
'AEQUE'~FOA-AECOA.SPOSITION AUTHORITY 
(See In,frucUon. on ,ere,..) 

TO	 GENERAL SERVICES ADMINISTRATION, 
NATIONAl ARCHIVES AND RECORDS SERYICE. WASHINGTON. DC 20408 
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I. MINOR SUB~IVISION 

.. ao:.dInct wdII tile p!"OYlSlans of " u.s C 1l0Ja!lle disPOSal re 
~I IIICluclln&amendmenU. IS approved ncepllOl ~ !lilt may
• ~ "d!SPQwl not J\IIIIOved" or "witlldr,wn" in allumn 10 

Civil 
•. NAME OF PERSON WITH WHOM TO CONFER i. TEL EXT 

Frank Rubis	 426-0534 
I. CERTIFICATE OF AGENCY REPRESENTAllVE 

I hereby certify that I am authorized to act for. this agency in m:.rs pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 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. 

[Xl B Request for disposal after a specified period of time or request for permanent 
retention. 

E. rms 
Chief, Organization	 and 

Mana rams Division 
t. 10. 

ITEM NO (\Vitti Inclullve O,t" or Retention PenOClI) SAMPLE OR ACTION TAKEN 
1.	 L DESCRIPTION Of ITEM 

JOB NO 

1.	 Administrative. Correspondence, memorandaam related NC406-7S-
mater1al of a general nature that are concerned with the ItE!ll 1 
overall functional responsibilities of the office. 

Disposi tion: Transfer to records center when:2-years 
old. Destroy when 5 years old. 

2.	 Affinnative Action Plan. Files reflecting FHWA's NC406-7S-
tHeaaquarters ana regions) good faith effort to ItE!ll 2 
eliminate past and present discrimination in all 
federally assisted programs, and to ensure future 
nondiscriminatory practic~s . . . 
Disposition: Destroy when 2 yea!s old. 

3.	 Areawide Plans. Affinnative action plans and related NC406-75-
record ana report rnateria1 approved by the Department Item 3 
of Labor to increase minority and female utilization in 
crafts of the construction industry in a specified 
geographical area pursuant to EO11246, as amendedand 
taking the fonn of either a ''Hanetown''or an "Imposed 
Plan." Hanetownplans are voluntary and ImposedPlans 
are man:latory. 

ITANDARD	 FORM 111 llS-107 
Rewi .. d Ap,il, 1975 
Prescribed by Gener" SeMces 

Admlnll!f8hOn 
FPMR 1.' CFA) 101-11 • 
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TJO-e-N-Q----- ~-;-i O-F---
~~quelt. fOJ Re.cords.Dis_lion Authority-Continuation 

T. •. DESCRIPTION Of ITEM '0SAMPLE ORITEM NO (WItt> Inclus'", Dlte. or Retenllon PeriodS) ACTION T"o<EN JOeNO 

4. 

5. 

6. 

7. 

8. 

9. 

Disposition: Transfer files to the records center 6
 
years after completion of the plan. Destroy 3 years
 
later.
 

Budget Material. Budget submissions sent to FHWA budget
 
pffIce and correspondence on budget submissiDn-~
 
Budget estimates showing the amount of money requested
 
for FHKA by DOT from Congress.
 

Disposition: Destroy records when 3 years old. 

Consol idated Corrrol Revi ews and evaluationsiance Revi ews .
 
of all significant construction employment in a specific

geographical area.
 

Disposition: Destroy 3 years after completion of review. 
I 

I Contract C~liance Reviews. Reviews made by Civil ~C406-75-1 
Rlghts offICIals to determIne whether contractors are I Lt em 6 I 

in compliance with £EO contract procedures. Files 
consist of rev iew scheduling, contractor notification, 

I pre} iminaT), analysis, onsi te verifications and 
! interviews, exit conferences, compliance determinations 
!and formal notifications. 
I 

Disposi tion: Transfer to the records center 2 years i
 
after ccrnpletion of rev iew. Destroy WRB'R 1 year, old. rl .
(1

~(,I."II<() ~S~j S ~~.A-~ co--.rlei'~ cr- ·1e.III&J, 

I Contract Cmpl iance Reviews (Special Cases). Contract ,
compliance revie",'sof a sens i t ive nature of special I 

I interest, or procedure, in which contractors have been 
offered or have reqJested hearings regarding their 
noncompliance with Federal £EO regulations. 

Disposition: Transfer to records center 1 year after J 
ccmpl et ion of r-eview. Destroy when 4 ,eal sold., '..1. C 

J../ uDArs -- es.;» ~,~-r'_"- or f IVI~' 
l-I"" ~ I 

Coordinations. Proposed actions that the Office of Ci\~l
 
Rights has commented on and those that the Office has
 
requested comments on.
 

Disposi tion: Destroy when 2 years old. 

EID Assurances. Correspondence documenting the States C406-75-
responses to a requirement by the Federal Hi ghway Item 7
 
Act of 1968 to develop effective programs to ensure
 
provi sions for equal anployment opportunity in the
 
~loyment of federally assisted contractors.
 

Fou, copl ••. InCluding or1gIMI. to be ,ubmlnl'd to !tie H,lIonal A,chl.e, STANDARD FORM 115-. 
Revis-ed July' 974 
P,es.cflbrd by Gene,al Serv,ce 

Admlr\1s,ral.o"" 
FPMR (4' CFRJ '01-" 

115-203 

4 
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PAGE OFj Joe NORequest for Records DisposItion Authorlty- Continuation 

7. 
I1E'" NO 

10.
 

11. 

12. 

13. 

• DESCRIPTION or ITEM 
(W'lh Inclul'vr D.lr~ or Rrlrnl,on PeriOdS) 

Disposition: Transfer files to records center when 2
 
years old. Destroy ~TIen 5 years old.
 

BEO Compliance Reviews. Files documenting each State's 
.total hIgh\\'ayagency program, inch.rling the affinnative 
laction plans for insuring compliance WIth Federal 
:r equ ir ement s both in State high ... internal.ay agency
.enp loyment and in employment On Federal-aid construction 
,pro;ects.
I • 

.Disposition: Transfer to Federal Records Center when 
2 years old. Destroy when 5 years old. 

lIEO Internal Training ~~terial. Files are related to 
:programs designed to assist mInorities and women in 
r ec eiv ing training to increase their participation and 
upward mobility in the skill crafts on ·ay projects. high ...

They consist of correspondence, statistical data and
 
directives in support of the EEO programs.
 

DisDOsition: Transfer files to Federal records center 
... old. Des troy when 8 years old.·hen 2 years 

External Complaints. Discrimination complaints filed 
'... against by employees of the·i th Hf\'.·A contractors 
,contractor stating that an act or an action·whether 
intentional or unintentional, through which a person
in the U.S .• solely because of race, color, religion,
sex, or national origin, has been excluded fram 

:participation in, denied the benefits o~or has been 
'otheTh'ise subjected to unequal treatment under any
:program or activity receiving financial assistance from 
!FHh'Aunder title 23, U.S.C . 

.Disposition: Destroy
:closed. 

;Internal Discrimination 
o acts or actlonsw e 

.through which a person
:race, color, religion,
,been excluded from participation in, denied the benefits 
[of',or has been otherwise subjected to unequal treatment 
under any program or activity wi thin FH\\'.A. -Disposition: Be6tr~ files when 2 year£ ola. 

records 3 years after case is 

Com laints. Files consisting
er IntentIonal or unintentional 
in the U.S., solely because of 
sex, or national origin, has 

10SAMPLE OR 
ACTIO,,- TAKE N JOB NO 

,
 
i
 

: I
 
kC406-75-1 
: Item 9 
, 

t.:C406-75-1 
I Item ~ If 

~C406-75-3 
I Item KS 
, ' 
I 

L\5 E (,e.~J"cJ ke.col1L 5d~ctc...d€ I) -L~ ~GQ,-	 z: 

Four eoplu. Incl.,dlng original. to be • .,lImlned 10 ttle Netlonal Archl" ••	 SU.NOARO FORM 115-. 
Rrvl$rd July 1974 
Prrsc"t>e~ b) General Ser.,crs 

"d",lnls~ ra'ion 
FPMR I.' CFRll01-ll. 
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JOB NO PAGE OFRequeat for Recordl Oil on Authorlty- Continuation 

'7. • DESCRIPTION OF ITEt.I	 10SA~PLE OR 
I1'E~ NO (WIth l"cILlSI~e Datu 0' Retentloro Perrodsl ACTIO,,- TAKtt.JOB NO 

14.	 Internal ManaS6nent. Cor respondence , memoranda and
 
relatea ma t.erial tnat deal with the internal management

and operation of the division.
 

Pisposition: Destroy files wnen 3 years old. 

15.	 Job Applications. Composed of SF-17l's of potential
 
job applicants for the Office of Civil Rights.
 

Disposition: Destroy applications wnen 1 year old. 
II I 

16.	 Minority Business Enterprise CMBE). Files contain NC4-6-75-~ 
I
 

information on businesses tF~t are at least 50 percent Item 12 i
 
owned by minority group members or in the case of ,
 

Ipublicly o~11ed businesses at least 51 percent of the 
stock	 is O~11ed by mi nor ity group members. 

Disposition: Transfer to records center when 3 years 
old. Destroy v.-hen9 years old. 

I	 . 
17.	 Reference Files. Contain copies of information used as
 

ready reference in subjects of current or on-
IIgoing interest. These files may contain copies of
 
ipublications, directives, pictures, correspondence and
 
ithe like. Official file copies are not to be placed
 
in these files nor are the files to be considered pending

files ~nere official file copies are kept on a tentative
 
basis.
 

i~ a.'i~01Disposition: DestroYI\wTIenno longer needed.
I18.	 ISpecial Projects. Files contain records of projects
 
~lth contractors whereby contractors train special

minority groups such as Indians and Asian Americans
 
to increase their participation in the hig~'ay programs.
 

',DiSPosition: Transfer to records center when 2 years 
lold.	 Destroy wr.en 5 years old. 

19.	 ISupportive Services. Files related to programs designed

Ito support the funding of the external training program.
 

Disposition: Transfer to records center when 2 years 
old. Destroy when 5 years old. 

20.	 ~rts. Reports fram the regions reflecting progr~ss
implementation of the Contract Compliance Program


in the field.
 
;. 

Disposition: Destroy files when 3 years old. 
11$-2tJ) foOl' copl~'. Including original. 10 be aubmln.cf to the Nallona' Arch",e, STANOUIO FORM 115-A 

RhlseO JLlly 1974 
\, 

P,escrrwd by Ge"leral Se,vlce 
Admlnlstra1'0n 

10: ~.:.	 .!o": _~. ': FPMR ,., CFRI 101-11 41 

http:aubmln.cf
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°Ji)E Nt) Re que s!	 for R~cords.Dis on Authority - Continuation 

t.
T. •. DESCRIPTION OF ITEM	 10S"MPLE OR

rTEM NO /WI'" Inclus,,,~ Diles o. Relenhon Penodsl	 JOB NO ACTION T"I(H. 

21.	 Sh~' C'ause Notices. \'iri tten notifications and related C406-75-
correspondence to contractors b~sed on the determinations 3
 
of the revi ewer (or in appropriate cases by higher level Item 15
 
authcr ity) to be in noncompliance w ith the equal ~
 
crp~ortuni ty requi rements. The notice informs the ::t:'\
 
contractor of the specific basis for the determination
 
and provides the oppo r tun itv , v..ithin 30 days from receipt,
 
to present any expl anat ion \<:hysanctions should not be I
 
imposed. I
 

i
 
Disposition: ~1aintain for 30 days in separate fi Ie 

Ii
 
and then transfer to appropr iate compliance revi ew file, I
 
I1wtN~po.\.C-' CcCC:C1J.j'~L_q 'tt;> -r:--k ..... it- o~ "-4\....,5 .5cL~ul('.	 I . 

22.	 Title VI Assurances. State assurances and related mater1'~C406-75,
 
Title 49, CFR, Part 21 requires assurances from States -3 I
 
that no person in the U.S. shall, on the grounds of race, . Item 20
 
color, or national origin be excluded from participation I
I 

in, be	 denied the benefits of, or be ot.herwi se subjected 
to discrimination under any program or activity for which
 

,the recipient r ece ives federal assistance from OOT,
 
I including FHl\·A.
 

I~ 6.'l~~C<f
 
Di spos it ian: Dest roy rwhen superseded.
 

23.	 Title \~ External Complaints. Complaints based on act
 
(or action) \o.°hether intentlonal or unintentional,
I through which a person in the U.S. solely because of
 

I race, color, religion, sex, or national origin, has
 
Ibeen excluded from participation in, denied the benefits
 
of, or has been otheT\o.·ise subjected to unequal treatment
 
under any program or act ivi ty receiving financi a1
 
assistance from FHKA.under Title 23 U.S.c.
 

Disposition: Establish open and closed files. Destroy
 
3 years after case is closed.
 

I
24.	 Title VI Revi ews . Files indicating that a Title VI NC406-75-

recipient is either in compliance or noncompliance wi th i3
 
Title VI requi remer.ts or can demonstrate that ever)' good IItem 21
 I 

I 

faith effort to~ards achievin~ this end has been made. 

Dispos i tion: Destroy files ~ohen €I year.! ol-<h-- ,
(a (1"t:I rs	 IA F- 'IeA' C''''''f' I p~-{-jl'-7-._ of- re \/f~ ...), 

25.	 Title VI Program Areas. Files for all the progra~ areas
 
such as right-of-~ay and planning that reflect the
 
technical irnolementation of Title VI in that particular
 
area.
 
", ~ . 

1U-201 Four copln. Including ongln.l. 10be .~bml"~d 10 the N.loon.1 Arch'",.	 STANDARD FORM "5-A 
Rl.'v,sl.'d July ,974 
Presc',bed by Gene.al Sf'V,ces 

AdrT"llrHstra1.0n 

FPMR \., CFRI '0'-". 

http:AdrT"llrHstra1.0n
http:remer.ts
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PAGE OFJOB NORequest for Recorda Disposition Authorlty- Continuation 

107.	 • DESCRIPTION OF ITEI.I 
ACTIO,,- ,Ao<E"Inll NO	 (WITh Inclu,'~e Date. or Re'."I,on P."o<aJ 

EeRteF when 3 years e 
nes~ wh&V\... 10 
"\~ \....1~lc!. 

26.	 Y-outh Opportuni a; Program (yOP). Fi les contain infor-
JJ:tationon the Y program ",,"hiCh is a program to actively
promote employment opportunities for disadvantaged
youths, ages ·ay agencies, 16- 21, by FHh'A, State high-...
contractors, subcontractors, consultants, motor carriers,
and count)' and local governments. The activity offers 
affirmative action potential for employTIent of 
minorities and women consistent ~ith Bn(~ Civil Rights
Equa 1 Opper tuni ty Program. 

Disposition: Transfer to the records center when 2 
years old. Destroy when 5 years old. 

06-75-
Item 22 

-'" 
FOUl coplu.	 Including onglnal. '0 b •• ubmln~ to ttl. N.lion.1 Archl .... STANCARD FO~M "S-A"~20l Rp~'~E'(l July 1974 

Prp~ClibP(l by Genera' Senllee 
AC:SmlnJs1ratl~n 

FPI!R (4' erR, 101-" l 


