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REQUEST FOR RECORDS DISPOSITION AUTHORITY

®

LEAVE BLANK

(See Instructions on reyerse) 708 NO
.

TO. GENERAL SERVICES ADMINISTRATION,

NCI-39%- &0-/

. z
. D

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 SATE RECENED

1. FROM (AGENCY OR ESTABLISHMENT)
Department of Transportation

/=-19- 19

2. MAJOR SUBDIVISION
Office of the Secretary

NOTIFICATION TO AGENCY

3. MINOR SUBDIVISION
Executive Secretariat

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT 4 5 s) %%5%& :

Ar< Nivist of the U nited States

In accordance with the provistons of 44 U'SC 3303a the disposal re
quest, |r‘cludmg amendments, 1S approved except for items that may
be stamped “disposa’ not approved” or “withdrawn™ in colymn 10

\

Luci Austin _ 426-0337 Date

6. CERTIFICATE OF AGENCY REPRESENTATIVE
I hereby certify that | am authorized to act for this agency in matters pertaining to the d:sposal of the agency’s records;

that the records proposed for disposal in this Request of

this agency or will not be needed after the retention periods specmed.
[] A Request for immediate disposal.

page(s) are not now needed for the business of

X B Request for disposal after a specified period of time or request for permanent

reten

C. DATE

1-31-80

gpr(TURE W E. TITLE
ut

Carol A, ton OST Records Management Qfficer

7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
SAMPLE OR

10.
JOB NO ACTION TAKEN

EXECUTIVE SECRETARIAT

The records listed in this schedule are those maigzéined
by the Executive Secretariat on behalf of the SecTretary,
Deputy Secretary, Associate Deputy Secretary and Director
of the Executive Secretariat and records maintained by the
Special Assistants to the above officials,

The Secretary is the principal advisor to the President
on national transportation affairs and is the principal
representative of the President's Administration in
relations to Congress, other elements of Government, the
transportation community and the public, with respect to
transportation needs, policies, programs, resources and
actions.

GENERAL SUBJECT FILES - Microfilm and Hard Copy

Correspondence, memoranda, reports and all other official

documents relating to transportation policy or planning or
the executive direction of the Department of Transportatior
which has been acted on (signed, approved and/or seen) by
the Secretary, Deputy Secretary, Associate Deputy Secretary
and Director of the Executive Secretariat,

b
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Revised April, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4



. 1 {

Standard Form No. 115-A

Revised November 1951
Prescribed by General Services Admimstration Job No. Page, 2
GB8A Reg. 3-1V-106 N -
115-202 “ of . pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7. 8. DESCRIPTION OF ITEM 9. 10.
{TEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR ACTION TAKEN
a. Records created prior\hg 1973 and not shpported by withdeawn
am\automated system (not\to be filmed) 3fve]ge

PERMANENT,

o

13, Cvr/udM m WURE. None n g em
- arranged by subjext (numerlcac7

ification

alpha) according to
directive.

gency's subject cla

b, Records created after 1973 and supported by an
automated system

(1) Microfilm records
PERMANENT - silver Orlglnal'fldﬂﬂdeCQB(ﬁxﬁftrocr
Offer to NARS when five years old with related
manual finding aids

2 cu, ft,. per year - arranged numerlcallybscadfdgc#f)“um%&
are amwga on Bine nwmerica Yy tj Combtol #,
(2) All other microfilm copies - Appropriete—
-dispositien—wili—be—determined—byBOTand—
esxxucL1on_wal—be—haaé%eé—by—&he—e;*g*aa&+ag—

' a,\(jwaj whew, ne

office—when—superseded— ]wgkng
(ovﬂer needed, For adlministirativ pucpeses

The agency certifies that the records described on this
form will be microfilmed in accordance with the standards
set forth in 41 CFR 10l-11.506., Storage conditions will
adhere to the standards of 41 CFR 101-11.507 and 41 CFR
101-11.508. The first inspection of microfilm will be
conducted in 1982,

(3) Computerized index (Se(reﬁrfd Tnbormation Ketrieval J?S/&m)
(a) DOT copy - destroy in agency when superseded.

(b) NARS—ecopy——eusrrent—copy—of—index—to be dumped
eppvatly—fromdisec—and—sent—toNARS—with—
~retated—ftiHim—¥ARSto—Tretairas—finding—=id P
uﬂft%—superseded——then—destrUy————

Reccr‘cl copy - Pecmanent, ans fec aMM‘meICMK: MA'BC W

agv\e*rc “dape + semd '50 A)A—fiS Wit re
(4) All manu ls, procedural indexes, guides, documen-

tation, and any necessary information retrieval

documents - transfer current version to NARS with
related film. NARS retain until superseded, then
destroy.

Four ies, including original, to be submitted to the National Archives and Records Service GPO ,1963—0-711-917
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of i pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO.

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

9.

SAMPLE OR
JOB NO.

10.
ACTION TAKEN

REPORTS (GENERAL). These records include Financial

and General Reports on the Secretary's Dining Room and
other similar reports of the Secretary, Deputy Secretary,
Associate Deputy Secretary and their Special Assistants,

Transfer to FARC when three years old.
FARC destroy when six years old,

REPORTS (SPECIAL) These records include Bi-weekly High-

light Reports.and other similar Secretarial level reports,

PERMANENT

Transfer to FARC when one year old.
Offer to NARS when six years old.

2 cu, ft., per year - arranged chronologically

LECTURES AND SPEECHES OF THE SECRETARY, DEPUTY SECRETARY,

ASSOCIATE DEPUTY SECRETARY AND THEIR SPECIAL ASSISTANTS.

—PermANENT—oPfor~e—AARS—Toe—Sgears ot
Fransfer—to—FARE-when—three—yesrs—old, ef&ﬂ”\h

These records consist of copies of speeches pertaining
to transportation policy and programs. (Official copy
of speeches are retained in the Office of Public and
Consumer Affairs),

Destroy when three years old.

TRAVEL. These records include supporting and briefing
papers relating to the official travel of the Secretary,
Deputy Secretary, Associate Deputy Secretary and their

Special Assistants, firr caesmciogicetly or by place. 3 aAF4»/qr:Ig
- 4l ¥

t. g, Tromster + FARC ubew 5 Tears old
Permame«. Bées’u“ (—Jew:&v\rnwj’lwkp when latest recordls o\f‘g,‘/1 o qet\rs'c(d

APPOINTMENTS These records contain briefing material

and appointment records for the Secretary, Deputy
Secretary, Associate Deputy Secretary and their Special
Assistants. Arcamged chremologically, 3 cn [ yr.

FRERMANEAT—Ofor—o—AARS —ier—S—eras ol o3/5°
Framrsfer—toPARC—wherthree—yearo—otdr— cﬁanlw-v
FARE—destroy—when—six—years—old.,

Rrmovent, Break Gle omnvally, TTramsfer 40 FARC  whew

& Years old - OFfer +o  NAR o Y- year blocks when
|atest records are 10 years old .

Four copies, including original, to be submitted to the National Azchives and Records Service

GPO ; 19%63—0-711-917
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
7. 8. DESCRIPTION OF ITEM 9. 10.
ITEM NO. (WiTH INCLUSIVE DATES OR RETENTION PERIODS) SAJ'SELPE(?R ACTION TAKEN
7. COMMITTEE AND CONFERENCES
a. Records relating to establishment, organization, GRS “?/C‘f’)“'
membership and policy (hm?
s
(1) DOT-sponsored interagency, advisory, and
international committees and conferences.
PERMANENT. Transfer to FARC three years after
committee is terminated.
Offer to NARS wher-10 years-e+é. afler m;ﬁiii‘s
Co.- }zcu. ft. per year - arranged by group name
(2) internal committees GRS lc/liw
(a
Destroy in agency two years after termination of (same)
committee.
1br—Att—other—ecommittee—reecords—
: ~g—old—er—when—no——
longerneeded—for—reference+—
. RS l6/1a
b. Records created. bj Commi flees G i( &(/
() Aqemdas, wminules, Final reports related recerds O (a)
documaniking dhe accom plislivnedds of~ OFF;(,\‘G\( beacds (submid
a Covamiliees SFMSére&_ }7&3 boT Are. by oo of ns)
(o) Kecord copy (ofFice o€ receﬂi) R N
PERMANENT, “Tramsfer Yo FARC 3 vears afier
e
cowumittee s Yerwciwnated . Offey 4= NARS 6
Uueal s afler cumwmnttee g +ecrinated,
(L) All other cepies GRS |"/'a-’
. b () (h)
Deotr whew 3 {ears sld of whew vp § N
Sawme
leqer needed, Cor referemce , 4
2) Al other cemm flee reconrds, @il Covumitees, GRE(W)/I&
Destroy whew 3 yYears old  or when no 2
‘Wﬁw need el Gr cefecomce . (sume)
Fomr copi luding original, to be submitted to the National Archives and Records Service GPO .1963—-0O-711-917






