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8. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | 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

this agency or will not be needed after the retention periods specified.
[0 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

retention.
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John H, Schnackenberg

Chief, Organization and
Management Programs Division
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9.
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10.
e N [ACTION TAxen

Administrative Files. Contain general
correspondence, budget material, personnel
matters, travel and training material,
congressional and intergovernmental data,
requests from the business community, highway
industry groups, governmental agencies and
States for documents or miscellaneous material
involved in highway transportation activities;
and related material having an impact on FHWA

programs.

Disposition: Destroy when 2 years old.
Briefing Material Files. Contain material
prepare or the President, Vice-President and
the Secretary of Transportation on FHWA and
DOT policies and procedures and used by these
officials when States are being visited or
when solving various problems existing in a
particular state.

Disposition: Destroy when 3 years old.
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3.
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Federal Highwav Administration (FHWA) News.
Contains photographs, articles pertaining to
current highway events, viewpoints of employees,
news in brief from Regions and Division offices,
excerpts from speeches made by the FHWA Adminis-
trator and other material used to compile the
FHWA News, which is an official publication of
the FHWA, published by and for its employees.
G/ e At Lhrdw%g‘mal(q: Ropacq set  dadtes MY 4o present,
a. Recerd copyi: 2™ TENéfer to the records center
when 5 years old. $estrey when 10 years old.
offer Jo NARS

b. Al cther Copies.. Destrey in tgency when ne lemder ”e‘:‘taél .
Press Releases. Contain 5rafts, supporting
data and final copies of press releases that

provide information on policies and procedures
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that are FHWA related. Arr chrowclogically 5 1 7yr, (Aqemey sﬁ!da%s Fremt l%LHofmm)
1

a.. Keecord copy of press celeases --
Disposition: Permanent.

center when 5 years old.

when 15 years old. , i
by AYl other Copies of press’ releases all other recorris~—Dcd1v3 n Ggency uhhe 5:«:.}

Program Files. Contain drafts, general
correspondence, charts, brochures, articles,
news releases, statistical data, notes, TeporTts,

Transfer to the records ;
Offer to the Archives | )

funding, regulations and other related documents | sf-U5)A

pertaining to various subject matters such as
the Interstate, the History of Highways, the
metric system, etc.

Disposition: Destroy when 5 years old.
Report Files. Contain monthly narrative and
general correspondence from Headquarters, regionsg
and field division offices. The Office of
Public Affairs provides advice and assistance

to regional and field division offices with
Tespect to techniques and approaches to
providing information to the public with

respect to highway plans and their environmental
and economic impacts.

Disposition: Destroy when 2 years old.
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Four coples. Inciuding original, to be submitied to the National Archives
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7. |Speech Files. Contain copies of speeches m dgem,/l[,c(;_/,:/ 5
by the present and former Administratorsﬁo e, Thorl b | —f -
&K{ﬂ’ -various subjects related to highways, background {

."r\
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material, incoming requests and correspondence
from the regions and private sector on
particular highway related subjects, conferences

and other data pertaining to professional Ca. 1/ |yr Arm by | hawe,

speechwriting and other public affairs services.

Q. Egchred“hCeiP%~~ Pervaneut. Offer to NARS whew IS Ljears o(o’/

b, Al othec ccpies~- Destroy when 5 years old.
of speechesy land
el er 7 recercis

Working Papers. Files contain

notes, drafts, newspaper clippings, general
correspondence, memorandums, background material
and other related documents used in conducting
public affairs programs including congressional
liaison, business and intergovernmental relationF

|
Disposition: Destroy 6 months after final actiop
on project report or 3 years after completion
of report if no final action is taken. :
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