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JOB NUMBER
 

REQUEST FOR RECORDS DISPOSITION AUTHORITY
 
N1-406-09- I 7 

To:	 NA TIONAL -ARCHIVES & RECORDS ADMINISTRATION Date received
 

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

U S Department of Transportation NOTIFICATION TO AGENCY
 

2 MAJOR SUBDIVISION In accordance with the provrsions of 44 USC 3303a, the 
Federal HIghway Adrrnrustration drsposrtron request, Including amendments, IS approved 

1-:-.,--;:-:"=-:::-:::-:"=:::-::-:-:-=-:-:-------------------1 except for Items that may be marked "disposition not 
3 MINOR SUBDIVISION	 approved" or "Withdrawn" In column 10 

Federal-Aid Divisions (Field Offices) - Administrative 

4. NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE NUMBER ~I~~~E '/1 ..... (~IKT~EUNITEDSTATES
 

Victor S. Wagher 202-366-6672 rr \/1t..c.H' v ~d ~
 

6 AGENCY CERTIFICATION 
I hereby certify that I am authonzed to act for this agency m matters pertammg to the disposition of ItS records and that the 
records proposed for disposal on the attached _12_ page(s) are not needed now for the busmess for this agency or Will not 
be needed after the retention penods specified, and that wntten concurrence from the General Accountmg Office, under the 
provrsions of Title 8 of the GAO Manual for GUidance of Federal Agencies, 

~ ISnot required	 D ISattached, or D has been requested 

DATE SIGNATURE OF AGENCY REPRESENTATIVE	 TITLE 

~va;t, 7; J-l':y l/.;tZt~ ;r1 M~~ Records Officer 
9 GRS OR 10 ACTION TAKEN 7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB (NARA USE ONLY) CITATION 

This schedule covers administrative records of the 
Federal-Aid DIvisions (field offices) of the Federal 
Highway Admirustration (FHW A). This schedule 
supersedes SF 115 job number NCI-406-85-1 and 
portions ofNCI-406-85-6, both approved by the 
Archivist of the U.S. on November 13, 1986. 
Administrati ve records not covered here are covered 
by the General Records Schedules (GRS). 

Items marked with an asterisk (*) may contain
 
sensitive and/or personal identifiable mformation and
 
require controlled access and handling to safeguard
 
against a breach of information (Privacy Act oj 1974
 
and the Federal Information Securtty Management
 
Act oj 2002).
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~ li@@id@Dt R@pof!t ¥il@8 €P@f!8oHaIIRju~! ¥il@8~. 
GOASlSt O~t@fms, f8~OftS, 80ff8S~OAa8A88, aDa f81&t8a 
m8ai8&1 &AalA!i!8stlg&tl!I'8 f880fas fsl&t8a to OA tA8 
jo@ lAjMfl8S, !i~!A8tA8fOf AOt & 81&lm mf 80m~8AS&tlOA 
\II!&Sm&a8, 8~~81MalAg80~l8S MI8alA tA8 ~m~IO~!88 
M8til8&1 FOlti8f ana 80~l8S sM@mitt8a to tA8 
D8~&ftm8At O~L&@Of. 

GRS 1131 

QI~PQ~I+IQ~~: GMt oi¥ OAt8fmlA&tloA of 
80m~8AS&tloA Of WA8A as&ahA8 t@f MliAg 81&lm lS 
~&SSsa D8StfOY 3 Y8&fS &Ft8f 8Mtof:K 

~ i~...dmiDi8tf!ati~!@ ¥il@8. G8A8f&1 80ff8s~oAa8A88, 
~8fSOIm81lAt@ffAatlOA, mOAtAl~! fS~8ftS, AOt8S OA 
ID88tiAgS, sSAsaMl8s, tfl~ f8~OftS, &Aa OtA8f 
a08MmsAts f81atlAg to tA8 &amlAlstnltiv8 O~8fatlOA of 
tA8 Of:M88. 

GRS 2311 

DI~PQ~I+IQ~~: GMt off &t 8Aa o~ MS8&1Y8&f. 
D8StfOY 3 Y8&fS &Ft8f sMtoff. 

~ Ad~!@f!8@l ...dioH ¥il@8. QosMm8Ats ~8ft&iAlAg to 
S~88lM8 8m~lo~!88 &a!i!8fS8 &8tlOA S&88S,SM8A&S 
wOfl€lAg ~&~8fS, 80ff8s~oAa8Ass, @8s1€gfoMAa 
mat8fl&l, Of:M81&1Ml8 80~l8S, 80~lSS o~ 80Mft a88lsloAS 
&lia &~~8&ls. 

GRS 1/30B 

QI~PQ~I+IQ~~: Pl&88 lA lA&8tl!i'S Ml8 !5Ii!A8AS&S8lS 
s1OS8a. GMt oi¥ IA&8tl!i'SMl8 at 8Aa €l~ MSs&1~'8&f. 
+f&ASftlf to F8a8f&1 R880fas G8m8f €FRG~ ~ ~!S&fS 
&Ft8f sMtof:K D8StfOY 7 Y8&fS&Ft8f 8Mtoff. 

4. Performance and Strategic Plan Files. Include 
correspondence pertaining to preparation of Strategic 
Plan, copy of current DIvision Strategic Plan, and 
memoranda and correspondence relating to emphasis 
areas of Strategic Plan for Division offices. 

NC 1-406-85-1 14 

DISPOSITION: Cut off at end of fiscal year. 
Destroy 3 years after cutoff. 

5. Appropriations Files. Correspondence and other 
files on apportionments, allotments, obligations, 
liquidations, expense vouchers, status of funds and 
accounts, checks and depositories, and 
reconciliations. Also includes reports on financial 
management reviews and correspondence on 
eligibility for participation. 

NC 1-406-85-1/5 

DISPOSITION: Retam apportionment memos until 
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funds expire. Cut off at end of fiscal year. Transfer 
to FRC 5 years after cutoff. Destroy 10 years after 
cutoff. 

6.* Audit Case Files. Case files maintained by field 
offices of internal and external audits of Agency NC 1-406-85-116 
programs, operations, procedures, and audits of 
contractors and grantees. Files consist of audit 
reports, correspondence, memoranda, and supporting 
working papers. 

DISPOSITION: Cut off case file at the end of the 
fiscal year in which the case IS closed. Destroy 6 
years after cutoff. NOTE For FIRE program 
documentation, see item 19 

7. Budget Files. Copies of invoices for 
communications, machine repairs, equipment rentals, NC 1-406-85-111 0 
reimbursable services with annual and quarterly 
reports, reconciliation reports, and other materials 
pertaining to the budget expenditures. 

DISPOSITION: Cut off at end of fiscal year. 
Destroy 3 years after cutoff. 

Budg@t R@port FiI@s. P@fi€Jai@ f@~€H;tS €JR tA:@stahts 
€If a~~f€J~fiati€JR a@@€JMRtsaRa a~~€Jfti€JRm@Rt. GRS 5/3 

a. l\flflMal f@P€JNS. 

DISPOSITIOM: @Mt€Iff at @Ra €If Ms@al y@af. D@Stf€JY 
5 Y@8fS att@f @Mt€lff. 

D. All €JtA:@ff@~€JNS. GMt €Iff at @Ra €JfMs@al y@af. 
D@Stf€JY 3 y@afs att@f @Mt€Jff. 

Building S@n'i@@s FiI@s. G@R@fal @€Jff@s~€JRa@R@@, 
f@@8fas 8f@88faiRati€JR aRa ~pf8yal, 8fH@ial MI@ GRS 1111 
@€J~i@s, aHa iRfsrmati€JR €JR t8@ Divisl€JR €JfH@@S 
maiRt@RaH@@, f@paifs, f@R€Jvati€JRs, d@sigRS, @t@. 

DISPOSITIO~~: GMt €Iff at @Ra €If Ms@aI y@af. 
D@Stf8Y 2 y@afs att@f @Mt€Jff €If 2 Y@8fS att@f waffaRty 

~ A@@ountahl@ Offi@@rs' Fil@s (~it@ Audit R@@ords). 
Fil@s iR@IMa@ SF 215 (D@~8Sit Ti@k@t), f@@€lfaS €If @asA: NC 1-406-85-1114, 
f@@@ipts, V€JM@A:@fS,aHa €Jt8@f a@@€JMRtiRg f@@€Jfas GRS611a 
maiRtaiR@d f8f sit@ aMait @y GAO aMait€Jfs, @€JRsistiRg 
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a0@8tlftta@ility, @811@@ti8fts@1l0atll@s, @811@@ti8ft 
v8tl@1l@fs, aiS@tlfS@m@ftt s@ll@atil@s, tiiS@tlfS@m@ftt 
v8tl@1l@fs, afta all 8tll@f s@ll@atll@s Mia Y8tl@1l@fS8f 
a8@tlm@11ts tls@a as s@ll@atll@s 8f v8tl@1l@fs, @l{@ltlsiv@ 
8f 08mm@f@ial ~aSS@ftg@f tnmS~8Ftati8ft afta fF@lgilt 
f@@8fas afta ~aYf811 f@@8fas. 

DIgPOfHTIO~f: 1J@Stf8Y ~ y@aFS Mia 3 m8fttlls 
~@fi8a @8v@F@a@y a@@8tlftt. 

aft@F 

T@h~@ommUBi@stioBS G@B@FSI Fil@s. hu~huh~~lafts, 
f0~8FtS, afta 8t1l0f f008fas ~0Ftaiftiftg t8 @€J:tli~m@ftt 
f@€J:tl0sts, t@1@~1l8ft@S@fVl@@,afta lih ftlatt@fS. 

GRS 12/2b 

1JIgPOgITIO~L Gtlt 8ff at @fta 8f tis@al y@af. 
1J@8tf8Y 3 Y@aFSaft@f 0Ht8ff. 

12. Credit Card Files. Consist of memorandums, U.S. 
Government purchase cards (gasoline credit cards, 
small purchases credi t cards) and Form FHW A-164 
Property Receipt and/or Receipt for Property 
Returned. 

NC 1-406-85-1123 

DISPOSITION: Destroy 3 years after final payment. 

13. Correspondence Files. Includes general 
correspondence with States, external groups, and 
private citizens. This does not include the project 
correspondence that is part of the Federal-Aid Project 
Files. 

NC 1-406-85-1125 

DISPOSITION: Cut off at end of fiscal year. 
Destroy 3 years after cutoff. 

14. Delegations of Authority Files. Includes 
documentation and supporting papers pertaining to 
official delegations of authority regarding personnel 
administration, information and management 
services, acquisition management, and other 
approvals, e.g., payroll and time and attendance 
documents, travel vouchers, contracts, etc.; 
re-delegations of authonty from the Division 
Administrator and other records of internal 
delegations of authority; and incoming requests for 
changes in delegations. 

NC 1-406-85-1126 

DISPOSITION: Place In inactive file when 
delegation is no longer valid. Cut off inactive file at 
end of fiscal year. Destroy 6 years after cutoff. 

115-109 N 1-406-09-17 STANDARD FORM 115 (REV 3-91) 
Prescribed by NARA 36 CFR 1228 



-
~. Dif!@dilJ!@ FiI@s ~Iniftf!mation ~opi@s~. G@~1€l8@f 
81f€l€ltllJ!€l8,@a€ll€gF@Uft8mat€lFial, 008 Stk€lF mat€lFlal8 NC 1-406-81-1/27 A 
F€llat€l8 t€l tk€l 8iF€l€lti!j!€l8imfll€lm€lfttati€lft ift tk€l fi€l18 GRS 1611A 
Sffi€l€l8. Qffi€lial F€l€lsF81€€l€l~iftg!j!€lF8isft8 €l~ 8iF€l€lti!j!€l8 
aF€l maifttaift€l8 ift tk€l Wa8kmgtsH H€la8€lu8Ft€lF8' 
Maftag€lm€lftt PF€lgFam8 aH8 AftalY8i8 Divi8isft 
(BAlM lQ). 

QI~PQ~I+IQ~~ : Q€l8tFSY ift ag€lft€lY wh€lft ft€l l€lftg€lF 
ft€l€l8€l8 -WF@u8ift€l88 ft€l€l88. 

~ Iil~@@ssIilquipm@ot Pf!ogf!am Filtls. Ift€llu8€l fil€l8 aft8 
€l€lFF€l8~@ft8€lft€l€lF€llat€l8 ts tk€! €l~~€l€!88€l€lui~ml:lftt GRS 4/3 
flF€lgFam (tF008!@F s~ ~€l8€lFal €ln€l€l88€l€ltli~m€lftt t€l 
~tatl:l kigkwa~' a8mifti8tFatisft8) iH@ltl8iftg l€ltt€lF8 €lf 
€lF€l8€lHtisl, €l€ltli~m@Ht Sf8@F fil@8 (£~8 1~~ SH8 
8tl~~SR mst@Fisl), jStlfflal V€lU@k@F8,@iH8, Sft8 titl€l 
tF8J18WF8. 

a;. +FSft8S@tisft8 €l~m@F@tksft $~5,QQQ. 

QI£PQ~HIQM: Q@8tF@Y(i Y@aF8alt:€lF fiftal ~aym@ftt 

~ +Faft8a@ti€lft8 €l~ $25,QQQ €lF1€l88. 

QI~PQ~HIQM: Q@8tFSY 3 Y@aF8alt:@Ffiftal ~aym@ftt 

~ Iil~p@odittlf!@ A@@ouoting G@o@f!al ~Of!f!@spond@n@e 
Fil@s. GSFF@8~€lft8€lft€l@aft8J'SF 8tl@j€l€ltfil@8 GRS711 
malfttaift€l8 @~!Qi'l'18isft8 !jlj!ki€lkaF€l f€l8~€!ft81@1€l!@F 
€lH~€lH8itUf€l a€l@€!tlfttiftg, ~€lRaiftlftg t€! tk@ iftt€lfflal 
€!~€lFati@ft8 8J18 a8mlfti8tfatl@ft tk€lf€lS~ 

QI~PQ~I+IQ~~: Gtlt €Iff at €lft8 @~M8€lal Y€laF. 
D€l8tf€!y ~ Y€laf8 alt:€lf €ltltsf:K 

18. FHW A Organization Files. Includes documentation 
and supporting papers pertaining to changes in the 
mission, functions, and organizational structure of the 
Division Office. Includes approval documents and 
background information that provide rationale and 
justification for the changes, as well as organizational 
charts (before and after an organizational change) and 
related papers. 

a. Memorandums and other documents approving 
changes to the mission, funcnons, and orgamzational 
structure; the rationale/justification for an 
organizational change (this can be of a summary 
nature); approved orgamzational charts depicting 
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organizational structure only, both prior to and 
following an organizational change; documents 
indicating concurrence, nonconcurrence, and/or 
comments; and key historical information. 

DISPOSITION: PERMANENT. Cut off files at end 
of fiscal year. Transfer to NARA 5 years after cutoff. 
[Larger Divisions currently have on hand 30-40 
pages; annual accumulation is only about 5 pages.] 

b All other material that IS not included in item 18a 
above, but supports organization-related proposals 
and changes. 

DISPOSITION: Destroy in Division Office when no 
longer needed for busmess needs. 

19 Financial Management Files - Financial Integrity 
Review and Evaluation (FIRE) Files. NCI-406-85-1/37 
Correspondence, working papers, and reports on 
internal and external financial management. 

a. Correspondence and working papers, includmg FIRE 
review documentation. 

DISPOSITION: Retain copies of all required review 
documentation for a period of 3 years from the date 
of the annual certification supported by the review 
activities (see FHWA Order FHW A Order 4560.18). 

b. Final Reports. 

DISPOSITION: Cut off at end of fiscal year. 
Destroy 10 years after cutoff. 

~ FF@@€iom of Information Ad (FOIA~R@qu@st 
FiI@s. Fil~s eF~at~a ill FeS~Sllsets F~€\liestsWF GRS 14111 
illWmlatisll lilla~F the FOIA eSllsistillg sf the illitial 
Fe€\li~st,a es~y sf th~ F~~lytheFets, !lila all F~latea 
S\l~~SFtillgtil~s whieh may illelliae sfiielal til~ es~y 
sf Fe€\li~steaFeesFas ~s~y th~Fets 

&; CSl'feS~€Hla~lle~alla sli~~sFtillg aS~\lm~nts 
€em~lliaillgthe sfiieial til~ es~y sf dl~ F~~sFas 
Fe€\liestea if til~a heFeill). 

DISPOSITIO~r: D~stFsy 2 y~aFsaft~F aat~ sf 
~ 
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(2) R@SflSluiiftg ts F@€):M@StSfuF ftsft@Hist@ftt F@@sFBs; 
ts F@€J:M@St@FS!jlI;!HSflFS!,!iB@ iftaB@€J:Mat@ 
B@s@Fifltisos, aOB ts tHSS@ WAS fail ts flay ag@o@y 
F@flFSBM@tiso kl@. 

(a) R@€J:M88tSftst 8flfl~al~B 

QISPQSI+IQ~~: Q~8tFS~! 2 ~!@8F8alt@F Bat@ sf 
~ 

(@) R@€J:M@8tSaflfl@al~B. 

QISPQSHIQN: D@stFsy as amHsFiz@B MftB@F 
it~m 19. 

(3) Q~ftyiftg a@@@S8te all flaRs €If tH~ F~@sFB8 
F@€J:M@8t@B. 

(a) R@€):M@StSoet 8flfl@al@B. 

QISPQSI+IQ~L Q@stFe~! ~ ~!@aFSalt@F Bat~ sf 
~ 

(@) R@€):M~8tSaflfl@al~B. 

QISPQSHIQ~~' D@stFsy as aMtHeFiz~B MnB@F 
item 19. 

~ Qffi@ial @SflY sh@€):M@st@B F~~eFBs. 

QISPQSI+IQ~~: QiSflSS@ €If io a@@eFBaft~@ ¥i!itH 
aflflFS;J;'@B ag~o~~! Bi8fls8itieft iostm@tiso fuF tH@ 
F@lat@B F8@SFB8, SF witA tH@ F~lat@B FQIA F@€J:U@St, 
wAi@H~V@F is lat@F 

~ ¥QI~ ~pp@aI8 ¥il@8. FII@s @F@at~Bio F@8flsos@ te 
aBmiftistFati!i!~ 8flfl~als uOB@F tH@ FQh~ fuF F@l@as~ €If GRS 14112 
iot@fmatieo B@fti@B@~' tA~ ag@o~~!, @€lftsistiog sftA@ 
aflfl@ll8ftt's l~tt@F, a ~efl~' sf tH@ F@fll~' tH@F~tS, 8ftB 
F@lat@B 8uflfleRIog Be@um~ots, wAi@A ma,' io@luB~ tH@ 
effieial til~ ~SflY sf F@@eFBsuOB~F afl~~al €IF eeflY 
tA@F@ef. 

a;. GSFF@SflSOB@ft~~ aOB sUflflsRing Bs@um~ots 
(EXGLUQ~~G the til@ @SflY €lftA~ F@@SFBSUftB@F 
aflfl@al if til~B H@F@ift). 

DISPQSI+IQ~~' Q@8tFS~' (i ~!~aFS alt@F tioal 
'"' J. £:. -A- .1-.-.- "!;>' , 
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!1J.;!ail;laa I'I;l€):NI;lStl;ll'I;l€lNla fill;l sNit, €II'~ ,!I;lal's aftl;ll' fillal 
a€ljNail;lati€l1l @YI;l€lNI'tS,€II', wkil;lal;l\'1;l1' is latl;ll'. 

0. Ofttl;lial fill;l 1;l€l~Y€If 1'I;ll;l€ll'asNllal;lf ~~l;laL 

QUa~Q~a+IQ~k Qjs~€lSI;l €If ill al;lll€ll'aalll;ll;l wita 

a~~I'€l"i!l;la agl;llll;l,! ais~€lsiti€lll illstml;lti€llls WI' thl;l 
I'l;llatl;la 1'1;l1;l€ll'a,€II' wita thl;l I'l;llatl;la FQIA I'I;l€):NI;lSt, 
!;vhil;lhl;lvl;ll' is latl;ll'. 

~ ¥QI/ .. ~ontl'ol ¥il@s. Fill;ls mailltailll;la WI' I;l€liltl'€ll 
~NI'fl€lSI;lSilll'l;ls~€lllaillg t€l I'I;l€):NI;lSts,illl;llNaillg GRS 14113 
I'l;lgistl;ll's alla simllal' 1'I;ll;l€ll'aslistiflg aatl;l, llatNI'I;l, afla 

~NI'fl€lSI;l €lfl'l;l€):NI;lStana flame ana aaal'ess €If 
l'e€lNestl;ll'. 

~ Registl;ll's €II' listillgs. 

DISPOSHIO)f: QI;lStl'€lY (; Yl;lal's aitel' aate €If last 

~ 

~ Qthel' files 

DISPQSI+IQ)f: Destl'€l,' (; ,!eaI'S aftl;ll' fiflal al;lti€lfl @,! 
the agelll;lY €II'aitel' fiflal a€ljNail;lati€lfl @YI;l€lNI'tS, 
whil;lhevl;ll' is latl;ll'. 

~ ¥QIA Ibpol't ¥il@s. Rl;ll;lNl'I'iflg 1'1;l~€ll'tsafta €lfle timl;l 
iflWl'mati€l1l I'I;l€):Nil'emeflts I'elatiflg t€l the Fl'eea€lm €If GRS 14114 
Iflwl'mati€lfl %~fl;lt,eHl;llNaiflg afll'lNall'e~€ll'ts t€l the 

C€lflgl'ess at tal;l QI;l~artmefltal €II'Agl;lfll;lY level. 

DISPOSI+IQ)f: Dl;lstl'€lY wal;lfl 2 Yl;lal's €lid. 

24. Funds Accounting Files. Correspondence and other 
documentation in regard to accounting procedures, NC 1-406-85-1141 
State audit procedures, and billing and voucher 
procedures 

DISPOSITION: Destroy when 7 years old. 

~ Int@l'\!i@¥1' R@@ol'as. C€ll'I'eS~€lflaefll;lll, 1'1;l~€ll'tsafta 

€lth€lf I'€l€l€ll'asfl;llatlflg t€l iflt€lFVi€lwS with €lm~I€lY€l€ls. GRS 118 

DISPQSI+IQ~f: D€lstl'€l,! (; m€lllths aitl;lf th€l ~€Isiti€lll 
is fiH€la €If wh€lfl 1 Y€laF€lla if fI€I s€ll€llltl€lfl is maa€l. 

~ n .1 r< ~ ~ co .L • •...D!I 
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" 
GSFf€!SflSAa€!fUl€!, F€!flsilts, aAa SH1€!FF€!€!SFaSF€!latiAg ts 
tR€! g€!A€!Fal aamiAistFatisA ooa €lfl€!FatisA s~ fl€!FSSAA€!1 
fuil€!tisAS, In!t €!mlh:!aiAg F€!€!SFaSSfl€!€!ifi€!aU,E 
a€!S€!A@€!a€!IS€!\I;ER€!F€!iA tRis S€!R€!al:il€!ooa F€!€!SFaS 
maiAtaiA€!a at ag€!A€!Y staff fllaMiAg l€!v€!ls. 

--

NC 1-~06-85-1I86; 
GRS 113 

QI~PQ~I+IQ~t : Glit sff at €!Aa sf t4s€!al y€!aF. 
Q€!StFSY 3 y€!aFS aft€!F €!lih~ff. 

~. Position D@s@l!if)tion ¥il@s. R€!€!SFa €!Sfl,E sf flssitisA 
a€!seFifltisAS tRat m€!llia€! iAWFmati€lA SA tid€!, s€!Fi€!s, 
gFaa€!, aliti€!s, aAa F€!SflSftsi@ihti€!s, ooa F€!lat€!a 
as@lim€!Ats. 

GRSII7B 

QI~PQ~I+IQ~~: Q€!StFS,! ~ ,E@aFSait€!F flssitisA 
a@slisR@a S1"a€!s€!FifltisA is Slifl€!FS€!d@d. 

is 

~. Pl'iatiag R@quisition ¥il@s. ~~ l, PFiAtiAg ood 
QiAdiAg R€!qliisitisA ts tR€! PM@lie PFiAt€!F, QQ+ 
I +QQ 3, PFiAtiAg, QiAdiAg, QiStFi@MtisA, Afia &iditsFial 
~€!F\!iI:HlSR@qli€!st, ood F€!lat€!d dS@lim€!Ats lis€!d WF 
F@qM€!StiAgflFiAtmg, @iAdiAg aAd distFi@MtiSA. 

NC 1-406-85-1166; 
GRS 3/6a 

QI~PQ~I+IQ~~: 
€!aAe@HatisA sf 

Q€!StFSY 3 y€!aFS aft€!F €!Smfll@tisA 
F€!qliisitisA. 

SF 

~. Pl'i'fla@,E I..d (i@n@l'al/ ..dmiaistl'ati'fl'@ ifil@s. 
R@@SFds F€!latiAg ts th@ g€!A€!Fal ag€!A@,! 
imfll@m€!AtatisA sf tR€! PFI\!a€!,' 2~@t, iAelMdiAg Asti€!€!s, 
m€!mSFaAda, FSlitiA€! €!SFf€!SflSAd€!Ae€!,ood F@lat€!d 
F€!@SFds. 

GRS 14/26 

QI~PQ~HIQ~J : Q€!StFSY WR@A~ y@aFs sid. 

30. Program Control Files. Legislated Federal-aid 
programs kept for program control over the 
allocation, plannmg and execution of the projects 
within a program which are handled at the Division 
office level. Files also include feasibility studies, 
allocation requests, budget expenditure records, status 
reports, general reports and correspondence from 
Headquarters, State offices, local governments, and 
private citizens. 

NC 1-406-85-1168 

DISPOSITION. Cut off at end of fiscal year. 
Destroy 3 years after cutoff 

~. Pl'of)@I't,! 
_1 

and ~@f!\Eie@s Pl'ogl'am 
--1 --1. 

, ~~~.n. .~ 

¥iles. 
.c 
TL ,~ 

GSAsist 
--1. ... 

sf 
NC 1-406-85-1171; 
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~ 

~ 

~ 

115-109 

~flf€l"i'al, mah~fial €IR flf€lgfamB t@f Bfla@@ aREi
 
@€ImmMRi@atl€lRB maRag@m@Rt, f@al flf€lfl@ft~' aREi
 
fl@fB€lRal flf€lfl@ft~! maRag@m@Rt aREi @€I€1fEiiRati€lR €If
 
fllaRB, a@€)MiBiti€lR, @€IRBtm@ti€lR, Mtlli~ati€lR anEi
 
maiRt@RaR@@ €It: aU fOllWj~f flf€lfl@ft,! !jli;!fti@ftiR@h:lEi@
 
m€lt€lf !i!@fti@I@B,il@iliti@B, flf€lfl@ft~!, @€)t1iflm@Rt aREi
 
f@@€IfEiBagaiftBt tft@ft, Eiamag@ aREi 0i\!il Eii~an@@,
 
a@@€IMRta@ility "Wf €Ifi4@lal iEi@Rti14@ati€lR @afEiB aREi
 
@f@Ei@RtiaIB.
 

QI~PQ~I+IQ~~: GMt €Iff at @ftEi €It: 14B@al y@af.
 
Q@Btf€lY 2 y@afB aft@f @Mt€lff.
 

PFOfl@F~! and SUFplus ¥ih~sl G€lH@Bfl€lftEi@ft@@,
 
ift!"€Ii@@B, f@€)MiBiti€lRB, €Iffi@ial 141@0€1flH~B, fl@fB€lftal
 
flf€lfl@ft~! I€lBB, ift!j1@Rt€lfi@B aREi iEi@fttit4@ati€lft, Eiamag@Ei
 
flf€lfl@ft~!, BtaftdafEiB Wf flMf@ftaBiftg, @€)Miflm@ftt @€Ifttf€ll
 
BtMEii@Baftd €Itft@f f@lat@Ei iftwfmati€lft fl@ftaiftiftg t€l
 
flf€lfl@fty anEi BMflflli@B tftat ftav@ @@@ft@€I€1fEiiftat@Ei witft
 
tft@ A@€)t1iBiti€lftB €IfM@@.
 

QI~PQ~I+IQ~~' GMt €1ft: at @ftEi €If 14B@al ~!@af.
 
+faRBref t€l fORG 2 y@afB aft@f @Mt€lff. @@Btf€lY (i y@afB
 
aft@f @Mt€lff.
 

~i@quisition ¥iles. G€lftBiBt €If flf@ anEi fl€lBt awafEi
 
@€Ifttfa@tB, gfafttB, @€l€lfl@fati!,'@ agf@@m@fttB, iftt@f aftEi
 
ifttfa ag@ft@~! agf@@m@fttB, f@€)MiBitI€lRB Eift@IMEiiftg
 
fMftEiB €l@ligati€lft aMtft€lflt~!~, flMf@ftaB@ €IfEi@fB, fltif@ftaB@
 
@wEi tfaftBa@ti€lRB, l@aB@ ER€lt ift@IMEiiftg f@al flf€lfl@ft~!~,
 
aftEi @€IftEi aftd Bt1f@t~! f@@€lfEiB, ift@IMEiiftg
 
@€lH@Bfl€lftEi@ft@@,@€Ifli@B€lf flf€lfl€lBaIB, anEi f@lat@Ei
 
w€lfl€iftg fl~@fB fl@ftaiftiftg t€l awaf€l, admiftiBtfati€lft,
 
f@@@iflt, iftBfl@@ti€lft anEi fla~!m@ftt (€ltft@f tftaft f@al
 
flf€lfl@ft~! and taH @H@mflti€lft 141@B~. fOil@Bmay 0€lfttaift
 
B@ftBihv@ @€IFfl€lfat@ @MBift@BBiftf€lfmati€lft.
 

R@@€lni @€lfli@B €lf awwEi iRBtmm@RtB aftEi n~lat@Ei
 
fl~@fB.
 

(1~	 j~fwafEiB at €If @@I€lw tft@ Bimflli14@d a@€)MIBiti€lft
 
tm@Bft€l1€l (aB Ei@14ft@Eiat fO@Ei@falj~f@€)MiBiti€lR 
R@gMlati€lft (fOAR~ 2.1 Q 1~: 

QI~PQ~I+IQ~~: Q@Btf€lY 3 Y0afB aft@f 14ftal 
flaym@ftt 

(2~	 j~f!,J;!afEi 141@Ba@€l\!@ tft@ Bimflli14@Ei a@€)t1iBiti€lft 
tm@Bft€lIEi (aB Ei@14ft@Eiat fOAR 2.W 1~: 

n.TC'nn.C'T'T'TrY1I. T n.	 Ll• 
.J '" ,..~	 s: -.~_... 

N1-406-09-17 

GRS 1111
 

NC 1-406-85-1172; 
GRS 4/1-3 

NC 1-406-85-1194, 
NC 1-406-85-1199 
GRS 3/3 
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0. Othef el3fJies I3fFeel3fBS Besefi@eB 8@I3VeNseB @y 
el3mfJl3tletlt elemetlts I3f a fJfl3ellfemeAt I3ffiee Wf 
aBmitlistfative fJNffJl3Ses. 

DISPOSITIO}f: DestHlY NfJl3tltefmitlatil3tl I3f 
el3mfJletIl3tl. 

Data SN@mitteB tl3 the FeBefal Pf130Nfemetlt Data 
System (FPDS). Eleetfl3tlie Bata file maiAtaitleB @y 
fiseal yeaf, el3tltaitlitlg NtlelassifieB feel3fBS I3f all 
fJfl3ellfemetlts, I3thef thatl small fJNH~hases, atlB 
el3tlsistitlg I3f itlWrmatil3tl fe€):NlfeB NtlBef 48 CFR 
4.(;Ql Wf tfatlSref tl3 the FPD8. 

Internal Financial Reports. Internal reports of the 
financial status of allotments, appropriations, 

34. apportionments, etc., used by management plus 
reports of expenditures to Washmgton Headquarters. NCI-406-85-1/80 

DISPOSITION' Cut off at end of fiscal year. 
Destroy 5 years after cutoff. 

State Highway Organization Files. 
Correspondence documenting State Department of 

35 Transportation delegations of authority, and other 
types of action withm their organizations that affects NC 1-406-85-1/85 
the Federal-aid highway program. 

DISPOSITION: Destroy when updated by the State 
Highway Organization. 

Time and Attendan@@ SOllr@@Re@ords. SNfJfJ13rtitlg 
Bl3eNmetltatil3tl t@f Bata etltefeB itlt€! DOT's CASTLE 

~ system 

All time MB attetlBatlee feel3fBS MfJStlwhieh leave 
ItlfJllt Bata is @aseB, sNeh as hme Sf sigtl itl sheets; 

a. time eafBs; ileHitime feel3fBS, h~ave afJfJlieatil3tls, 
eertifieates, 8flB felateB Bl3eNmetlts fl3f jNfY BNty, GRS 217; 
milItafY Bllty, I3f el3Nrt sef"iee; 1mB aNthl3fi!ZeB NC 1-406-85-1/59 
fJn~miNm fJay I3f I3vertime feel3fBS, mamtaitleB at BNty 

Delegatil3tls I3f 8fJfJfl3val aNthl3fity tl3 tll3tl SNfJeR'isl3fY 
itlBiviBNals. 
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.( 

~ QIfSPOfSITION' Q@strsy WA@Il (i y@ars sift. 

+FalJ!@1 gFd@F and :VOU@h@F Fil@s. R@@srfts r@latiIlg 
ts r@im@ursiftg iIlftilJ!iftl:tals aftft f}1:t@li@lJ'sl:t@h@rs ftlr all 
tra'\!@l r@lat@ft @laims ftlr r@im@l:tfS@m@Ilt, SI:t@Aas 

~ tfa'\'@l Srft@fS, f}@f di@m '\!sl:t@h@rs, tfaIlSf}srtatisIl 
f@€II:t@Sts,hst@l f@s@l"'i,atisIlS, allft all sl:tf}f}srtmg GRS 611A 
ftS@l:tm@Ilts f@latiIlg ts sfti@ial tra'\'@l @~!Sfti@@fS, 
@mf}lsy@@s, ft@f}@Ilft@IltS,Sf StA@fS al:ttAsfiz@ft @y law 
ts tnw@l. 

DlfSPOfSITIO~I' D@StfSY Wh@Il (i y@afs allft 3 mSIltAs 
el4 

Ji@hi@l@ Fil@s. ,j),,@@ift@fttf@f}SrtS, g@Il@fal 
@Sff@Sf}SIlft@Il@@,maiIlt@IlaIl@@ r@@Sfft, sfti@ial fil@ 
@sf}i@s aftft r@lat@ft ftata f}@rtaiIliIlg ts tA@ maftag@m@Ilt 

~ sf th@ mstsf v@hi@l@ il@@ts ill th@ QivisisIlS. 

A@@ift@Ilt r@f}srts allft fil@s. 

QIfSPOfSITIO~I: D@StfS~! (i ~!@ars a¥t@f @as@is @lss@ft 
a=* 

Of}@fatiIlg allft maiftt@ftaIl@@ @Sff@Sf}SIlft@Il@@allft fil@s. GRS lOIS 

DlfSPOfSITIO~T: D@StfSY WIl@Il 2 y@afs sift. 
~. 

R@@OFds Manag@m@nt Fil@s. GSff@Sf}SIlft@Il@@, GRS 10/1,2 
f@f}SrtS, al:ttAsrizatisIls, allft StA@f f@@SrftS that f@lat@ ts 
th@ maIlag@m@Ilt sf ag@ft@~!f@@SfftS, iIl@ll:tftiIlg sl:t@h 

Mh mat1@rs as ftlffIlS, @Sff@Sf}Sftft@Il@@,f@f}SrtS, mail, aftft 
fil@s maftag@m@Ilt; tIl@ I:tS@sfmi@fsftlffIls, @l@@tfsfti@ GRS 1617 
iRftlffIlatisR s~!st@ms, aftft ¥;!srft f}rS@@ssiRg; f@@SrftS 
maftag@m@Rt SI:tI"'i!@~!S,lJ'ital f@@SfftS f}fsgfams; aRft all 
sth@r aSf}@@ts sf f@@SfftS maftag@m@Rt RSt @SV@f@ft 
@ls@wA@f@m this S@A@ftlil@. 

DIfSPOfSITION: Q@StfSY WA@R (i y@afs sift. 

Discretionary Program Files. General 
correspondence, congressional inquiries, approvals, 
and correspondence pertaining to the Discretionary 

40. Program funds. 
NC 1-406-85-6116 

DISPOSITION: Cut off at end of fiscal year. 
Destroy 3 years after cutoff. 
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