
.... • 1------,REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK
 

(See Ins(ruction.s on re.verse)
 JOB NO 
" ~
 

TO. GENERAL SERVICES ADMINISTRATION,
 
__ N_AT_IO_N_A_l_A_R_CH_IV_E_S_A_N_D_R_E_CO_R_D_S_S_E_RV_IC_E_, _W_A_SH_IN_G_T_ON_,_D_C_2_04 __0_B__ --i DATE RECEIVED
 

1. FROM (AGENCY OR ESTABLISHMENT) 1/- "_ 7' 
De artment of Trans ortation NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 
In accordance with the ornvrsrons of 44 USC 3303a the disposal reOffice of the Secretar quest. Including amendments. IS approved except for Items that may 
be stamped "drsposa' not approved" or "withdrawn" In column 103. MINOR SUBDIVISION 

Executive Secretariat 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT 

Luci Austin 426-0337 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby 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 4 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o A Request for immediate disposal. 

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

C. DATE E. TITLE 

1-31-80 OST Records Management Officer 

9.
7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR

ITEM NO (WIth Inclusive Dates or Retention Periods) ACTION TAKEN
JOB NO 

EXECUTIVE SECRETARIAT 

The records listed in this schedule are those main~ined 
by the Executive Secretariat on behalf of the Se~etary,
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.
 

1 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 Transportatio
which has been acted on (signed, approved and/or seen) by 
the Secretary, Depqty Secretary, Associate Deputy Secretar 
and Director of the Executive Secretariat. 
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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 

a. 

CVrf.e.",,:-iI'i·I'" WtJR. ,MOIll€. ~"'- c-<..l'J eMU;! . 
~~~~~~~~~~ - arranged by subje t (numerical/
alpha) according gency's subject cla ification 
directive. 

b.	 Records created after 1973 and supported n 

automated system 

(1) Microfilm records 
'1 . . 1+ I J (. + (Sill(;( ct'a<;.o orPERMANENT - SJ. ver o ri.gi na "-"'f ICC\. e. C'''f~ ves;~v...\o.-r))
 

Offer to NARS when five years old with related
 
manual finding aids
 

2 cu. ft. per Y"ear - arranged numerically.bjCCt.(·~"i~~~J>ccM""i?4I

cue ~'4{, ~ h liM-- IWMe..;C",Tl'j bCj c.c"""-rto It£.,
 

(2)	 All other microfilm copies - Appropriate,

'~Bitien will be determined by DOT and
 
~Gitruction will ~e handled ~y the originating

office when Btlpersededo- ])G~ llot..- a..g<!M.c:J wh~ VIC 

{~e(' \l".ecletL For o-ct .....ivti~t-I-&<--t-;\I'i plA.('pc$e~, 

The agency certifies that the records described on this 
form will be microfilmed in accordance with the standards 
set forth in 41 CFR 101-11.506. 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 (SecrefMiti;f.J;,.foriYlrt:fint ,(Je/r;eval Srs/u...) 
(a) DOT copy - destroy in agency when superseded. 

(b) 
~ally frem diBC and gene

related film. NARS to retain as finding aid
 
nntil sllperseded, then destroy.


Reccm C~;j -- Pe("~aMeM.+. Irttl-\s!€1- tx:~MAIII1 f('~ Jl.sc 
-lo V>\t>-<'jY\e-t.e- ---f-<>.-fe -+ ~e,..,c:t 10 Al It-I'<S: L<J','#.- ,..,-r-t~.t r- j 11->1 •

( 4)	 All manuals, procedural indexes, guides, documen-
tation, and any necessary information retrieval
 
documents - transfer current version to NARS with
 
related film. NARS retain until superseded, then
 
destr 
Fou	 copie., mclDdiav originol, to be ..... mill.d to the Nationol Archives .... d Recor'" Service GPO.1963-0-711-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-COniinuation Sheet 

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

2 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. 

3	 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 

4	 LECTURES AND SPEECHES OF THE SECRETARY, DEPUTY SECRETARY,
ASSOCIATE DEPUTY SECRETARY AND THEIR SPECIAL ASSISTANTS. 
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. 

5	 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. fk,...ci..rv"'c\o1~c,_II'1 Dr-b"tp(r..c.:, -3 eM.. 8-./"1(' . 

PE'f'"at~iI:l!:N"1. "PM -lot PdflRS Mie:w S yew •. otJ· ~ \8'0 -r: '1/;'/ ~o 

'i'ransfer 1:0 FARe when three ,eaFs ala. p~·'I.~
~~e-~~~~-w~~~.~~~~~~'~	 ~-,LP:~~"",~+."'~vJu.:wit.i~.u"-~;:~IIJ:---rrtlM.sk-i-.: FARe <..J~~ .5 '1ec.n 01&,

of-~ +a lJiliftit ~V! 'f-'1e.o.r )'i~~.fC$ w~e..-. Io..t-es+- Ie.c.cms ""e,. 10 '1e(\('s cl~ 
6 APPOINTMENTS. These records contain briefing material 

and appointment records for the Secretary, Deputy
Secretary, Associate Deputy Secretary and their Special
Assistants. f\N'.:lM.~ecl ~~D la':l'cc.\\~. 3 CH- H (I.\r. 

- -- r.r: ~. 1"'1(;1/~ ~ . ,,~.:> vv ." ..... -.:> '1-t'~~ <J/(iI" ~ gO ~~;-

:::.:~.::>...~..... v L~L''-' WU':''' ....... ~~ .1.1.1 ~I'~ 
.~,'-' "~~~~~J ... ~ .. ~~ .. J~~~~ ~~".	 lJ"Y 
IhI'YlOMe«.+, Er~ hie ovv..Vlv(,{I'1' ,i(--,l.M.Sku- +c FA-Rc. wl-1e-<-v 

£11E.0\1"> oleR· or-(€..(- +0 NARS ,"-' 0 - Ljeo..r blcclcs Wf.eMJ 

\o.:tcs-i- rec.vrcf5; oJe. 10 Liefl.rs old I

!-~-----r_ copie.,	 iDcl.diIIg original, to be aa!>zniHed to the National Archives aud Recorda Sel'Vlce GPO:196:1-0-711-917 

http:Liefl.rs
http:fk,...ci
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. (WITH 

8. DESCRIPTION OF ITEM 
INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

7. COMMITTEE AND CONFERENCES 

a. Records relating to establishment,
membership and policy 

organization, 

(1) DOT-sponsored
international 

interagency, advisory, and 
committees and conferences. 

PERMANENT. Transfer to FARC three years after 
committee is terminated. 
Offer to NARS -wftefl-10 years~. ~ ~:tt~e .s 

L } 1><.r""':"'cc{.e....~. 

Co.· ~cu. ft. per year - arranged by group name 

(2) internal committees 

Destroy in agency two years
committee. 

after termination of 

G«S ff.,!IJ.o. 
Ci2) 

C,,~) 

]. • 11 ittee reeerti3 
Destroy ift e.geftcy when three yee.r~-
1onger-n€€-d€-d~-G;r--'l:'-Gi~~ 

b. ~e(orct.> cr~ bj CfYVIAwt",HEes 

(t) ~eM.c;l~s \l\>\.il<vies) t:'f\(A\ re.\':>6r+s 'f- relc.:kJ. recc·rk . 
c-toCVWlg.l+'>1.5 ~e CcCcu-1-<-<. f'llsk~~> (iF- oF-F-;L~G-.1 bcc,rt(,$ 
Q.. C""""-wd~e.e> SPO"Y\.S6'"",L b\.\ DOl' ~r-r. \01 "'~ of 

\ J ~1'lJ~ 

(tI-) ~ecC'('<l. cor') (of'.!=;c<!·~~ f"O.rn) c:,,-.Y~c...r+/'1r, 

PER.J.I\IHJ <:: ~ T. I(,LAM~0 +t:; FA Q,C :5 '1Mr, o-f'le.i 

c..~~tree 15 WVl<.~V\A.'\-Pot, Or-re...v i-c }JARS /6 

L,\ew> "'~ CL"",VYl\\tf'e.. IS. +-i'('vv-,V\.",-+e/t, 

( b) All c:M,e.-

»c So h-J 
Ic·<\~e. 

:5 Ll €. '" r-s o I d 0 r 

~o r Ie. ~er e...<A c e , 
W h eM- Yl b 

An Ie. C' 0 f'd .s all c c V\A-WL ~ -lI-e e.s 
) 

3 vtelM"s, old 0'- wh€.M."6 
~ r- (e)f e.{' QM. c e. , 

r...eopie., iAc1adiag original, to be nabmiH .... to the National &chive ..... d Reconts Sennc. GPO.1963-0-711-917 




