
-----

REQUEST FOR 'RECOROlsPOsmON AUTHORITY 
, (S•• In.trucUon. on ,.W'.rn) 

TO	 GENERAL SERVICES ADMINISTRAnON, 
IlTIONll ARCHIVES AND IECORDS SERVICE, WASHINGTON, DC 20408 

,. FAOW ,AGENCY OR ESTABlISHMENT) 

I. 

•. NAME OF PERSON WITH WHOM TO CONFER	 L TEL EXT, 

., CERTIFICATE OF AGENCY AEPRESENTAnVE 

I hereby certify that Iam authori~ed to a~t for•.this agency in matters pertaining to the disposal of the agency's records; 
th~t the records proposed for dIsposal In thiS Request of 3 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 
retention. 

L nTLE 

Chief, Organization and 
Mana ernent Pro rarns Division 

7. I. DESCRIPTION OF rTfM •. '0. 
ITEM NO CWi'" lnelu .. ". D.ln or Rel.nbon Penoda) SAMPLE OR ACTION TAKEN 

JOB NO 

1.	 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. 

2. Briefin~ Material Files. Contain material 
prepare for 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. 

IOi~ 

lU-l07 .TANDA"~"" 
R.. i •• 11A"il. 

1'1 
1975 

Prescribed by General 
Adm.n.llr.hon 

ServIces 

FPMR It' CFR) 101-11 t 
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PAGE OFR~ques' 'for Record. DI.posltlon Authority-Continuation 

7, • OESCRIPTIC)fo OF ITEM
rTEM NO (W,I" IncluI'1ft Ollt' or R.lenllon P."odll 

3. 

5'.· . 

, ,
Federal Highway Administration (FH~A) News. 
Cgntains photographs, articles pertaining to 
current highway events, viewpoints of employees,
n~s in brief from Regions and Division offices, 
ex cer p t s from speeches made by the FliI1\'AAdmini s-
trator and other material used to compile the 
FH~A News, which is an official publication of 
the FHWA, published by and for its employees.VII '1(, ~ rr, C.~fd""rc~\C"[I'1' A~~....CI..( se+ J.,,:ks fre..r,.. 1'191 -w Fre~ew{-,

RD. i'e(~e.....+, f h d ~. ec.tr~ c'1'~,: /I, 1r an s er to t e re cor s center ~.{~I 

wn en 5 years old. 1#-".,.,0" ",'hen10 years old. '1/''1"
of fu -It? NKP-. S fl:;(' II I ~I'(0

b. All 0#(.(' ~;l$ .. De50-rroUj i..~1lMq wbh. fI" Irr'~« ne~e., ~. 0,Press Releases. Contain orafts, supporting ~C~~Ob-
data and final copies of press releases that ryq-Ij 
provide information on policies and procedures !.L~ (p
that are FH\\'Arelated. I\rr. cL-.rO"l<c.\Oj~cQI~ ~ I 'I-1t. (I\qe-.\~( se+ld.t>.*'.s fr~ 

I 
0... KecorJ. c.op.'1 of rt~..s f(,le.",~es -- I Disposition: Permanent. Transfer to the records 
center when 5 years old. Offer to the Archives 
when 15 years old. .' 
b, A\ I o-}J,er Ccf'les cf P(<'ss' r~'e«ses; (tIl o+l-oe.r recof'rh - - .Dc~ ,,,- 9.e.-t.\~ ..he«. 

Program Files. Contain drafts, general
correspondence, charts, brochures, articles, 
news releases, statistical data, notes, reports,
funding, regulations and other related documents 
pertaining to various subjec~ matters such as 
the Interstate, the History of Highways, the 
meLric system, etc. 

i 
: 
!I 
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\ 
• 

Disposition: Destroy when 5 years old. 

6. Report Files. Contain monthly narrative 
general correspondence from Headquarters,
and field division offices. The Office 

and 
region

of 

i 

Public Affairs provides advice and assistance 
to regional and field division offices with 
respect to techniques and approaches to 
providing information to the public with 
respect to highway plans and their environmental 
and economic impacts. 

Disposition: Destroy when Z years old. 

STANDARD (ORM ,15-1. 
R~.. ~d July '97. 
Pr~~c"be:: t>y G~,,~rll ~'V'ct 

Ae'T'Lt"I'1rI1_0r'l 
fP~R '" CfR) 10'-". 
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JOe NO PAGE OF•I R~qu~st for R~cords Disposition Authority-Continuation 

t.'7 • DESCRIPTION OF IT£~ SA~PLE	 01'1ITE 1,1 NO	 (W,th Inclu,'~ D.l~, 0' Relenloon P.ned,) 
JOB NO 

NCI- 'I ~ Speech Files. Contain copies of speechesvJJl.qde 7'1-/) '.1 
by the present and former Administrators~onJ '" xe-: &, ~i"-
-yarious subjects related to highways, background
material, incoming requests and correspondence . 
from the regions and private sector on I 
particular highway related subjects, conferences I 
and other data pertaining to professional Ca. ,'tlyr. Arr, 1~ 1'V1CVVo<e, 
sp eechv r i t ing and other public affairs services. ~e(ell"cler 
a , RecorJ ,cof~-- ?€f·V(ltV;\~,~t. OfKC -+0 NM<.s;, \/J~~"" 1.5 Lif"I'~ o!cL C~olC'4IC,,114Or sfiecne.<,; J J' 
A, ~Il~( C.C{It!S-- Destroy " hen 5 years old...

~!\tP~~~)~~ds 
8.	 ~orking Pa~ers. Files contain 

notes, drafts, newspaper clippings, general i 
correspondence, memorandums, background material 
and other related documents used in conducting
public affairs programs including congressional l 

I 

liaison, business and intergovernmental relationS. 
I 
I Disposition: Destroy 6 months after final actiop


on project report or 3 years after completion

of report if no final action is taken.
 

Four Coplel. lnell'dll\g orla'''.1. to be aubmlne<! to the Natio"al A~I"'I STolNColIIC FO" .... 11S-A 

R~.,~d JUly '97~ 
P'~'~"~d by G~nera' ~,.",ce 

AdlTllnl~lratlon 
fP~R 1~1 CFR, '01-" ~ 


