
and passengers denied boarding. Includes work papers,
supporting documents, reports, evidence of any Board 
action. 

Destro,y 5 years after date of report. 

51.	 Applications for Authority to Conduct Schedules Air 
Services. Copies of applications, supporting documents,
work papers, and evidence of Board action (Official copy
of which is filed in the app~opr~ate docket). 

Destroy 3 years after Board action. 

Fo_ copies, iDchldiDg original, to be II1lblllitted to the National Archives and Records Service GPO: 1963--0-711-917 



Standard	 FO~ No. 115-A.r ~ A e·, t 

Revised November 1951 , '.Prescribed by General Services Administration	 Job Nor-' .; ..:.' " Page-=1=-4~_
GSA Reg. 3-IV-l00 of __ pages115-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

52.	 Applications. Notices. and Reports. Copies of various 
such documents, including any supporting materials, not 
otherwise specified in this sChedule that are filed with 
the Board (Official copies of which are filed in the 
appropriate dockets). 

Deat roy 5 years after Board action. 

53.	 Stock OwnershipReports. Annual reports filed by

directors and officers of each air carrier.
 

Transfer to FRC2 years after filing. Destroy 5 years 
after filing. 

54.	 Inter-Carrier Agreements. Applications, contracts, 
correspondence, staff reports, and copies of Board 
decisions regarding agreements between carriers 
involving control relationships, interlocking relation-
ships, mergers, and various other matters affecting air 
transportation. (Significant agreements are docketed.) 

Transfer to FRC5 years after Board action. Destroy 10 
years after Board action. 

55.	 Applications for Waiver of Charter RegulatioBs.
 
Applications, supporting documents, and evidence of
 
Board action.
 

Transfer to FRC2 years after filing. Destroy 5 years 
after Board action. 

56.	 Aircraft Lease/purchaSe Contracts. Copies of contracts, 
correspondence, staff papers, and evidence of Board 
action. 

Transfer to FRC3 years after filing. Destroy 8 years 
after fi ling. 

57.	 Applications for SpeCial Authority. Request for 
exemptions, interchanges, suspensions, and changes in 
approved servi ce plans, related staff papers, and 
evidence of Board action. Includes such applications as 
airport notices, change in foreign air transportation
approved service plans, permissions to use an airport, 
pleadings, petitions for reconsideration, and approval 
of schedules. 

9. 10. 
SAMPLE OR ACTION TAKEN JOB NO. 

Destroy 3-1/2 years after Board action. 

Fall&'copie.,	 iDdociing original, to be .w.mitted to the National Archives and Records Service GPO: 1963-0-711-917 
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58.	 Air Carrier Surety and Insurance Files. Documents
 
compliance with surety and insurance requirements.
 

Destroy in agency 5 years after expiration or cancelation
 
of surety bond or insurance.
 

59.	 Air Taxi Registrations. Registration forms, certificates
 
of insurance, and correspondence. Continued by annual
 
registration.
 

Transfer to FRC 2 years 'fter expiration of registration

period. Destroy 5 years after end of registration

period.
 

60.	 Air Freight Forwarder Applications. Applications,

supporting documents, correspondence, staff papers, and
 
evidence of Board action.
 

Transfer to FRC 2 years after effective date. Destroy 7
 
years after effective date.
 

61.	 Foreign Aircraft Charter Permits. One-time only

applications, charter contracts, and evidence of Board
 
action (Section 110Bb of CAB regulations).
 

Transfer to FRC one year after filing. Destroy 5 years

after filing.
 

62.	 Blind-Sector Authorizations for Foreign Air Carriers.
 
Generally one-time applications, and evidence of Board
 
action (Section 216 of CAB regulations).
 

Transfer to FRC one year after filing. Destroy 5 years

after filing.
 

63.	 Emergency Charter Reports. Reports of SUbstitute trans-
portation in emergencies on charter flights and reports

of emergency commercial charters for other direct
 
carriers.
 

Destroy in agency one year after flight date. 

Fo... copie., bld1lcliDv original, to be .omitted to the National Archive. and Records Se~vice GPO: 1963--0-711-917 
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64.	 Air Freigpt Forwarders Agreements. Contracts, corre-
spondence, staff reports, and copies of Board decisions
 
regarding agreements between air freight forwarders.
 
Indexed.
 

Transfer to FRC5 years after Board action. Destroy 10 
years after Board action. 

Overseas Military Personnel Charter Applications. 
Applications, supporting documents, correspondence, staff 
memos,and evidence of Board action 

Transfer to FRCone year after filing. Destroy 5 years 
after filing. 

66.	 Prior Approval of (Pro Rata) Charter Applications. One-
time only applications and evidence of Board action. 

Transfer to FRCone year after filing. Destroy 5 years 
after filing. 

67.	 Inclusi ve Tour Charter Files. Tour prospectus,
 
promotional material, charter contracts, surety bond,
 
depository agreements, related documents, and corre-
spondence for one season only.
 

Transfer to FRC2 years after completion of program. 
Destroy 5 years after completion of program. 

68.	 Travel GroupCharter Files. Charter contracts, 
promotional material, surety bonds, depository agreements, 
related documents, and correspondence for one season 
only. 

Transfer to FRC2 years after completion of program. 
Destroy 5 years after completion of program. 

69.	 Study Group Charter Files. Charter contract, course
 
syllabus, promotional material, depository agreements,

related documents, and correspondence for one season
 
only.
 

Transfer to FRC2 years after completion of program. 
Destroy 5 years after completion of ,""Program. 

9. 10. 
SAMPLE OR ACTION TAKEN JOB NO. 

r_ copi •• , illclacliDg original, 10 be nabmilted 10 Ihe Nalional Archives and Records Service GPO: 1963--0-711-917 
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70.	 Statements of Authorizations for Charters by Foreign 
Air Carriers. One-time only applications, charter con-
tracts, and evidence of Board action (Section 212 of CAB 
regulations) • 

Transfer to FRCone year after filing. Destra,y 5 years 
after filing. 

71.	 Request for Advisory Opinions Regarding Charters. 
Generally one-time request from carriers for inter-
pretation' of Board's charter regulations and answers 
thereto. 

Transfer to FRC2 years after filing. Destra,y 5 years 
after filing. 

72.	 Flight Report Files. Contain flight reports by non-
certificated carriers. These reports are no longer 
required to be ~iled with the Board. 

Destroy immediately. 

BUREAU	 AFFAIRSOFINTERNATIONAL (BIA) 

73.	 International Special Project Studies. Documentthe 
justi~ication of U. S. civil aviation positions to other 
countries. Staff recommendationsmade to the Board 
which approves and forwards them to the Department of 
State. 

a.	 Original documents and supporting material selected 
by Board staff and a representative of the 
Archivist of the United States. 

PERMANENT. closed studies 5 year blocks. Select in 
Trans~er to FRC5 years afier close o~ file. Offer 
to National Archives 10 years after close of file. 

b.	 Staff working papers. 

Destra,y a~ter study is completed. 

Fou copi .. , iDcllldiJlg original, to be ..... rnitted to the NatioDaI Archives GDd Records Service GPO,1963-0-711-917 
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Classified Bilaterial Files. Document the modifications 
of aviation contracts between the United States and 
other countries. Also contain reports from civil 
aviation attachls at foreign posts that pass through the 
Department of State to the Board. 

a.	 Files selected by Board staff and a representative of 
the Archivist of the United States. 

PERMANENT. Select closed files in 5 year blocks. 
Transfer to FRC 5 years after close of file. Offer 
to National Archives 10 years after close of file. 

b.	 Remaining unselected files. 

Transfer to FRC 5 years after close of file. Destroy
10 years after close of file. 

Foreign Air Briefs File. Studies of economic, political,
and other factors affecting air transportation in 
various foreign countries. Prepared from Department of 
State reports, record copies of whi ch are retained by
that agency. 

Destroy when 3 years old. 

International Policy Statements. Public statements of 
the President regarding U. S. international civil 
aviation policy. 

Destroy when no longer needed for reference. 

International Agreements File. Copies of civil aviation 
agreements between carriers· or between carriers and 
countries. 

Destroy after agreements have ended or been superseded. 

State Department Message File. Messages from diplomatic
and consular missions regarding civil air transportation. 
Routed to the Board via the Department of State. 
Originally, but no longer s,parated from other inter-
national affairs files series. 

a.	 Separate~ series. 

Destroy when 5 years old. 

FOR copi ... , iDcl.. diJlg original, to be ... bmitted to the National Archives and Records Service GPO:1963-0-711-917 
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b.	 Filed within international. files. 

Dispose with larger series. 

79.	 International. Organizations Files. DocumentU. S.-CAB
 
participation in various international. civil aviation
 
associations and organizations.
 

Transfer te FRCwhen3 years old. Destroy when 6 years
 
old.
 

BUREAU (BE)OFECONOMICS

80.	 Special. Rate Studies. Workingpapers and final. Staff
 
reports of special. rate problems not related to a
 
specific rate proceeding.
 

Transfer to FRC3 years after close of file. Destroy 7
 
years after close of file.
 

81.	 Carrier's Instructions Files. Contains copy of carrier's
 
instructions to agents publishing their tariff (filed
 
pursuant to CABEconomicRegulations).
 

Destroy 2 years after date of instruction. 

82.	 Tariff Publications and Transmittal. Letters. 

a.	 Tariff pUblieations: printed schedules and other
 
supporting data of current rates published by
 
domestic and foreign carriers.
 

Transfer to FRC5 years after being superseded. 
Destroy 10 years after supersession. 

b.	 Transmittal. letters: cover letters with tariff
 
publications.
 

Transfer to FRC2 years after receipt of letter. 
Destroy 7 years after date of receipt. 

Fo_ copiH, inchacliJag original, 10 be submitled 10 Ihe Nalional Archives and Records Service GPO,19£3-0-711-917 
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83. 

84. 

Tariff Memoranda Files. Contains copies of memoranda 
and related staff working papers in connection with 
description of tariffs filed with the Board. 

Destroy 7 years after date of memoranda. 

Complaints. Protests. and Petitions File. Contains copies
of formal documents (duplication of official doCket)
arising out of actions taken by carriers in protest 
against tariffs, staff working papers, memoranda related 
thereto. 

85. 

86. 

Destroy 2 years after date of document. 

Tariff Rejection Notice File. Copies of notices sent to 
carriers rejecting tariff. 

Destroy 5 years after date of notice. 

Free and Reduced Rate Transportation File. Documents 
required by economic regulations to enforce statutory
prohibition insuring nondiscriminatory rates. 

a. Copies of carrier's rules and lists of officials 
authorized to issue passes. 

Destroy 5 years after cancellation. 

b. Free transportation requests issued by designated 
agencies for use by employees performing authorized 
duties. 

87. 

Transfer to FRC one year after filing. Destroy 5 
years after filing. 

Applications to Furnish Free or Reduced Rate Trans-
portation. Carrier's applications, staff working papers,
correspondence, and evidence of Board action. 

Transfer to FRC 2 years after close of files. Destroy
7 years after close of files. 

Fo_ copie., incilldillg original, to be .. bmitted to the National Archives and Records Service GPO: 1963--0-711-917 
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88. Special Tariff Permissions Files. 
for various special tariff actions, 
and evidence of final Board action. 

Carrier applications
staff working papers, 

Transfer to FRC2 years after 
7 years after close of case. 

close of case. Destroy 

89. CommericalRate Case Files. Copies of formal documents 
(duplication of official docket) and staff working 
papers. 

Transfer to 
years after 

FRC3 years after 
close of file. 

close of file. Destroy 7 

90. Mail Rate Case Files. Copies of formal documents, staff 
analyses, memoranda,and other similar materials not in 
official docket in mail rate cases. Docketed. 

Transfer to FRC4 years after 
7 pears after close of case. 

close of case. Destroy 

91. Subsidy Mail Rate Files. Case files, formal documents, 
material used in determining subsiqy need, staff 
analyses, memoranda,work papers relating to subsidy 
payments to local service carriers under various 
individual and class rates, and also relating to studies 
and recommendationsinvolving subsidy policy or adminis-
tration. 

Transfer to 
years after 

FRC4 years after 
close of case. 

close of case. Destroy 7 

92. Military Rate Files. Case files, formal documents, work 
papers, staff analyses, and memorandarelated to 
recommendationfor rule amendmentsin connection with 
J!dnimummil! tary rates. Mostly docketed. 

Transfer to 
years after 

FRC4 years after 
close of case. 

close of case. Destroy 7 

93. Guaranteed Loan Files. Workingpapers, reports to and 
evidence of Board action on DOTrequests for Board 
commentson air carrier applications for government
guarantee of loans to finance aircraft purchases. 

Transfer to 
years after 

FRC4 years after 
close of file. 

close of file. Destroy 7 

1'011&'copi ... , iDcladiDg original, to be .wmutted to the National Archives and Records Service GPO: 196'"-0-711-917 
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BUREAUOFENFORCEMENT(BOE) 

94. Court Enforcement Cases. Cases that are initiated by the 
Department of Justice at the instance of the Board for 
action before Federal District Courts. 

a. Files selected by Board staff and a representative 
of the Archivist of the United States. 

PERMANENT.Select closed files in 5 year blocks. 
Transfer to FRC5 years after close of file. Offer 
to National Archives 12 years after close of file. 

b • Remainingunse1ected files. 

Transfer 
10 years 

to FRC5 years after 
after close of file. 

close of file. Destroy 

c. Duplicate documents. 

Destroy 2 years after close of file. 

95. Formal Enforcement Case Files. 
regarding reported violations 
standards by air carriers. 

Investigatory 
of Board rules 

files 
and 

a. Files selected by Board staff and a representative 
of the Archivist of the United States. 

PERMANENT.Select closed files in 5 year blocks. 
Transfer to FRC5 years after close of file. Offer 
to National Archives 12 years after close of file. 

b. Remaining unse1ected files. 

Transfer 
10 years 

to FRC5 years after 
after close of file. 

close of file. Destroy 

c. Duplicate documents. 

Destroy 2 years after close of file. 

96. Closed Informal Enforcement Cases. 

a. Initial complaint and all investigati~ material. 

Fo_ copie., mch ...... g original, to be ..... mitted to the National Archives and Records Service GPO,1963--0-711-917 
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Transfer to FRC3 years after close of case. Destroy 
10 years after close of case. 

b. Duplicate documents. 

Destroy when 1years old or whenno longer needed, 
whichever is sooner. 

91.	 Audit Files. Records relating to periodic audit of air 
carriers. 

a. Reports, related correspondence, and memoranda. 

Destroy when 5 years old or whenno longer needed, 
which ever is sooner. 

b • Staff working papers. 

Transfer to FRC2 years after audit. Destroy 10 
years after audit. 

98.	 Travel Group Charter Passenger Lists. List of names of 
passengers filed by direct air carriers for each group 
charter flight. 

Destroy one year after flight. 

BUREAU AND (BAS)OFACCOUNTS STATISTICS

99.	 Primary Financial and Operating Carrier Report Files. 
Contain reports filed by the various classes of air 
carriers. Should include, but not be limited to, 
primary reports of certificated route air carriers, air 
freight forwarders, commuterair carriers, MACcharter 
carriers, scheduled all-cargo carriers, foreign air 
carriers, and Alaskan carriers. Submitted monthly, 
quarterly, and/or annually. 

a. Original. 

Transfer to FRCwhen 5 years old. Destroy when 20 
years old. 

b. All other copies. 

Destroy when 5 years old or when no longer needed, 
whichever is sooner. 

rolU copae.,	 IDClllcliDg original, to be aubnutted to the National Al'chives and Recora Service GPO,1963-0-711-917 
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100. Supplemental Formal.Reports Files. Statistical reports
providing information supplemental. to that reports in 
Item 99. Should include, but not be limited to, reports 
of fteight loss and damageclaims, scheduled arrival 
performance, unaccommodatedpassengers, passengers 
denied confirmed spaces, and accounting plans. 

a. Original. 

Transfer to 
years old. 

FRCwhen 2 years old. Destroy when 7 

b. All other copies. 

Destroy when 5 years 
whichever is sooner. 

old or whenno longer needed, 

101. Special Reports Files. Contain formal. and supplemental 
reports filed by air carriers on a one-time basis to 
meet a specific need of the Board. 

a. Original. 

Transfer to 
years old. 

FRCwhen2 years old. Destroy when 7 

b. All other copies. 

Destroy when 5 years 
whichever is sooner. 

old or whenno longer needed, 

102. Temporaryor Voluntary Recurrent Reports Files. Reports 
filed on a temporary recurrent basis pursuant to a Board 
requirement or under a voluntary program administered 
by the Board. Should include, bub not be limited to, 
origin and destination of passenger traffic reports and 
any temporary reports required by Board orders. 

a. Original. 

Transfer to 
years old. 

FRCwhen 2 years old. Destroy when 7 

b. All other copies. 

Destroy when 5 years 
whichever is sooner. 

old or whenno longer needed, 

Fo_ copie., u..,ladiDg original, 10 be .-bznilled 10 Ihe National Archives and Records Service GPO: 1003-0-711-917 
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103. ADPPlanning DocumentsFiles. Planning documents consist-
ing of master plan, feasibility studies with associated 
charts and diagram, and supporting data reflecting the 
Characteristics of the data automation activity. 

PERMANENT.Offer to National Archives with related 
materials upon completion of program and/or project. 

104. ADPProgram ManagementFiles. Consist of the development 
of plans, policy, and procedures governing the conversion 
of electrical maChineoperations and the supervision, 
cOl).~rol, coordina~ion, and operation of the mechanization 
program. 
PEBMANENT.Offer to National Archives with related 
material upon completion of program and/or project. 

105. ADPStandardizations Files. Consist of data elements 
and codes, standardization requests, and justification 
for all data systems developed by or for the Civil 
Aeronautics Board. 

PERMANENT.Offer to National Archives with related 
material upon completion of program and/or project. 

106. ADPData Systems Planning Files. 
definition of system. 

Documentscontaining 

PERMANENT.Offer to National Archives with related 
materials upon completion of program and/or project. 

l~. ADPInformation Retrieval 
Magnetic media containing 
marks, and publications. 

System Master Reference File. 
en index to patents, trade-

PERMANENT.Offer to National Archives with related 
materials upon completion of program and/or project. 

108. ADPEconomicStatistics Master Files. 

a. Magnetic media containing noncumulative data used to 
prepare reports covering a limited period of time. 

PERMANENT.Offer to National Archives with related 
material upon completion of program end/or project. 

Foa copie., IlicladiDg Origillal, to be submitted to the National Archives GIld Records Service 
GPO: 1963-0-711-917 
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b. Magnetic media containing 
periodic surveys. 

noncumulative recurring 

PERMANENT.Offer to National Archives with related 
materials upon completion of program and/or project. 

109. ADPValid Transaction. 
files of items used in 

Magnetic tapes containing valid 
additional statistical analysis. 

Destroy whenno longer needed. 

110. ADPSwmnaryData File. Magnetic media substantially 
unpublished such as tapes containing data that are 
disclosure free. 

Destro,y when no longer needed. 

111. ADPPublication Tape File. Magnetic media which are 
reproduced and disseminated as publication or used for 
reproducing a printed pUblication. 

Destro,y when no longer needed. 

112. ADPSample and Subsamp1eData Files. Magnetic media that 
are disclosure free or useful in statistical analysis or 
policy formation models or simulation studies. 

Destro,y when no longer needed. 

Fo_ copie., UacladiDg original, to be -.bzniUed to the National Archives and Records Service GPO:1963-0-711-917 




