
REQUEST FOR RECOR~'ISPOSITtON ALJTHORITY	 UAVE BLANK 

..	 is•• In.tructlon, on ,.~.ta.) 
t. 

TO	 GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE. WASHINGTON, DC 20408 

1. FROM	 (AGENCY OR.ESTABLIS"'WENT) 

2. 
In KCQfd~nCt ."tt tilt ~rO"SI,"! Of J( USC llDla tile "'SlIOS~, rf 

_.....L.~'.k...JI~lL-JlA..Io.~..!U!~~.uu..oIo.J.,I	 ........'-k.oI....R...;........:IoW._--- __ --l OIl!S: In~lud'r.~~lIIendlllents IS ~Q~ tlCepI lor Items ilia! rr.a,
be 5t,mpeC "dl!!Xl)~' n~: .wowed 01 ·'.,tfldrn~'r.·· I~ col~m: 1[· 

• NAME	 or PERSON WITH WHOM TO CONFER 5. TEL EXT 

1-2-81 
Or"" 

t. CERTIFICATE OF AGENCY REPRESE~TATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the ~posal of the agency's records; 
that 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. 

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

C.	 DATE E. TlTLE Chief, Organization and 
Management Programs Divisi2b!W 

? I. OESCRIPTION OF ITEM t. 10.
 
ITEM NO (Wlft\ Inclusive Dale. or Retention PenOCls) SAMPLE OR ACTlON TAKEN
 

JOB	 NO 

Accident Re~ort Files. Consist of DOT Forms
 
3902.1, ACCIdent Reports and DOT Forms 3902.2,

Injury Reports which are used to report all
 
job related injuries regardless of severity by
 
the employee~ supervisor, within 5 working days
 
following the date of the accident.
 

S Disposition: Destroy when -t-.yearsold. 
J 2...	 Accounts Receivable Files. Contain corresponden e
 

and a collection of documents that pertain to
 
cash transfers to the Treasury Department by
 
FHWA.
 

Disposition: Transfer to the Federal Records
 
Center when 3 years old. Destroy 6 years
 
and 3 months~after period covered by account.
 

Administrative Files. Contain correspondence,

personnel material, training material, budget

material, travel, daily, weeklYJmonthly and
 
bi-weekly reports, communications with other
 
agencies, meetings, official file copies and
 
other related documents pertaining to the daily
 /6 3 i~'J1"Jeration of the office. 

115-1D7 aTANDARD FO"" 115 
•• ", ••• Aptil, 1975 
Prescribed by Generel S.nnces 

AClmln,llr.hon 
FPMR (" CFRJ 101-11. 
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--. -- - ~-- -~ - - - - - ----- --
lo~ Autnorlt)' - Continuation JOB "Ie 

'f •. OESCR'P"fI()tol OF ITEM t .
 
!WIth InClu~'''r O.'e, or RIIlenhon Pe"od~) S""/PL£ OF<
 

JOE NO
 

Disposition: Destroy when~ yea~old. -t 
4 .	 Administrative Secu~ity Files. Contain
 

correspondence, official file copies notes
 
burn ma~erial, memorandums from OST, 'budget'and
 
aCC?Untlng,reports, case evaluation guides,

Civll SerVIce Commission personnel security


'~ppraisals,	 waiver requests and investigations

of foreign national employees for security
clearance. . 

Di sp os i t ion: ~U's\~.o.'~;~Or:ia.t:a~sldf~ GRS Ig!

, 

5 • Advance of Funds File. Consist of correspondenci,
I	 reports, background material, wo rk ing documents, i 

requests from States and related documents ' 
regarding the advance of right-of-~ay revolving ! : • 

funds d i sbu rsed j in accordance v i t h 23 USC lOBe. ~~ ~./;e 4.~ 
~ s.~	 Jo...'-+k. ~ 

D· '. T	 -O:-~~ ~~.1SpO:l t r on : ransfer to the records center 'D .. .l..r,.n ct.. ~ 'i-lR.. 
wh en .) yea r s 01 d . Dest roy wh en Jl" yean. 01d. :~. 

10	 ~-I) , 

Ad van ce of Funds Availability Files. Contain	 
I: ~~~~~~~~~~~~~~--~~------~-	 i cop~es ?I, Form F~\';A~ 011 (Adv anc e of Fund I !
 

AvaIlabIlIty) WhICh lS used as a record of : i
 
transfer of funds from other government ag en c i e s rie ftfWA:. :
 
and ~hich ~ill beco~e available for apportionment

~ithin a current fiscal year.
 

Disposition: T~~nsfer to the records center
 
",'hen 5 years old. Destroy wh en yyears old.
 

10
 

Adverse Action Files. Contain ~orking papers

on acherse a c t i on correspondence, background


'material, official file copies, copies of
 
court decisions and appeals.
 

:Disposition: Destroy 4 years after case is , 

close~. __.__...- . GR.S IJ../ I 

../ 8. Ad v i sorv Committee Files. Con t a i.n eel"l"eSrO~8eHC~ o..(.~)- ~ 
from rren.~re:!!, ~S.A., O?iB and eST, annual revle"'T~ 
and repo:-ts, 

w~ or .a-fter 
CTAl-iD"RD	 FOR'" '1S-A 

Flr .. '~" JUly 19741 
Pr~Cr'~::l by Gp~ra' s.e·v'C~! 

Adm,I'l,Slr",on 
FF'MR (" CFR; 101 - 1 1 • 



I	 PAGE OfRequest	 for ~ecord' DiS_ion Authority-Continuation JOB NO 

• OESCl'lIPiIOW Of ITE~ 
(WII~. InC1u.,vr Oalr~ 0' R.lr"too" Per,od,. '. 

9.	 A~reement and Re~ort Files. Contain working -t 
papers, actual hll1ings for which a st~ndard fO]
SF-1114 is used, and collection of funds,
including supporting documents, SF-lOBO,
Voucher For Transfer Between Appropriation andlo 
:Funds and SF-lOBI, Voucher and Schedules for
 
Kithdrawls and Credit Agreements which are used
 
~ith other government agencies for services to
 

Ibe performed by ~H~A. 
I Disposition: ~estrsy S years aft@T completion


of ~!P cement. U.S E c:;Rs ~ I ,,
 
10.	 I Allotment Files. Consist of Forms FH~A-37n,


Advance of Funds Available for Obligations, used
 
to document all allotments (obligational
I availability) of funds and correspondence used 
for supporting docu~ents. The form sho~s the 
initial administrative allotments, initial 
allotment of construction funds by fiscal year
quarters, increase of an allotment of construction 
funds by perio~~ other than quarterly or annuall~ 
and an increase of an allotment of funds in 
one amount for t~e fiscal year. 

Disposition: TraHsfer to tfte ?eCSTgS C8HtCT 
~b.eH .5	 ye.ri oJd De5troy »b!"A 8 years eld. 

lASE GR-S'" 3,. 
Annual Awards Files. Consist of still photographs (GRS 21 , '" 11. and official entry forms for the Secretary's Item la(b))
Annual Aw ard s cond uc t ed by FH\\'Ato recognize
progra~s which con~ribute effectively to the 
high~ay progran. State, county, local agencies"
civil organization, business and industry ~hich I 

have completed high~ay projects or high~ay

projects within the categories of rural
 
environment, urban environment, structural
 
features, rest areas or information centers,
 
may be nominated for entry. Also included
 
are color still photographs and entry forms
 
of past winners from 1968 to the present.
 

I 
; b\Sf'C~IO.tJDispositio . Transfer~o e records ~er NO-r ~PPRDVel 

when 5 y. rs old. Des oy when lO~rs 3/S/81
old. R1:8 

12.	 Apportionment a~d Rea~portionment Schedule.
 
Consist of completed F-132Is, Apportlonment

and Reapportionment Schedules, and supporting

documents used specifically to show funds
 

IU.NOA.RO	 ~OR'" "5-1. 
Rev's.d JUly 157.
 
Prt'S:'I~:: by Ge-nf'ra' ~""~'
 

Adm.r\lS1ral,on 
...... • '. - '. !-': --".	 fPM" (., CFR, ,01-,'. 

http:IU.NOA.RO
http:b\Sf'C~IO.tJ


- - - -- -- -- -- - --- ---- - --_._--------_._--..,--
JOB NO p"C,E OFHPquest for	 Records Dis iltion Authorlty- Continuation 

•. DESCRI!>TION OF rT£M
 
tw,!" Inclu.'~ Oatu 0' R«1~nIIDn P~"od.)
 

r, 

-tapportioned and reappropriated for the Federal 
High~ay Administratlon. 

Disposition: lle~sfey te the recolds eentEY 
\\'R@A 6 yeaTs eld. DestlO) wlJep 8 'b!lS ole.' 

V\SE GR.S S/ ~ .: 
J 13.	 ~opriation Files. Contain records of la\o;s 

on funds that are appropriated by Congress. -
There are four types of funds, all of WhICh 
concern appropriations and fund balances,
disbursements and collections with particular
attention to the current status of the 
High~ay Trust fund and the effect of withdrawal 
in relation to interest accruals. 

Disposition: Transfer to records center when 
5 years old. Destroy when 10 years old. 

/1.1.	 Assessment of Potential for Secretarial Positions.
 
Contaln incomlng correspondence ana evaluatIons
 
used in merit pro~otion selections for secretaries.
 

Disposition: Destroy ~hen 6 months old. 

15.	 Associate Administrator Files. Contain 
correspondence froITlOST and all offices ,,;i thin c:fr-icE!. or 
Adn in i s t ra t i on v i t h ~EePliFlg and outgoing mail 
from each individual office related to a 
particular subject. Files ~ contain material 
on the subject of hiring, limitations, the 
Spanish Speaking Program, briefing material 
from OST, bi-weekly highlight reports,
congressional inquiries, etc. The Associate 
Administrator for Administration serves as the 
principal advisor to the Administrator on all ,
management and administrative matters as they : 
relate to FHKA missions, programs and objectives:
and in this capacity participate fully in FHKA i 
policy determinations and program formulation, I 
and provide executive direction over the activitles 
of the organization. I 
Disposition: Destroy when 3 years old. 

11S-Xl3 STANOARO FOAIoI "S-A 
~~vr~~ JUly '574 
p,~sc"beC tly Ge~.:al Se'v,cl 

AdfT1If',stretron 
FPMR (~1 CFRJ 10'-11'-



e~-.-__ __,----1JOB NO .	 PAGE OFRequest for Records Disposition Authority- Continuation 

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

ITEM NO _. "'" _. (With Inclusive Dates or Retenhon Periods)	 ACTION TAKENJOB NO 
_________ ~~r'·~~~~-~( .~~~~~~~~:~~~~~~-------------------------------------~r_------_t----------

" - .,... -:-- j..,- -j-, '/ - r - C . d16.	 >U!I t 3 1It:f'ltIe V B " • r F 9 I!! e _ ~ '!: ,,~ r 1 ] (3 5 ion ta Inc 0 e
 
cards for expendItures and obligations covering

all payments for FHWA. This ~9l.1Hii .lat'S is used
 
~ computer printouts. I~~~~
 

Disposition: Destroy when 1 year old. 

17.	 Biographical Sketches. Contain, along with
 
picture, summary of work experIence, education,

aKards as well as title of present position

occupied by key executives In FHWA. Sketches
 
are used for public affairs purposes and confer-
en ces . Sketc h es are dis trib ute d tot h e 0 ffice 0f.
 
the Administrator, Associate Administrators, Staff
 

,Off~ce Direc!ors, Regional Administrators and ftrr e'\rkc.IoQi~~_/I b
 
Re g Ion alE ng i neers . Ca.. 3 / 10 '1 ('S, ~ '1~.
 

I ~.R~~~~-- fERMANe~. 
{f 

gTB

;Disposition: Destrey 1 YCBr after sqHHatien 1'1'-:-(

I froFR fl"P,llA.	 P/A.Ce ilV 1~M1,"i- f-j\-e ~Ul'\. "~,,,,,-r.'.:fl'ql'V fo;".... V-l+wA, ec 'K' 1t" 

BreMc.. \i\6\"c.;t.iVt f-doe eNulj 10 L1rs:. ~ o~ -+0 N.A-r--!.: =r= t r'e..A. '-l"'j, I~I~
i,. ,,1\ o~ ""1"IQS-- Des~~ 'yr. &-~ s~~i-1O">\ • to II/d~/ 18. .I?0n~LLles. Consist of reports, payroll vouchers(GRS-2,

and related papers pertaining to the purchase of Item 7)
.• ~U.S. Savings Bonds by FHWA employees. o-L 

Disposition: Destroy when 3 years old . 

.119. IBudget Execut ive Fi1es . Con sis t 0 f cor res po n -~---- --	 lIe/-%' -'dence	 related to any request for budget action 7t{-11that concerns Washin~ton Headquarters or field Jo- J>division offices. 
(GI25; sj~",-) 

~(lFlS fel to ;l~eco 1.d~ cell te f 
rmT'e'n-~-¥-E~;t:.S.-Q""'='E!-O. Des troy ,,~ .~ )'ear s ~ r-1.J . 

.s: ~f.b:. ~Ics",: F- T T 
CGH (<'it. I?~ ~ J, ctet,udget Files. Contain actual invoices for commu- NCI-,,/ot-

ications, machine repairs, equipment rentals, 71-{ 
re imb u rsab le services with OST and Coast Guard, ~ J 

i 11 s for rent of offices in the field, annual an (r;/?~44~
Ruarterly reports, working capital funds and all 1 
~~late~ ~aterials pertaining to the budget. 

IIhspos l t Ion: 
J	 I" ~r;o(A(Cj ,~F y:arg 8;l,€'h Destro)')""W~o-nS years

vlZl. hUd~et Re~uest Files. Contain three types of 
~equests. These are Departmental, Congressional
~nd OMB. Departmental are requests for funds fro 
~HWA for the operation of their programs.

~ongreSSi~nal and OMB_~~ requests for special 

115-203 Four copies, Including original. to be &ubmlMed to the National ArchlYes STANDARD FORM 11S-A 
Revised July 1974 
Prescrrbed by General Serv.ces 

Aormn.stranon 
FPMR (41 CFR) 101-11 4 



PAGE OF1 JOB NORequest for Records Disposition Authority- Continuation	 , r-----.-----------~--~--
9.7. B. DESCRIPTION OF ITEM	 10.SAMPLE OR

ITEM NO (WIth Inclusive Dales or Relenllon Periods)	 ACTION TAKENJOB NO 

information on budgetary matters pertaining to 
the budget that FHWA has submitted to Congress.
Files also contain requests for budget estimates,
budget allowances, and appeals from operating
officials within the FHWA pertaining to their 
budget requests., 
Disposition: Tra'Rgf,er to .the lecords center 
wh.oR 2 yeaTs elc:!' Destroy~~ ';-::years-&.14. ~ p( 

. 5'. ~~~~~ ..I'~.'.:l,
/' 22.	 Bridge Commission Files. Consist of correspon- ~.
 

dence, annual reports and other documents
 
pertaining to the appointment of Bridge

Commissioners recommended by local Congressman

and selected with the FHWA Administrator's
 
concurrence to regulate the operation of toll
 
bridges in a State.
 

Disposition: Transfer to the ~ecords center 
when the State highway department accepts
br idge for rnaintenance . De stroy' '.d~efl 10 yea rs 
old. \~	 • 

.1 r.I 23.	 Building Service Files. Contain general
correspondence, records of coordination and 
approval, official file ~opies, information 
on the Federal building fund, construction,
maintenance, repairs and r~novations, designs,
plans, etc. 

Disposition: Destroy when 2 years old. 

.J 24.	 Certifying Officer Record Files. Contain
 
SF-1166's, Voucher and Schedule of Payment,

that support payments to lenders, SF-108l,

Vouchers and Schedule of Withdrawals and
 
Credits, which also include any supporting
 
documents and the transfer of funds between
 
government agencies without checks and form
 
GSA-789,\ Statement Voucher and Schedule of
 
Wi thdrawals and· Credi ts, authori zing payments
 
to General Services for supplies, motor pool

payments, etc.
 

Disposition: Destroy 6 years, 3 months after 
period covered by account. 

---.--~----------------..	 ------------------------~---------.~---------
115-203 Four copies. Including original, to be submlt1ed to the National Archives STANDARD FORM 115-A 

ReVised July 1974 
Prescnbeo by General Services 

Adrrunrstr auon 
FP'vlR (41 CFR) 101-11 4 

http:years-&.14


e---------'-----~------------------------------------------~~~r---------------,-----------
JOB NO. PAGE OFRequest for Records Disposition Authority-Continuation 

7. 
ITEM NO 

v 25. 

) 

~9. 

8. DESCRIPTION OF ITEM
 
(WIth Inclusive Dates or Retenhon Penods)
 

Classification Appeal Case Files. Contain 
correspondence, official file copies, backup
material, record copies, approvals and appeals
of employees. 

Disposition: Dest~y 3 years after case is 
closed. 

Combined Statement Files. Contain computer
printouts from the Treasury Department showing
how FHWA se~ments are printed. 

Disposition:	 Destroy when I year old. 

j 

COilJ.litteeF'ile s . Contain no n+a dv i sory comrni t t ee 
f i les , iriclud ing general correspondence, annual 
reports, background material, types of committees,
elected officers and name of FHKA employees
serving on various committees. 

Disposition:	 De st r oy ~ 2 years -o-l-d.o..Fkr 
'-\e.rV'-.; of c~ dfel2 • 1'L~~tn1.,.o 

9. 
10.SAMPLE OR 

ACTION 1 AKEN JOB NO 

G~S Ito 
'rlt\(~ s.L: 

Communications Management Information Services (0115) 
Report Files. Contain GSA forms 2936, and 2~36 
A, B, C, and D. These forms are sent to OST
 
for final approval jf a ne~ terminal is installed.
 
Files also contain approvals for use of Frs Ilnes~
 
:receiver computer printouts on telecopier

!messafes, computer printouts from OST used as
 
:an inventory to make comparisons ~ith GSA for
 
ichanges and updating equipment. A Quarterly

!report is received from F~l~A on individual
 
!terminal usage of FTS Intercity Voice Network
 
'dat5 transmission which includes number of
 
:originated cells, number of originated minutes,

;manufacture and model number. 
j 

:Disposition: Destroy quarterly. 

Computer PrintGut Files. 
data, financial statements 
for FHl':A contracts and the 
year computer runs of FH~A 
used for ~orking documents. 

Contain 
on all 
end of 
dollar 

statistical I 

money obligated
the fiscal 
obligations 

_______------'__L_ 
'15-203 Four copies. Including original. 10 be submitted 10 the Nallonal Archives STANDARD FORM 11S-A 

ReVised July 1974 
Prescribed by Genera' S,?rvlces 

Admlnlst~atlon 
FPMR (41 CFR) 101-11 4 



7. •. DESCRIPTION O. ITE~	 '0•SA~PLE OR
ITf'" NO (With Inclus'VI! O.,rS 0' Relrn100n Pr"ods)	 ACTION TAI(E"JOE! NO•

Disposition: Transfer to the records center -i' 
\\'hen 2 y e a rsol d . Des troy \\' 7 ye t.r solhen	 d . 

"/3C1.
 

/
3:?• ' 

/"33. 

Conference Files. Consist of general correspon- GRS /~

dence. agenca r t erns.,notices, briefing ma t er i a l j l ,oU?C~b~.J.-reports and other record documents p er t a i n i n g I II 

to the accomplishments of Secretarial and i 
·.Re&ional Conf erenc ee attended by FH\\'AEx e cu t iv es, 

Disposition: Destroy ~hen 3 years old. 

Confidential Files. Contain confidential
 
statements and financial interest form DOT
 
3;00.1. This information is required by

Executive Order ]1222 and the regulations of the
 
Civi1 Service COMmission and may not be disclosed
 
except as the Commission or the agency head may I
 

determine for good cause sho~n. The information
 
to be listed clOfS not require a sho~ing of the
 
anount of financial interest, indebtedness, or
 
the value of real property.


al.(l"'S.
Disposition: Dest'roy",after separation of the 
employeeor a '1~. cJ2Ie.r ~\~e I,~es 'fI,.e. poslHtn.- ~
 

wV\tch. ~ s~ I!!,. re;,l.t.i reJ .
 
Contract Co~~oditv Files. Contain construction
 
contracts to purchase large pieces of equipment

such as eJectrical transformers, chip spreaders

and supportive equipment for the laboratory at
 
Fairbanks High~ay Research Station.
 

Disposition: lT8n~eT te tfl8 Re~@Te5 C@Bt@T

2 years after the ease is ele~e~. DestToy wbe~
 
7 yeaTS el-d-. lASE GR..S 3/1f, 
Contract Files. Contain formal and informal
 
contracts, correspondence, memorandums, notes,

agreements, copies of negotiated contracts
 
~ith modifications and copies of each of the
 
paid contractcrs invoices and history of payments.
 

Dis p 0 s :i t ion : {..f~8~1-fA:n~"'j ~f"'1"!l"!-:,.-..!TF-T-I1ta""Brcsrlf~e;rrI--tt"f'or-ce:--:lro~s1!"e'"('di---
file afteT finsl par'lffilt is made. (b) Elo!ed.
 
Destroy ~ yeii)"s 3 months after tne l"elloo
 
oCElVCTee bl the actount.
 

lAS E G£.S 

Feul eopl"s. k...:lvdlng on;I"8I, 10 be .ub"'tn~ 10 the N.tlo,..1 4~hl ....	 STANOARO FOR~ 115-1. 
Fle.'~eO July 1974 
P'~SC"~:l by G~nera' Se· .. ces 

Aj""nlnl~1rat.or'" . ,.. ,,... ' .. ~'..•,,,:	 FP"'" (41 crR, 101-1' • 

http:Aj""nlnl~1rat.or


JOe NO PAGE orRequest for Records ion Authorfty - Continuation 
> • 

7. •. OESC~IP'T.~ or ITE,..

rTf .... "10 !W,," 'nclu"~ D.lp~ or R.lp.,l,on P."exl"
 

-t~34. Coordination Files. Contain coordination and 
approval for proposed revisions of the Federal-
aid.H~gh~ay Program ~anual, legislation, propose
reVlslons to the FHhA manuals and directives ,
draft material, coordination responses backgrou d 

I material, official file copies and oth~r data 
~'pertaining to rOT F-1321.1, Record of Coordination 

and Approval. This form shall be used for all : 
directive clearances. Directives requiring formal 
coordination ~ith Secretarial offices or operating
administrations ~ill be cleared ~ith the heads I 
of such organizations. 

I
I 

Disposition: Destroy 1 year after final issuanc~ 
of documents involved. I 

Credit Card Files. Consist of memorandums,
u.s. government cards (gasoline credit cards,
GSA store cards and telephone credit cards) and 
forms FHKA-149 non-expendable property inventorYI 
and FH~A-164 Property Receipt and/or receipt ! 
for property returned. . 

Disposition: Destroy credentials 3 months after 
return to issuing office. 

Current Year Files. Files contain current year
forms-5~I33, Report on Budget Execution. This 
report is required ~y OMB Circular No. A-34. 
Also included are working papers and supporting
documents. 

S 
DisFosition: Destroy ~ years after the close 

, of the fiscal year. 

/37. Da ta System Program Fi Ies. Co n s i st of incoming
mail, notes, requests for ADP services (GSA

. Form 2068), budget material (Spring Revie~,
~ OMB A-II) requisitions, contract ~greements,
. research mat~rial, feasibility studies from the 

regions, reports, ADP committees and conference 
material, computer billing information from 
government agencies, seminars, meetings and 
conferences with other agencies, general
information from companies and cO"f?orations and 
other data pertaining to the development and 
evaluation of FH~A data processing policy and 

ST"NO"RO FOR ... '15-" 
R~vl'-P:j July 1574 
Prpscr't~Cl by Ge,",~,e' Serv.c 

Ad~I""S1ra'lon
•...... ': ..•. :,,,;_,r· fPMR (41 CFRJ 101-11'" 



JOe 1,/0 PAGE OF
Request for ~ecord' Oi, on Authority - Continuation 

7, • DESCRIPTION OF ITE'" 
rH'" NO (W,tt> Inclu'.~ DII., 0' R~tent.on P."od" 

programs, integrating field and headquarters for 
overall requirements with the Departments and 
Federal.Governrn:nt policies and systems, providi g
~onsultIng serVIces, c0nducting special applicat on 
studies and providing technical direction and 
assistance. 

Disposition: Destroy when 3 years old. 
i 
I 

/ 38. Dele£~t~on of Authority Files. Contain material~ 
pertaInIng to offIcial approval of delegating
authority to sign travel vouchers, contracts,
general delegations, direct federal delegations,.
administrative and p ro gr am responsibilities,
incoming requests for changes in the travel 
authority and requests for dates when delegations
of authoritj are given. 

' 

i 
Disposition:
i sin v ali d . 

Destroy 6 years from date d e leg at ion 
! 
I 

/ 
, .. 

39. 
1 
I 

i 
Directives Files. Consist of official file 
copies, background material and other papers
related to the development of FHI\'Adirectives, 
includin£ changes that are authorized issuances 
and used as a primary means of issuing policy
instructions and procedures. The follo~ing are 
the types of dire~tives issued in FH~A: 

• 

: /'IC/- ~o":-
r9-1) , 
.::J5.Ie-.. .s0.., 

a. Bulletins. Temporary informational issuance~ 
used for one-~ime announcements such as telephone
number and room number changes, appointments,
of individuals, announcement of bond drives,l 
etc. 

Disposition: Destroy when_o months old 
unless specified for longer retention. 

b.	 Federal-aid 
ContaIn all 
establishes or modifies these policies,
requirements, procedures or guidelines
impacting on State highway departments,
Metropolitan Planning Organizations, local 
government jurisdictions or Governors 
Highway Safety Representatives. 

STANDARD FORM 115-" 
~v.~e~	 July 1974 
P'HC'rbeO by Grne:a' Ser'l'Ce'!. 

Ad'T'tln,S1rat,on -
, " ,"·1·	 fPI.!R 141 CFR, 10~-11 ~ -

http:R~tent.on


&'-~----.,---
Requesl for Record. Disposition Authorfty-Contlnuatlon	 , 

I
I JOB 'NO I PAGE or 

• D£SCRIPiION OF ITE'"	 10SAI.C" •.. E OR 
(WIt" IncluJI..-e C.tes or Retention Penodsl	 ",CliO,," 'T ... .:E"JOE NO 

~) A\\ o+k. CO-Ples--·1>e~-\k.. 'tut~ \~e.cW~VlO 

c.	 Notices. Tempordry issuances transmitting
one-tlme or short-term instructions or 
information ~hich is expected to remRin 
in effect for less than 90 days or for a 
predetermined amount of time not to exceed 
I year. 

Disposition: Transfer to the records center 
~hen 2 years old. Destroy ~hen 10 years old, 

I 

d.	 Orders. Internal directives limited in volu~e 
I 

and containing permanent or long-lasting
policy, instructions and procedures. . 

,\ f€CQ..nt C&1?tl-- PE~,t( A.JJe)Ji. P(~'l~ ''''~J~. f.lle.	 V~O"l-t... c;.l;fe,,;es5.r~ ... 
. ') ~reu.1< ·'l~LC:UVe.. ~\I-e eli~ 10 ~rs. t- cr...:cei -tp tJAJ~..S LM:'lcx. b('~

];:j~5pOq·t:lOn: fe!'Jf.fiY;eflt. QtHT to Atclu)"es I , 
. l\ b i:%-

\, hEY; 1 0 • e a j 5 old.	 n('r, ~ , 
,;t) ItU ~ c&fie~ --·J)es+r~ Ik" ~~Uf w~ JIlo 1~-e$~nee~;14r, 

e.	 Tec~nical Advisories (TA). Contain permanent . 
or long-lasting detailed techniques or ' 
technical material ~hich is advisory in 
nature and is directed to State high~ay
departments, Governors High~ay Safety
Representatives or local government

)	 j u r is di c t.i on s , as w e Ll as FHI~'Aoraan i za t ion s , ';')(.J .. 
..	 I) rfc;oC"&' c<:>f<1....· i>~€J.t1l IJi?Nt, f'!GlC2.- ',,,- II\"~~ ,yi1e v{''''''- su.-ne{seS:S-h"':,r vre.uc I"'~I 

~ilQ ~ 10 W'· ... o~ ~ ;VAR.$ tA...f>r...... v('i!i]=, I\cr • .b~ off, CA.. I" !.fC, 
rv ; •• g. ~ 1.	 A 1.'_l!PO:!t~Oli~;;rn~DeDt€lT to tne	 fi.FEnn"es I 1 . .0..
,,(hey; IBe8T! old. 6<) All cvpe!, ..-»estn:l \&.<..c-q.e-'~C<1 wJ~rto.---lu~ 

t:: .R.:...t-h"" .Jl+Js ~~.J.ac.v~s--~~," ro urs C\.hkr' .'\}(..- .. IA b':---elfiWflt:t1S ~~J;fecl, ~-1<f'e.r seq~, ~cc"sor~~d -'". d I '16~-'1q-:fl.I'M:Mt5Directory Files. Con t a m cnanges ma e p er i o - ! ! 
lcally to Government Manuals, the Congressional;
Directory, the Federal Register and others. I 
Files also contain requests for the changes by I 
related organizations such as NARUC, ARTBA and I 
other agencies affiliated with FH~A and DOT. : 

j
I 

Disposition: Destroy ~hen 3 years old. I 
I 

IDisbursement Files. Contain SF-I221, Statement 
of Transactions According to Appropriations,
Funds and Receipt Accounts (Foreign Service 
Accounts). These forms contain the records 
of the moneys palo to foreign countries. 

Fo", cop~a. Inclu(hn; ori;lnll. to be aubMlt\f'o Ie>ttl. Hlnonal Arch/w ••	 ITA."10A.RD FORM 115-A 

R~.. ~d July '974 
P'f'Scrabe::l by G~"~·.: Se ....'ce 

AdrT'Hlifltra'10n 

FPMR (41 cr a. ,01-'" 

http:ITA."10A.RD
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• D£SCRIP'TION OF ITE... •SA~PLE OR '0CW,!~·InClu"~ Oll~' 0' ReI~I'\"DI'I P~"Od" JOE NO ACTIO" T,,"-( 

_to
Disposition: TrsBsfeT to the recold~ centel 
w-l=IeH ~ ?'eani o)g, l)@gtT9" \ifleH 10 yeals Old. 

C{S£ Gfis ~ / I 
Document Security. Contain classified material GRS I 
semi-annual and annual reports prepared ~~ 
for OST, log sheets for safe check records,
official file copies, correspondence and other 
material pertaining to the plans, development
and administering the documents and information· 
security programs in the Federal High~ay
Administration including receipt, control, ! 
accountability, distribution, filing, reproduction,
and disposal of classified documents, informati¢n 
and rr.aterial. I 

i 

Disposition: Destroy ~hen 2 years old . 

.j ~3.	 Dollar Deposit Liability Files. Contain 
Department of Commerce Forms BE-138 and 139,
Dol1ars Deposit Li ab i Li t ie s to "Foreigners."
This is an annual report to the Department of 
Coomerce concernin& money on hand from foreign
countries. 

Disposition: Destroy 10 years after the close 
of the fiscal year. 

EnDlovee Master Record Files. Consist of 
computer prlntout-Forms FHhA 1048, ·~aster 
E~ployee Record~ which are used by the Payroll
Section for posting changes on a biweekly
basis, Form FHWA-21, ~uthorization for Paid 
Overtime and Holiday Work and for Compensatory
Overtime, used for the appropriate officials toi 
approve overtime and Form FHWA-337, Payroll : 
Master Card Control, used at the close of each ' 
pay period by the Payroll Section to develop
Dredetermined control totals to assure accuracy
~f salary payments a~d deductions. . I 

Disposition: Destroy when 3 years old. 

45. Em 10 Tment Corres ondence Files. Contain 
o lcial I e copIes, coples 0 letters
 
inquiring about employment, requesting

literature of special interest on training

and career opportunities in the Federal
 
Highway Administration and other information
 

Four to9lu. Inch.e;,.g orlglr'll. 1o be aubmHIed to ttl. Hltlonll AreM ••• STAN04RO FORI.! 115-1. 
R~.'~~d July 157' 
Pr~sc,,~~ by G~n~ral St""C 

Adf""'lI"rs1r2~lon 
• _•. , •• ~., •• !.": •• 11': FP~R 141 CFR, 101-11' 



PAGE or• 1JO~ NO 

t1. • OESC~IP"TION or fTEt.!	 '0SA ....PLE OP 
rTE .... NO (WIll' IncILJ"~ DIIP~ 01 Rpte.,toon PproodS\	 "CliO" i A<:E'"JOS NO 

pertaining to FHKA personnel training and -t 
employee development programs. 

Disposition: Destroy when 2 years old. 

I .. E	 . R F . I C .; xecutlon evort 1 es. ontaln computer
, printouts of employee levels, ~orking papers,

ccst estirr.ates, appropriations, official file 
copies and related financial statements 
pertaining to general operati~g expenses of each 
organizational element of the Agency. 

Disposition: TFBHsfer t9 t~e records c8RteF 
~~e~ ~ yeaTs old. Destroy when ~ years old. 

Sv{7.	 Federal Outlays by Geographic Location Files. 
Contain Office of Economic Opportunity Form 
OEO-177, Federal Outlay Data Transmittal 
Sheet. This report is prepared by Regions 8,
9, 10, and IS fro~ special computer printouts
on an annual basis. 

Disposition: Destroy 10 years after the close ' 
of the fiscal year. 

Financial Management Files. Consist of trip
report findings on anything dealing with 
financial management in the States, working
papers on special reports and financial 
reviews of FHh'A r~gion and division offices 
on ho~ their financial management programs
are w ork ing . 

Disposition: Destroy when 10 years old. 

Financial Statements. Contain correspondence, I 

program changes for FH~A payroll and withholdin,
instructions from state and local governments : 
for FHh'A employee earnings. i 

I 
Disposition: Destroy when records are UPdated'j 

SUNOU\O FOR.. "S-A 
~.!~:l JLJly 1574
PrHcrobed by Grnp·,' Srrv,c 

Admlnlstra110n 

fPMR (4I erR, 101 -" • 
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PAGE OFRequest for Records Disposition Authority - Continuation	 /J<DS NO 

• :>ESCRIP'TION OF ITEIi.A •frEt.' NO	 S"MPLE OR(W,th Inclu51~ D.'~~ 0' Rel~"I,on P.nDCIS, 
JOB NO 

11'50.	 Fiscal Services Program Files. Consist of NCI-'I()~ :." 
correspondence, associated accounting and budget 7Q-'

u. I Iwork papers, allotment control sheets, bud~et ~ 
:information, fiscal plans, obligations and outla s 

I and other materials pertaining to the office 
:efforts to develop and coordinate the budget

execution plan for the FHKA to assure the most 
effective and economical expenditure of appropri~ted
funds. ! " 

'Iv "i~ S ~ ~ ~ 'iL-i -Pr' IDisposition: DestroYA~ 1years -elcL ~~~ ~.:
 

)51. ! Foreign Country Files. Consist of correspondenc~, I
 
'financial data, reimbursable agreements and other
 

papers related to FHKA involvement in ~ork done
 I 

~ith foreign countries. 

Disposition: Transfer to the records center
 
,,"hen:; years old. ,Destroy wh en 10 years old.
 

)52. Forest	 Contains 

Disposition: Destroy 10 years after the close 
of the fiscal year. i 

Form Files. Consist of working papers, liGRS~/
background material, requisitions, a record 1~~ 
copy of the form cr ea t ed and a .6?xf I 
copy of FHKA Form 1124. iequirement for Form : ~ i 
or Report", wh ich is submitted by the originating i 
office when a new form is proposed or an exist- i 
ing form requires revision. ! 

wb I 
Disposition: Transfer to closed file ~e7 I 
form is cancelled or superseded or discontinued.' 
Destroy w-fle~~ ye-sr e-U .. .5" i1rs. \$,r. -	 Ii 

M~vG\.\ P.les,
54. FHh'A Organization'rfile!. Contains memorandums 

of official approvals of organizational
structure changes. A record must be kept
of how an office is organized or of a reorganiza ion. 
Also included are official working files of 
headquarters, regions, divisions, forei~n 
programs or missions, official file copies,
correspondence, background material, 

IlA.NDA-RD FORIIII 115-A 
Rh'~d July 1974 -
P'Hcnt>ed ty C;r"~'.' ~"',cr 

Administration 
...... J'- I ". ,-:-.,,- FPI.'R ,41 eFR, 101-11 4 



Reque.sl for Recorda Ition Authority - Continuation	 JOB NO PAGE OF 

1.	 t . • OESCI'IIPTION O~ ITEM
In", NO (WI!~ InClvS'~ DII~~ or Re!t"t,on P• .,0(l5;	 S""'''LE OR

Joe NO 

-t 
organizational charts and other related papers

L\. orete... C~\"l,",\~ ol'SW\.-\Iu...."nu..t c~ ...~ e» (reccrc·1.. c ItAl €~.It;D' .~. rr t 1cl MARsISPOSl len: GrreT te Ai cJl1Ves 'W),EHl , 5 years 
~ 0 '-(rs. 

c l~,.,~ b. All cJ.k.r. vvtcole.r-'ld - - \)es~' ,-II\. C-'.$l~-' I-e; .	 roe<?;(€.fl - VJ ~ VI 0 I	 Arr.-:Jreedom of !nformation Act Files. Contain ~(j1c~tFede~al RegI~ter submissions, Department of 
.JustIce studIes, comments, fee exemDtions \'i'-1t'· 
.except for services performed witho~t charge
lor at a reduced charge. The files also contain 
:general correspondence, problem cases, appeals,
ba~k~round material, official file copies,

orIgInal requests, routine requests and initial
 

,denials.

Disposition: ~e!tlol 5 YGiT£ after sate of
 

lB!t ent!). ('{SE ~prcrr,a:k.~5 ~ GR.s I~, 
I

/56. GAO General Files, Consist of correspondence, I )Ie ~o,,-, I 

irnemorandurns and other file material regarding : ,~-- s: . , /	 .all General Ac coun ti n g office a c t iv i t i es except

reports.
 :~. 

'Disposition: Destroy when 3 years old. 
,	 I 

GAO Reports. Consist of case files on each : IV c. ){oG~ 

surveyor review by the General Accounting '1S"-£' I 
Office including drafts and final reports on ~. 

I 

cases involving or of interest to FHh·A. ~{~ 

:Disposition: Destroy 5 years after case has i 
Ibeen closed. 

~8.	 'Cen era I Led~er Files. Contains general ledgers GR.S : 
~hich are 0 ficial records. These ledgers ,/a ~ .summarize the financial status and financial 
·transactions of FHl\'A, current status of funds 
;available for expenditures and show debit 
.and credit entries of the agency. The financial 
~ata posted on the ledger is a standard form 
ISF -1 014 and SF -1014 A . 

Eisposition: Destroy 10 years after the close
 
I~f the fiscal year involved.
 

I 

•
I. 
i 

STANOARO FORM 115-1."5-203 
R~vls~d July '97.
 
Pre-scribed by Ge-""I~fal Sfor"'Cf
 

Adn"lIf"1IS1tltIOf"\ 
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( PAGE OFRequest for Records Dispolition Authorlty-Cont/nultlon I.JOB NO I 

•1. a. DESCRIPTION OF rTEI.I 10SAI.CPLE OR 
fTEIoI NO (W,ttI ''''Clu~I.e D.'e~ 01 R.',enl10n P."~') ACTIO ... T"I(E'JOB NO 

-_to 
Ii59. General Services Administration Self-Service 

Stores. Contain GSA form 3146, Self-Service Store 
, j Shopping,List/Sa~es Slip and ~SA 3l46-A, continuition -Sheet .... con s i s t s of quan t i tv , un itrh ich price,

description and total price. ~ll FH~A offices ' I 

purchasing supply items must fill out these forms". 
I : 

'DiSPosition: Destroy ~hen 2 years old. 

Grant Fil es. Contain f e lLov sh ip gran t s , scho lar (0/2, S 
,ship grants, grant agree~ents, modifications and 

> 

3/1~
I support ing corre spo n den ce . ' (HvL ......f 1I /ls)-+
Disposition: Destroy when 5 years old. I 

, 
!Health Benefits Reports Files. Files contain 
'~809, Health Benefits Registration Form, used 

1 by each e~ployee to enroll in the Federal 
!EmDloyees Health Benefit Program and SF-2810,I Notice of Change in Health Benefits Enrollment 

I 
used by the employee to cancel, change, or take
 
any action required that may effect their health
 
plan that is reported to the health benefits
 
carrier.
 

Dis P 0 sit ion : .;;.:rPl"r-&8oflfl-5s;-:jf~e~l"~-tt-fe\--'1=i-'·flFTaa-Ec-ft'-'liHc~e~-ff;";j-314e~u~J9ofl9""FlI-

l~j:)jlIatjOn e~;;;le~~~ D~i~105 "hell 3 yesT-§-

I ..High,,'ay Status Files. Contain general correspon-'
dence, telegraphi~ messages, tabulated data on I 
the status of highway funds and systems reported I 
from states and regions of actual funds used : 
each fiscal year. ! 

Disposition: Destroy when 5 years old. 
1 

Identification Card/Credential Application Files.'
 
Consist of application requests tor identificatio~
 
cards for all FHWA employees, temporary overseas employees,

regional administrators and contractors. The !C;,eS I/Ij

card is issued for official purposes and for I
 
identification onlY. Files also contain 1~_ ~
 
correspondence received for requests for the
 
replacement of identification cards.
 

Disposition: Destroy credentials 3 months after
 
returning to the issuing office.
 

STANDARD FORM 115-"'''-203 
Rev'~t! July 197. 
Pre$c',bed by G~"e'" Se"V,e, 

At1mlnIS11a1.0n 
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P4GE OF
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• DESCRIP1IC)N OF ITE'" 
(WIth InClu"~ O.'U 0' Relenllon PeroodSi 

:~', 
\/64.	 Incentive A~ards Files. Contain Secretary's,

Administrator's Special Honor Awards, Quality
1ncreas~s, and Special Achievement Cash Awards 
'for entire agency. Files also contain sugges-
tions adopted and rejected by'Headquarters. 

'Disposition: Destroy when 2 years old. 

Iv{5.	 'Jndi\'idual Earning Record Files. Contain computer! (GJ\S-2"
"printout FH'viAForm 305 r.:hichprovides individual I J tern 1)1:records of gross to net ~ages listed by pay 

I'periods for the entir~ calendar year. I 

Disposition: ~e~tro, 56 yeals after tne date 
.....J;)f the last enti"y on tfie ea'1"d. / ' 

(,{.5E <0 R.S C2.. I ' G R. S 00/lndiyidual Retirement Record Files. Consist of J 

SF-2806's, 'lndividual Retirement Record, maintained at c e-e-
for each employee subject to the Civil SerYice 
Retirement Act. The forms shor.:the amount of 
,current year and cumulative totals from salaries 
of emplo~ees as shor.:non the cumulative payroll
,disbursement registers and the amount of retirement 
Ideductions in prior years from salaries of 
employees currently on the rolls. 

'Disposition: Transfer to the Office of Personnel 
,and ~anagement no later than 5 days after the : 
,date of the final paycheck or upon transfer to L 
ra n o t he r government agency. (FPH 831-1, Supp. 22-~)

I 

ilnternational Transactions Files. Contain SF-13,'
:International Transactions of the Federal ! 
~o\"ernment. The quarterly report r.:hich is 
~repared on an SF-13 and sent to the Commerce iI 
!Department reflects FHl\'A's financial transactions,
~ith foreign countries. I 
~isposition: Destroy 10 years after the close
 

f the fiscal year.
 

Follf ~op"" II'cluding ~ ... I. to be ... bllWtl.cs 10 ttl. Hello ... , Ard\' ....	 STANDARD FOAM 115-A 
~.,~d Ju'y '97~ _ 
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68.	 Mail Manasement. Consist of semi-annual mail
 
counts whIch are a compilation of all mailings
 
made both in Headquarters and the field annually

and used as the basis for computing the annual
 
payment to the u.s. Post Office Department.


~~5 Di~position: Destroy when 6 ~.ari-old. 

~9.	 ~anagement Project Study Files. Consist of ,

correspondence, official file copies, notes, i
 
draft background material, questionnaires, I
 
statIstical data, summaries and other papers

related to the office efforts to plan and conduc~
 
management studies and surveys of FHWA s~affing
 I 

.requlrements, procedures and systems to Improve
Ithe economy, efficiency and effectiveness of the 
\management and operation of the Administration. 
I,Disposition: Transfer to the records center 
!~hen 10 years old. Destroy when IS years old. 
I 

Merit Promotion Activitv Files. Contain active 
and inactlve applications of persons applying
in the FH\,'Aprograms. Included in the files are 
rate and ranking sheets, copies of inactive 
applications of those who have declined, have 
not been selected or have not been considered. 
Also is information on the highway engineer 
training program in the field offices and other 
material pertaining to the programs and data 
accumulated by special examinin~ units. 

Disposition: Dest~oy when 2 years old or I 
earlier if an Office of Personnel Management
evaluation of the records is made~_~~~L) ~1~/~~ /'{tf-~/ '-"~"-IT/
Merit Promotion Files (Senlor Executlve ServIce) &RS ~4S ~
 
ContaIn reference materIal, offlclal flle coples~

corresponedence to Office of Personnel Manage-
ment, SF-17l's, Personnel Qualification Ranking

Schp-dule (Merit Promotion Plan); also, informa-
o~ the approval or disapproval of promotions.
 

Disposition: Destroy when 2 years old or
 
earlier if an Office of Personnel Management

evaluation of the records is made..;~ _
 

~~~~~~	 F~~hJ~/
~.33 .I ~ A-J.f/~ ~~ 

115-203 Four tOpl••. Including origin. I. to be .ubmlned to the National Archlv •• STANDARD FORM 115-A 
ReVised July 1974 
Prescribed by General ServIces 

Administration 
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• DESCRI>'TIC)N OF lTE~ 
(W,,~, Inc IuS''''' D.'p~ 0' Retpnl,O'" Pp"C>d5) 

- 4 

-t. 
Vi2.
 

~3. 

7 6. 

"!-2'Ol 

Monthly Narrative Reports. Contain monthly
narrative reports from each division and regiona
office concerning the progressive stages of 

lindividual high~ay projects including informatio 
Ion obligations, program requirements and funding
;problems and other pertinent data needed in the 
!planning, execution, administration and control 
:of the Administration's programs financed fron 
'the Hi~hKay Trust Fund and from other funds. 

,Disposition: Destroy ~hen 2 years old. 
I 
I !Monthly Report of Federal Civilian 
Emplovment Files. Consist of SF-113A's, Monthly

.Re p ort of Federal Civilian Employment, w h i ch are 
used to submit the report related to emplo:~ent
at the end of each month to the Office of 
Personnel Ma~agement . .Disposition: Review ~f1d upclate files dlllIl,dlly.


y~ w~ ol Ij{'s.o/J,
 
;~lonthly Report Files. Contain SF-132,
Apportionment and Reapportionment Schedules,
SF-133, Report on Budget Execution. These 
reports are required by O~lB Circular No. A-34. 
Also included in these files are working papers
and supporting documents. 

B! 5P9 ~ lt ; OD • Destr6y 10 year, aft@T tb@ Elose 
!ld-f tbe flscal year..-- USE GeS Sit" 
i~lonthly Transaction Reports. Files contain 
IpuTchase orders, invoices, backup material,
,disposition reports and related data listed on 
:non-expendable property accounts and transactions. 
I 

!Disposition: Transfer to the Federal Rec~~d~~~~)1
I Center wh en 2 years old. Destroy 6 years/lafier
! final payment. 

Motion Picture Files. Consist of ori~inal 
motion picture film, workprints, trims and outs,
and miscellaneous footage pertaining to FHWA 
motion pictures that are circulated throughout
the agency to serve as training aids, provide
information concerning agency activities. 
procedures, policy and related areas in 
trans ortation~_ 

Four C09~., w.c;..cfifl; ori;l..al, to ...... brNn.cl to 0.. ".1>0".1 ArclII .... 

I 

' 
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.,. • DESCRIPTION o~ITEt.l 10 
ITE'" NO (Wlt~, InC1u.'yt D.Ie, 01 Relent'on Periods! ACTIO" 'T "o<E '" 

Disposition:
center " hen.. 5
 
when 10 yea


/ --I : •	 I~otor ~ehicle Operation Files. Contain FHKA (GRS -10:. ;Form 133, Application for Operators ldentificati 1tern 7 D:Cards, ~hich are used to provide essential o--k.information as a prereouisite to issuance of a 
:drivers per~it auihori~ing e~ployees to operate
·Go\·ern~ent o~ned vehicles. 

;Disposition: Destroy 3 years after separation
:or 3 years after revocation of authorization tn 
,operate Governrnent-o~ned vehicles, ~hichever 
is sooner. 

\ationa1 Coo erative 
Files (\CHRP Consist 0 correspon enceo• d	 CDf.ltS cr-, u~olng f proce ures~ state agreernents,~vouchers,
!relrnbursable agreements and financial data 
ire1ated to the program of research for high~ay
'systems ~hich involve R&D studies authorized 
;for funding under section 307(c) of 23 U.S.C. 

Disposition: Transfer to records center 3 yearsI after completion of Destroy WflCRprogram.

I 5 years ~. ~ ~(d-I~. ~ .rr~('~c ~ .
 
:~otification of Personnel ActIon FlIes. ons1st
 
;of SF-50, Notification of Personnel Actions, and
 
.ot h e r related 
'all personnel 
;status, tenure 
ie x c lu s iv e of 
I 

Disposition:
Office of personnel Manage,e~t eyalu~tlQ~.

«AS E G R. S I p·l ~ or b O\.S a..prr~rl 
j 80. fficial Personnel Files. Contain official 

,ersonnel 01 ers 0 FHKA employees
~hich are the only official repository for 

ersonnel records of individual employees of the 
Federal Highway Administration. 

isposition: Transfer folder to the National 
ersonnel Records Center, St. Louis, ~issouri 
o day 5 aft er 5 epa ra t i on of the ernpIoyeerH=l:le 5 s 

[tll the! actio1ls 31 C OHiiniRt. 
t,; • 'i .... vft. 

forms "used to document and report
actions which affect an employees
, position or compensa.tion

those in the personnel folder. 

Destlo, afteF EOffl~letioft.of 

;(GRS 1 
11 t ern 14)

I 

I
 
I
L 

, 
,. 

~GRS-l' I 
tern 1) 

I b(~ 
oJ...

I 
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I. DESCRIPTION OF ITEM 10. 
(WIthInclu~I'" 0.,., 0' R.,.nloon P."OC"I AeTIC'''' T "I(E' 

Office of the Secretary of Trans ortation (OST)

FlIes. ConsIst 0 Internal au It revie~s one
 
by OST. The files ~ontain correspondence, 7S-S)

reports, memorandures and related papers. '7
 

{$~ 

Disposition: Destroy when 5 years old . 

uifice of Korkers Com ensation Program
Co n t a in 0 i c i a) r le c op i es an o rrns \'hich hi 

contain information on on-the-job injuries and 
occupational disease. The original of these f orrns 
are sent to the Department of Labor. . I 
Disposition: Destrov ~hen 2 years old., . 

I 

Outdoor Advertising files. Consist of corresponl 
dence, reports, financial data,~~hers in~l~dirg
bonus claims and other related papers pertaInIng
to cost of outdoor advertising control authorized 
under 23 U.S.C. 131. 

Disposition: Transfer to the records center 
Khen 3 years old. Destroy ~hen 10 years old. 

P aym e n t to S tat es F i1es . Con t ains anan nu a1 
report required by the Treasury on all pa:~ents
by FHKA to the States. Files also contain ,
co~puter~ printouts and feeder information from 
~ ~~~ernment agencies on FHWA transfer funds. 

Disposition: Destroy when 10 years old. 

Payroll. Contains procedures and requirements
for the maintenance of the FHh'A payroll system
that governs the documentation of payroll
transactions. 

Disposition: Destroy when 6 years old. 

Payroll Tabulation Files. Contain computer
printouts ~hich are a summary of payroll debits 
and credit accounts. The payroll tabulations 
consist of all FHWA administrative personnel.
The tabulations reflect earnings, leave, retire-
ment, bonds, insurance and taxes for all 
em lovees in FHKA Headauarters. 

ITANO"RO FOAM 11~A 
R~v,sed July 19H 
P'escro~d by Ger.er.' ~rv'C 

Ad rn''''51 ration 
f I'" J.-:.. . s,,,:--,' ~ FPt.AR (4' CHI, ,01-" <: 

\, 



JOB NO PAGE OFReque.t for Record. .Ition Authority - Continuation	 . 
r.	 • OESCRIP1I~ Dr ITEM •S ...~PLE ORITEII "10	 /W1!h Inclu.' ..r Olle~ o' Relenlton Per,och! JOE "'0 

Disposition: D-est'Fophen 2 years olct:
 
\l.S.E ~ro\,rlo..ie.. l~s o~ G~ ~
 

r/ 87.	 Personnel Correspondence Files. Contain 
correspondence related to e~ployee relations,
official file copies, denials of grades,

-increases, comments made on ne~ regulations and 
programs, a~ards, adVerse actions, health 
benefits and occupational health. 

Disposition: Destrov when 3 years old. 

Personnel ~ana ernent Evaluation Files. 
ContaIn general correspon ence, 0 1c1ar file 
copies, background material, classification 
actions, external agency evaluation 
reports and internal evaluation studies of 
management programs. Files also contain 
questionnaires that have been sent to FHKA 
employees on their ~orking conditions in the 
office, desk audits, and position description
revie~s for Headquarters, Regions and Divisions.' 

Disposition: Destroy ~hen 5 years old. 

Personnel Payroll Files. Contain official 
personnel fOlders, check mailing cards, tax 
forms, life insurance forms and docu~ents 
related to employees pay including SF-IISO,
Record of Leave Data, maintained for agency use 
by the payroll section. 

Disposition: Destroy 3 yeaFs aftcF sepBF8tien
oi the e~fJle:+ee. L{SE: (DR.S O2.,I'9h 

/ 90.	 Personnel Security Files ~AEti'Je). Contain
 
correspondence, rnemorand~s, letters,

investigative reports from t~e Offic~ of _Personn~l
 
Management, Federal Bureau of Lnv es t i g at i on , I
 
or Police Reports and the Credit Bureau related'
 
to individual security. All employees except

certain exempted nonsensitive are required

to have an investigation under Executive Order
 
10450. Standard Form, SF-85 Data for
 
Nonsensitive or Noncritical Sensitive Positions
 
and SF-86, Security Investigation Data for
 
Sensitive Positions are also required and are
 
included in the security files.
 

Disposition:
1U-2'!/l	 11"1oI0A1'I0 FOP.'" 115-A 

R~vl~::l JUly 1574 

PreHrabed by Grr,r.a: ~""'Ct 
Adm,r'lls1r,~,of"\ 

fPMR (41 eFR; 101-11. 

http:ro\,rlo..ie


PAGE O~JPB NO .Ition Authority - Contlnultlon 

7. I. DES:~I;o-r,ON or ITEM 10 
rTE~ NO (W,!" InC'v.'ye O"r$ o· !\rlp"l,on Per,OOs, "CTIO., T"'00:.£' 

"', 

91. 

o-r 

Disposi on: Destrov 2 s after date of 
last	 ansaction. 

92.	 Personnel Transfer Files. Contain corresrondenc~,
notes, memoyandu~s, purchase orders, U.S. 
Government SF l103A, U.S. Government Bills of 
Lading, SF-147, Order for Supplies or Services,
PR-71, Application for Leave, ledgers from ;
storage companies, listings of items being moved 
and other related docu~ents pertaining to the 
international and domestic transfer of personnel
to their duty stations. 

Disposition: Dest:e~.s§ ye~k.ssB:f~i'\,Case is closed. 

((; RS93.	 Picture Files. Contains black and ~hite 
photographs, color photographs, negatives, the IIt ern 
original color transparancies and background I 
material related to early roads and the i 

Ibeginning of highway systems around 1880 and I 
Imaterial related to the history of highways I west of the Mississippi. Also included is
 

correspondence, requisitions, cost estimates,

background material, clearance with other 
government agencies, publishing houses and
 
other material related to inventories conducted
 
by FHWA to find permanent homes for the Rakernan 
paintings, movies, and history books of early
h ighwa ys . 

1>rsf'csritoN 
Disposit'	 NO; 

ftFP~dVE~center en 5 
"'hen 0 .4481 

t?~ 

ST""'OA.~O FORIoI lIS-A 
Re.'~Cl Julr ,974 
Pre~cr't>f>Cl b) G.Iler.' Srry,cp 

Adrnlnlst~a110n 
FPMI'l14' erR, 101-114 
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. 
. j.tDB	 NO p"GE O~Request for Recorda DisposItion Authorlty- Continuation 

•7 • DES(:~'''TI:»' or ITEM	 '0S4MP,E OR 
fTE'" NO (W:!h '''CIJI'~ D.,e, 0' R.-1.nt,()t'\ P."odsl ACTIO,," T "t<Et J08 NO 

:;-94.	 Policv and Procedures for Handling GAO ReEorts lie '10(;,-and lnauir.ies. Consist of correspondence, 7S-S"/
Idirectives and memorandums documenting policy zu«: e -and procedures for handling General Accounting (SA ... e) 
Office re p orts and in quiries. , "~ A-rr, b s ..b·e..c..,i 

;Disposition: Pe rraarien t . Transfer to the records
 
,center ~hen 15 years old. Offer to ~ARS ~hen
 
:~5 years old.
 

95.	 ;Position Classification Files. Contain drafts,

;notes, official file copies, reports, comments
 
land background material on the development of
 
:classification standards for all FHKA offices .
 
.Files also contain analvsis and interpretation

of	 classification standards. 

D i spo 5 i t ion : Des \,' 3 0 1Qtroy h eH yea r ~ 0 r 
·s.oOH or d oflen d i fig upon liC cd .• -5 '1rS, ~ fos·;+tC">-\...1 (s

o...bo(i~he& 0(' olesc.. ,', 'f")-t-icrn.. st.Vf?U'"sQ..,j.-€di., . ; 
96.	 Pos ition Des crip t io'n. Con ta in f i Ies des crib ingiG R S : 

,e5 t ab I ished pos i t1 ons inc Lu d ing informa t ion on ! 1/' bC!.J.f(00
'titles, series, grade, duties and responsibilities ~l 
,for FHKA Headquarters, Divisions and Regional
Offices. Every position is subject to the
 
General Schedule or the Kage Grade System and
 
must be officially assigned to a series an~
 
grade before the petson assigned can be paid.

The descrintion serves as the official record.
 

'"~ \,,,~~fiji~op,:+I~estJ,!=>.Y.bst~~Co~~l C?py w~en 5 years
o:	 ° 1 • ».tfes1:r'Oyall ofr:er c6ples I mme d i a t e Ly upon


abolishment or supersision of a position.

I 

.Pos t Year Files. Consist of computer printouts
:received monthly ~hich are used as source 
,documents to prepare a series of budgetary : 
reports used by management. These printouts !..\ 
include the personnel rosters, budget and account-
ing r~po.rts by .morrth , and year end reports. M,..---J. t ......~ 

J.Ab..;	 W !/IV 0SYo \ 
Disposition: Destroy when 3 years old. 

STANOARD FORM "5-AFour c09ieS. Irteludfng I>rii'nal. 10 W ~t>mme-d 10 ltIe National ArclIl .....11S-203 Re vtsed July 1974 
Presc"bed by Genera' Se'\<,:' 

A~"T\JnI~t~alI0n 

F?f..':::' ( 1 CFf\, 10\ - 11 4 



JOB NO P....GE OFRe~uelt 1.or Recordl .'tion Authorlty- Contlnu.tlon 

IT.	 • OESCFlIPTION or ITEIo,! S.......".E OR

ITEIo,! NO	 (Wllh '''CI"" •• Oat., 01 f'l.tp""on P.',OdSI JOB NO 

t/9B.	 pre-Closin~ and Post Closing Files. Contain
 
monthly an annual summary reports used as
 
reference material for financial statements
 
at the end of the fiscal year.
 

Disposition: Destroy ~hen 3 years old. 

~9. Printing Requisition Files. Contain DOT Form GRSI 

1700.8, Duplication Request, and DOT Form 1700.3~ 13/ ~ 
Printing, Binding, Distribution and Editorial ; 3 ~ 
Service Requests, related memoranda' and i 
documents used in requesting, printing and 
distribution services for FHWA. DOT Form 1700.8 
is used in the initial request for ordering all 
printing and duplicating services and provides
information as to the quantity, kind, color and 
size of the material to be printed. DOT 
Form 1700.3 is submitted to OST to provide
printing and distribution instructions, the 
requisition number, delivery instruction~,
appropriation number for billing purposes and 
is approved by the Publication and Visual Aids 
Branch. 

))e~~ I I..{r. ~ c.~Ivf-rli>V a~ Job. 
Disposition: D@5tT8Y ~fleR 2 years c1e. 

Privacy Act Control Files. Contain general
correspondence, official file copies, reports,
background material, original copies of requestsI for records and ans~ers to requests from citizen~i of the U.S. Personal data contained in eachi system of records is to be afforded adequate . 
protection against unauthorized access according:

\ to the Privacy Act, U.S.C. Section 552a. A 
I system of records is exempted only if it is 

determined that to do so is in the best interest:
 
of the Government with due concern for
 
individual rights. Files should also include
 
registers and similar records, listing dates,

nature of requests and names and addresses of
 
requestors.
 

»Disposition: ~e5tTQy 5 year, after d.te of 
e-Fktl,). 

~,~s. oc. 
"'. 

fiU,.iO ....RO FORIoI 115-A 
R•• '~::l July ,S74 
P'ts:,,~:: by G.".'.' Sf"', 

Ad'''''IIf''1's1ta1Ion 

'.1 .': . ". !: ....JJ."; fPI.'R (4' CFRI ,01-1'. 



•	 I I ~AGE O·Request for Records Disposition Authority-Continuation	 J08 ~v 

I
7.	 • DESC;RIPTION OF ITEM SAMPLE OR
 

ITE~ NO (WIth Inclusl.~ Dales or Relenloon Peroods)
 JOB NO 

./ 101.	 Privacy Act Report Files. Contain annual GRS N/reports to OST requited by OMB Circular A-lO~ 
including a brief summary, accomplishments,
plans, a list of systems which are exempted
during the year, a summary of changes to the 
total inventory of personnel data and a 
description of operational experience with 
estimates of the number of individuals requesting:
information on the existence of records I

i pertaining to them, refusals to provide infor-
! mation, requests for access to records, and
 
:appeals from initial refusals to amend records.
 

oFfer io }JIt~S w~ re.\c.'k&. o.q€A\U[:Disposition: Permanent. OffcT to Arr:ives t' 
"I-. ""\ - , .oJ . re.co .-&~ _o.ppro ,;e.cl r pc' r ""'&<'1<.(.-"-' •

'''nEft :t!> years O:1U.	 re..~+-"",- '''' "'\~ reCl'AAS (p~1rol s c..~·-et ....l-e 
Or wt./W.- (5 lieu,s o(J) Wk7d.wtA- I!. Scr"'"e.r-. 

Procrar.1 Documentation Fi Le s . Files consist of . 
reoGests made from users in the form of 
rne~orandums, specifications for systems or 
programs, program 1istings, test data, sample
output, technical communication between Data 
Systems and offices during a project and other ! 
technical materials used in documenting a system
or program. 

Disposition: Destroy when system is no longer 
a c t i v e • ~ 

-~i'~ 

Program~Files. Con~ist of general corresponde~~e,
, official file copies, drafts, background materl~l.
 

annual work plans, budget estimates and documen~s
 
pertaining to various subject areas ~ aid !
 
the office in its efforts to plan, develop,

r e ccnme nd and administer FH1';Ageneral manage-
ment systems and related policies, procedures

and programs to improve program performance

and productivity.
 

Disposition: Destroy when 3 years old. 

I 

'I 
115-203 Four coplea. Including ongln.l. to be IWbmltt.cj to th. N.UoneJ Ardllwea STANDARO FORM 115-A 

RevIsed July 1S7. 
PrHcrobeCl by Generr-5erw.ces 

Ad'T\I"Js~ra110n 
fPII~ (., OR} 101-11. 

-. 

http:IWbmltt.cj


)03	 NOfo.equelt for Recorda Oi, ition Aulhorlty - Continuation 

. .. 
7. • DESCRIPlION O~ ITEM
 

ITEIoA NO IW'lh Ine1u.',.-r DIl~' 0' RetenlrO" Pe"Ods) "
 

V I 04. 

~05. 

_I ~06. 

Program Listing Files. Consist of print-outs

of program coded listings of administrative
 
programs, including job control language decks.
 

Pisposition: DestToy upon completio~ or
 
modification of programs.
 

Program Subject Files. Consist of subject files
 
pertaining to adffiinistrative cost, audit finding

summaries, including correspondence r ela t ed to i
 
congressional inquiries involving budget matters,

contract agreements ~ith other government agencies

on the transfer of funds and other material i
 
related to the office effort to plan and administer
 
the FH~A program as related to the budget proces~
 

I in conformity ~ith the DOT and the OMB	 i
I. .	 •,requlrements. 

Transfer to the Tecords center 
old. Destroy ~hen 7 years old. 

Dispo ition: to the Tec rds centeT
 
5 ye rs after compl \ ion of the roject.

Des roy when 10 ye sold. !
 

Project~( (Completed) . .co1Isist sf t~e _ !.
 

o-ffici~i pIoject obligation FecQrds alld s..:tatisticBl .
 
Q3ta for various 1=lig1=lh'80' These records give
prQgrams 
a complete history of a pro~~.~ Jro~~e~Qu~rter£,
regions and division offices.'~f'€fi <'lIe ~orr.plle.¥'_~D.'~6I

FOTr.1PR-37 entitledJProject Status Record~)al-i~ 

- h f ~IDisposition: DestToy 2 mont sater su ffilS5Ion I
 

tl.)' e-i:lIi5-iQIl office Qf step 9, PR ~7.
 1~, i 

-i'.
 

Wlo.f{.k~ 
.	 sill/tl 

1'4 

Ai' 
(~ 

ffi-3'7, 

; 

"ou. caple., fnclllCllng or1;lnal '0 N aubmtn.cl to ttl. Nalional A.chlw ..	 STANOA.RO FOR". 115-A 
Rpv,.~o Ju'Y ,,,74
Prf's.:rIW~ by G~-'era! ~n 

Admln's1ra~,on 
\,. FPMR t.' CFRJ '01-1' ~ 

http:STANOA.RO
http:aubmtn.cl
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PAGE OF_I JOB NQRequest for Records Disposition Authority - Continuation 

97. 8 DE.SCRIPTION OF ITEM	 10.SAMPLE OR 
ITEM NO (WII~- tncrvs.ve Dates or Retenlton Pe"ods)	 ACTION TAKENJOB NO 

"/108.	 Project Requisition Files. Consist of (GRS 21 
correspondence, memoranda, fi 1m scripts, Item 5i1)
transcript vouchers, shipment notices, contracts,
~nd background material, related clearance of ! 
all publications, films, audiovisual and I 

exhibits intended for public presentation
from the Office of Public Affairs on FHKA 
Form 1113, Clearance Request for Publications,
film exhibits or visual Dresentations as required
by FHKA Order 2-4. Also included in the files 
are FHliA Form 850, Order for Yi su al Sen'ices-
and Special Reproduction, used to oreer design
and graphics for all FHKA printe~ matter,
photocopies, photostats, and diazo prints
~hich are related to projects that involve 
clearance for public presentation. 

Disposition: Dispose of in accordance ~ith 
I approved disposition instructions applicable


to the records of'~hich they are a part.
 

1109 ..•.	 ProT'1otion Candidate Files. Consist of FHh'A 
Form 1440, Av a i lab i Li t y Statement, FHh'A 177, 
Personal History Statement, and background
material related to individual candidates ~ho 
have interest in being ranked for consideration 
or promotion as Drescribed by the requirerients
established by the National Right of Way Promotion 
Boards, National Engineer Promotion Boards, I 

National Motor Carrier Safety Boards, and the
 
National Community Planner Promotion Boards
 
in conformity with FHKA's Merit Promotion
 
Guidelines. Files also include Assessments
 
of Potential.
 

DisDosition: Destroy when 2 years old or
 
earlier if Office of Personnel Management

evaluation of the records is made.
 

Property and Services Program Files. Consist of 
general correspondence, official file copie~,
records of coordination and approval, materIal 
on n a t ionw i de FI-Ih'A programs for space and 
communications management, real proper~y a~d 
personal property management and.coordl~a~lon,
of plans, acquisition, constructIon, ut~]lzatlon
and maintenance of all FHWA property WhICh 
include motor vehicles, facilities, property,
equipment and records against theft, damage and 

'15-203 Four copies, Including original, to be submitted 10 the Nalienal Archive. STANDARD FOAM '1S-A 
Revised July 1974 
Presc nbed by General Services 

Adf"i:,nls~ratlon 
FPMR (41 CFR) 101-1'4 

http:WII~-tncrvs.ve


PAGE OF
NORequest for Records Disposition Authority - Continuation	 ·1 JOB 

1. 8. DE SCRIPTION OF ITEM	 9. 10I 
ITEM NO	 (Wllh Inclusive Dates or Retention Pencos) ~~~~L~OOR ACTIO~_T_~~~ 

--------+---------------------------------------~------- ---------1- I 
civil disturbance, accountability for official 
identification cards and credentials and the 
establishment of orderly evacuation in the event 
of disaster OT attach. 

:l, 
Disposition: Destroy when 7years old. 

/111. , Property and Suppl ies . Cons ist of corre spondenc ,

~tcInvo ice So/ requi SIt Ions ~f..i e i-a 1 file- cop ies ,
 

IUpersonal ~~?perty loss, inventories and
 
identific ~on, damaged property, standards for
 
purchasin , equipment control studies and other
 
related information pertaining to property and
 
supplies that have been coordinated with
I Contracts and Procurement. 

Disposition: Destroy when 2 years old.
1'12. I Proposal Files. Contain written requests for 

I proposals from contractors. There are three 
I	 types of proposals from potential contractors.
 

They are technical proposals, cost propos~lS,

and staff proposals. Files also containr-opI-es

of contracts awarded for supportive services
 
for research studies in FHWA, slides sent In
 
as examples of negotiations and analysis for
 
proposals.
 

Disposition: Transfer to the records center
 
when awarded contracts are 3 years old.
 
Destroy ",hen 7 years old.
 

Purchase Order Files. Contain requisitions,

summaries of negotiations, statements of work,
 
progress reports and payment reports pertaining

to the procurement of services often with other
 
government agencies or commercial firms if
 
cost is under $10,000. /
 

wse c;es ..3 ~a... C~" Disposition: TF8~sfcF ~o tflC Fccord1'center
 
.l:---YQar a£tQT 6ompletion of projoct. Destroy

~ho~ g yea~~ old.
 

Four copies, Including original, 10 be submitted to the National Archives ----STANDARD FORM 11S-A 

ReVIsed July 1974 
Presc'l~ed by Gr,e:a' Se- ,'Ices 

Adrmrustr at.on 
FPI\~h (41 CFR) H.'1-114 

115-203 



• DESCRIPTION OF ITEM 
rTf'" NO (WI'" Inclu~'.~ O.I~' or R.I~n\oon P."oOSi 

. ",
- .-f 

vi14.	 Real Property Files. Contain correspondence,
dra~ings, plats, real property records and 
annual reports of l-and o~ned by the United 
States, for example, Fairbank Highway Research Station 
Files also contain form GSA 1209 which contain 
~ummaries of installations owned by the USA 
and forms 1160 when changes occur. 

Dispos:1tion: B-iSP9S€ 18 ye8Y~ 8fter unconditional 
sale aT TeleBse b, the GaveFftffient of conditions, 

. iDisposition: Transfer to the records center I 
3 years after completion of contract. Destroy
~ 10 years~. ~ ~1<L1'~ oF~~, 

IJ 117.	 Relocation Files. Contain paid travel vouchers,
SF-lOJ2 for Fllh'A employee's transfer to duty i 
stations. Also included in these files are ! 
notes and supporting documents. ' 

Disposition: ~estyoy 2 ycay~ aftor ~CCQ~At

46 elosed.
 

LlSt G R- S roll ~ (;;.) 

STAN04RO FO"'1001115-A 
Rp.,~" July 19U 
Prt'!.:flbe~ by Gpntra: s.ef"\'.ce-I 

AdmlntSlta1'0n 
•.•. , • ';'.. • s';'-- J r:	 FPMR (., CFRJ 101-114 
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Joe NO PAGE or 
for Records sltion Authority - Continuation 

• DESCI:II~IO+oI or fTE~
(W,'~ InCluJ ••r Ollr~ or Rrlenloon PP"Od~' 

. 
Report and Register Record Files. Consist of
 
SF-2807, Register of Separations and Transfers,

SF-2807-1, Register of Adjustments, and SF-280i-
Annual Summary of Retirement Fund Transactions,

used in documenting for retirement purposes
 • I 

,employee interagency and intra-agency transfers. 
IiDisposition: Destroy ~hen 3 years old. 
I 
I 

'ReDort Files. Consist of general correspondence

related to DOT Headquarters require~ents for Coast
 
Guard duty officer support, monthly transaction ,


Ireports, GAO draft reports to the ~taff relating

,to communication services, energy conservation,

ilocating Federal Facilities and real property

Imaintenance. Files also contain communication
 
,reports such as annual communication reports,


,reports of exchange/sale of personal property,

annual reports on location of ne~ offices and
 

lother facilities in rural areas, agency reports
' Ion motor vehicle data and monthly motor vehicle
 
Idata reports to GSA. 3
 

IDisposition: Destroy ",ohenXyears old. 

!Reports on Obligations. Files contain reports 'G£S 
ion a monthly basis and Forms SF-225, Reports . .s/s»:
 
on Obligations,which are required by all agencies

on unobligated and obligated funds, advances,

reimbursements and other income by the Treasury

Department under Circular No. 1073.
 

S' 
Disposition: Destroy...,l{(years after the close !
 
of the fiscal year. I·
 
Request and Authorization for Voluntary Allotmeni (GRS 2 ,'

of Com2ensatlon Files. Con s is t of requests by [Lt ern 4b(I))
,employees to have union dues, charity and savings

allotments deducted from their ~ages. I
 

~~ i 
Disposition: Destroy ~ yedl efteT transfer or
 
separation of employee or cancellation of request.
 

Reauisition Files. Contain forms FHKA-56,

Reqursition For Supplies, Services and Shipment.

A requisition is required from all FHWA offices
 
when requesting .any type of supplies, equipment
 

STANOA.RO FOR ... 115-A 
Re.,~j July lS7. 
Pre,crlbed by Grnt'rl! Sr'''lc 

A!:!'m,nts1t.l,on 
....... J'':''''' - ,':--)-:"; F'PMR (., eFRI 101-'" 

http:STANOA.RO
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Requut for R~cord5 Dispolltion Authorfty- Continuation 

• DESC~I~TIOf.< or ITEM 
M'lftoo InCius.lW'f	 Ol't'~ O· R.'f'r\110r, P.rl~s. 

or services, furniture, office machines and 
request services in,repairing office equipment. 

9'L 
Disposition: De st r oy wh-en 2 ye.ars .-e+d~ ~. 
~&V~~~I	 1 

t/123.· .: Retire~ent Com8utation Files. Contain cQrrespon- ~'J dence, memoran urns, and annui t y c ornpu t a t ron s : ~5 '";'(
regarding the retirement of FH1\'Aem~loyees. and :. ~'b 
questions employees may have regardIng theIr annuIty. 

w~ l '1~ 0 lc1 , Dis-position: Destroy ± yeaI' aftcl letitel!lellt o~
e.rnplQye~ 

/124. Safety Program Files. Consist of correspondence,
official file copIes, reference material, ~orki~g
papers, and other related documents pertaining : 
to the accident prevention program and FH~A 
Occupational Health and Safety Program. 

Disposition: Destroy Khen 3 years old. 

SecuTit\' Korking Files. Contain computer p r in t 01<$ Iff'O?LJ
 
outs on employees that have a security clearance, 

e 

/1 I
 
including a card file KJlich is a record of .
 
personnel data on employees in nonsensitive
 
positions such as social security number, date,

and place of birth.
 

'l>es-\-1-~ l"V ~ ~	 M..- ~ Disposition: Destroy ,,'heB :; yeal! old. 

J 126. Service Contract F~les. Consist of correspon-
~ence, purchase or ers, reimbursable agreeements,
lnteragency agreements, notes, official file 

i\copies and other material related to office 
i efforts to plan and direct the procurement I 

: program for technical support to research i 
studies in the areas of re~earch and development,
highway safety, traffic safety, engineering and 
other areas related to the FH~A highway
transportation program. 

Disposition: +:riaJ;iSf8T to tHe .eeeTds CeJltel 1 ~ 
~e~: E~mJ'let~e1"l of ee'fttFa€if :C8Stf'UY wheH~~t:~
S year~ ele.- (.tse ~~3 3 f	 ! 

I 

127.	 Sound Recording Files. Contain audio tapes, (GRS 21,

slides and casettes providing the FHWA field Item 3A
 
offices and State High~ay agencies material
 
for presentations when new techniques are
 
developed on highway related subjects such as
 

ITAWOA.RO FORM l1S-A 
f\~ .. se c JUly 1S74 

P'~5Cfl~Cl by G~n~f" ~""I 
A.dmtnls1 ral10n 

·0'·' ;.: .... '.: _, ... FPMR (41 CFRI 101-11. 

http:ITAWOA.RO
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• DESCRIPTIO+< or ITEM
 
rTE .... '" NO :, """,tt, Inclu~'v' D.tf~ 0' R",,.,tto., P,,,oOs,
 

Traffic Engineering Technology, High~ay Travel I -.-f•
Forecasting, Aerial Drainage Surveys and Nuclea~
 
Testing for Density Control on Concrete Pavemen .
 IDiS POSI1701

Nee 
Mf~()r;De Archives' 3/Sffr{ 

~.
 1 - /-,18
 

/' 128.	 Space Files. Contain general correspondence
on field office space, space assign~ents and 
utili:ation, allo~ances and standards, space
classification and all other information related 
to office space and its manipulat~ons. 

Disposition: Reyjew fOe:!; 8lLnual1.c alld destto) 
lfl B t e}'i ! 1 n 0 lOll get per t i n en t. »e ~ w 0~ ;;;u

4rs. ol~. 
Special Exhibit Files. Contain summary data on 
rental property by GSA, inventory of ADP syste~s,
current services, summary of research and develop-
ment expenditures as ~ell as in other program : 
areas, statements of receipts for the building
of parks and varibus other programs ~hose 
contributions are provided by private citizens. 
This summary data is required by OMB for the 
President~ budget. Special information is also 
provided to congressional committee staff 
members. 

Disposition: Transfer to the records center when 
5 years old. Destroy ~hen 15 years old. 

v130. , State Information Files. Consist of COTrespon- ,
'\dence or memoranda related to the request by th~! Secretary of Transportation seeking information,

concerning the expenditure for highway construc~ion 
in a particular congressional district. ! 

Disposition: Destroy when 3 years old. 
I 

,/ 131.	 Statement of Financial Condition Files. Contain 
Forms SF-220, Statement or-FinancIal Condition, I 
a report required by the Treasury Department ; 
on a semi-annual basis from all government ! 
agencies. 

Disposition: D8st~ey 10 yesys eftey the close 
of t~e fiscal yeef'. 1)e*,~ 3 ,:::]rs, ~ ~
 

ew;l 0 f- "+\...e- F\" .
 
Four cople., if>ci.-dlng origl".1. 10 be lubmlne-d 10 "'e ",.I~".I 4re"lve.	 STANO.uIO FOR~ 1lS-4 

FI~v,s~:l July 19'. 
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PAGE or~OB NC ReqU'est for' Records DisposItion Authortty- Continuation 

5, •7 • DESCRIPTION or ITE"" 51.1.. c- _E OR '0 
f1'E"" ND !WI'" I"Clus,.~ D.'~,0' R~l~"t,on P~"C"'5J .ros NO ACTIO~ 1 AI(E 

Statement of Transaction Files. Contains stand rdof 132. fo~~ SF-224, Statement of Transaction ~hich is 
the financial statement of the transa~tions of 
all funds by FHWA . 

.	 Disposition: :fr3l'l!fer te the Fedelal ~ecolds 
Gel'lteF ~heH 3 years old. Destroy ~hen 10 years 'old, 

/	 ~E G~ ~I 
133.	 Statistical.Personnel Files. Consist of correspon-

dence, ~orklng papers, notes and other materials 
used to compile data for printouts to provide
the FHKA Office of Public Affairs (under FOIA),
Congress and other government agencies information 
concerning retirement, employment b re akdown bv i 
grade, organization~ registers, education, tr~i~ing
and aKards. . 

Disposition: Destroy when 3 years old if 
documents can be recreated. 

Status of Contract Authoritv Files. Contain 
Treasury Form BA-7304, Stat~s of Contract 
Authorit~ ~hich is prepared annually by FHKA 
for the Treasury Department reflecting the 
balance of unfunded contract authority at the 
beginning of the fiscal year and the unfunded 
contract authority at the end of the period.
The source data used is from the general
ledger trial balances and public laws from 
Congress. 

, 
Disposition: Destroy 10 years after the close I 

of the fiscal year.	 .1 

Status of Funds. Contain financial statements ! 
of the military and the Department of Agriculturl·e

.	 on the transfer of funds to FHWA. The report . 
is done on an annual basis. Files also contain: 
reports on obligated and unobligated funds of 
the military and Agriculture. 

Disposition: Destroy 10 years after the close 
of the	 fiscal year. 

J136.	 Supplemental Pa~roll Files. Consist of pay
vouchers and prlntouts of comprehensive payroll
records maintained by the payroll section 
used for workload and personnel management
purposes. 

Disposition: Destroy after receipt of individu 1 
earnings record. 

I	 •• _ ••_- -I -- .. - -
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JOB NO for Recc' dl 0; Ition Authority - Continuation 

• , DESCRIPTIOfV OF ITEM •S"MPlE OR!WI", InClu.'~ D.I~~ 0' RelPntoof'lPerIods, Joe NO 

Survey Files. Contain official file copies,

reports, notes, manpower needs, studies, EEO
 
Goals and timetables, minority reports, project

personnel needs, trainee recruitment requiremen~s,

and promotion analyses -needed in evaluating i
 
and improving recruitment and place~ent aspects'

of career development programs.
 

Disposition: Destroy when 5 years old. 

Tabulation Files. Consist of tabulation data 
of Federal fund obligations, disbursements,
interrelationships to income and disbursements 
and other funds concerning the FHWA programs
Khich include Feder~l-aid and forest highKay
funds, Federal-aid and emergency relief projects
and HighKay Trust Funds. 

Disposition: Destroy all material ~hen 1 vear 
old,exeept tAe 8,u,Brterly T@PQTti ,'AlGA aTe to 
~ offeree to the Al"eh:i\,E~. 

Time and Attendance Files. Consist of Form (GRS-2,

FH~A 320 Khich are used to maintain leave ,Item 3A~
 
records as well as pay hours of FH~·A employees. : .i.
 

~ GM aMcl.* ()r

Disposition: De st r oyj wh en 3 years old, wk,~'
 

IS 5~. 

Trainee Files. 
a. Motor Carrier ~afety
b. Engineers i

I 

c. Communi ty Planners .1
 
Contain past and present training documents, I
 
background material, notes, fiscal plans, field:
 
review reports, general correspondence, special.

assignment preparation and progress reports, i
 
memorandnms, travel information, statistics on I
 
trainees course evaluation, organizaton
 I 

training, training plans from each trainee I
 
and flo,",'charts.
 

Disposition: Destroy when 5 years old. 

Training Program Files. Contain training plan.

objectives and requirements, annual reports

of training activities, cumulative summary
 

5T "NDARO f01'l1ol "5-A 
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PrH="~d by ~"Irrl' ~rv'C4 
. Ad~,nl'tr'~lon 
FPMR (41 CFR) 101-11. 



----------------------------------------------------II~----,l-J-O[-N-O---------,-p-A-GE--O-F--
Request for Records OJ_IliOn Authority - Continu.Uon 
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'(WItt> Inc IuS''''	 D.,u 0 Rrlrntoon P• .,ods' Joe ,..0I 

of recruiting, number of employees and training I 
Toles, travel claims, correspondence, official I 
file copies, budget' estimates, control of grade \ 
escalation, hiring limitations, funds available,
(or obligation appropriation, assessment of FHWA 
Training Systems, delegations of authority, I 

seminars, reports, conferences, special programs
and reimbursement a&reements. ' 

Disposition: De s t r ov wh en 5 years older ~ ; 
~ O"L~.) ~ .:u., ~, 

/i42.	 Treasury Forms Files. Consist of Treasury Form i 
~o. BA-6i27 ~hich is a Statement of Appropriation
Account containing Section I balances as of ! 

I quarter end and Section 11, Accrued EXDenditures.
 
Files also contain Treasury Form 6728,- Report ;

of Selected Balances for Stating Budget Results
 
on the Accrual\Basis for Special Trust Funds
 
Receipt Accounts. These two reports are
 
required by the Treasury Department quarterly.

Summarv trial balances are used as source data.
 

~:e.s MMttblJ kv FHw,4; r ~~ 
Disposition: Destroy ~hen 10 years old. 

~.	 Transportation Files. Contain public vouchers
 
for transportation charges from airlines for
 
transportation of FH~A employees and SF-113
 
and 1169, transportation Tequests by FHWA
 
employees for transportation to and from their
 
destination. •
 

Di spos it ion: :fT"aTl~fel' te Gefte1"81 A~C:OUllliJlg
 
Q.ffice qt1lH'te1"ly fOI auditing. DestTsY'WAel=l
 
3 yea'f'3 old": USE G~S q /3
 

i 

~44.	 Travel Order Files. Contain DOT Forms DOT lSOO.~, 
I --onlcial Travel for OST and DOT Elements, I
 

DOT 1500.3 Limitations in Overse~s Travei,and i
 

DOT 1500.4: Temporary Travel Duty. I
 
I


Disposi tion: 1'1 I!Tl!fez to the f!edeI a1 -R~d>s !
 
C8HteT 2 yealS after final payment. Destroy ~
 ~ when 3 years ~ ~ ri~\ fAJ~" 

Four ~~'u. ~1..cJ'n; orig' ... I, 10 M ..,bfn/tltod to ttl. H.tion.' Ardll •••	 ITANOARO FORM 115-A 
FI~.'~~d Jul) ,97.
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J08 NCion Authorlty- Continuation 

•• DESCRIP'TfON or ITE'" S" ... ,,"£ OR 
(W,lh InClu.',~ D.f~s 0' R~f~"loon P~"Od" JO~ NO 

Tr~asury Report Fil~s. Contain reports require

annually by OMB under Treasury Department

Circular 965 which is sent to the Treasury

Department on the balances of individual appro-
priation funds using Treasury Department Form
 
BA-R-2l0B, Statement of Unexpended Balances of
 
Appropriation of Funds and Restorations,

Treasury Form TSF-6654, Cash Balance Review
 
from TreasurY,showing FHKA cash balance for
 
the end of the fiscal year for FHWA to reconcile
 
their balances, and from the regional offices, I
 
FHWA form 1336 certifying their balances at
 
the end of the fiscal year on each appropriatiort.

Files also contain information on funds transferred
 
from other agencies to FH~A and the transferrin~
 
of funds by FHKA to other agencies. Included ,

in this are working papers and other su~porting'

documents. ~~ ..JAv Flfalk r: ~, :
 
Disposition: Destroy when 10 years old. 

Vacancy Announcement Files. Contain actual
 
applications, ranking material from panels,

copies of announcements and general correspon-
dence. The files also include applications

for merit promotion and career training programs

and other related material on monitoring, :
 
evaluating and improvement of the recruitment
 
and placement aspects of career development

programs.
 

cYt, , 

Disposition: Destroy when 2 years old ~ ~ 
Office of Personnel Man~gernen~~'Fl i eF if-an the records ffiaGe-. A.4-'is ~ 75 

JH'~'UVlevaluation of ) 
I 

Vehicle Files. Contain accident reports, general

correspondence, official file copies and relate4 10 ~.
 
data pertaining to the management ~f the motor e~
 

vehicle fleets for FHKA and the malntenance of
 I 

required records for all FHWA Headquarters

motor vehicles.
 

iDisposition: Destroy file when report is)l'~

years old.
 

l_~-
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149. 

/150. 

/151. 

1152. 

I.
I. DESCRIPTION Of ITEM S"MP~E 01'1 

(WIII'\ InClus'~ O.'tr5 0' R.,trnl,on P'''OdIl JOB NO 

Verification in Hours Status Files. Files contain 
computer printouts received from management
on '¥erifying hours -o f FIDiA employees. These 
printouts are also used for audit purposes. 

D-isp 0 sit ion: Des troy w hen 6 m0nth sol d . 
I - . 

Video Recording Files. Contain master tapes ·(GRS 21.
 
to include separately the audio tapes which IIt ern 4A)

relate to all video tapes produced by FH~A in
 
the past 4 years of training, speeches, work
 
shops,ne~ techniques, actual events, policy

and procedures.
 

'D15PosrnoN JoJoT rreortion: ransferto he s crnt r5 years ld. Offe to the a hives (W1'1\6 VEt> 

10 yea sold. 3/~/& I !-:r8 

Vital Records. Contain correspondence, official 
file cories, record schedules, reports, an 
emergency prepare~ness status, essential records 
and other related data pertaining to emergency
operating records and rights and interest 
record~ and other records vital to the operation
of the Federal Highway Administration. 

Disposition: Non record. Official files 
maintained by Defense planning. Destroy files 
when no longer needed . 

• 
W-2 Forms. Files contain W-2 forms of all the 
employees in FHWA. The W-2 is a yearly wage
and tax statement record. 

If: 
Disposition: Destroy when~years old. 

Work Order Files. Contain pending work orders 
for moving walls, telephone outlets, and 
electrical outlets. These requests are made 
to OST for proposed work on GSA form 2957 and 
telephone orders DOT 1730.1 and Form FH~A 56, ! 
Requisition for Supplies, Services and Shipments.
The files also contain requests for cancellatio 
of work orders. 

, 
Disposition: (a) pendinf Files. Transfer / 

to completed work orderile after completion 

four C09Ie •. IftelucSln;ori;lnal. to b.... b",lftld to 1tI. NatioNl Ar;fI ...... IT4N04RO FOI'lIo! 11S-A 
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of work. (b) Completed Files. Destroy 2 
years after compl et1on olworK': 

...
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