@

REQUEST FOR AUTHORITY
TO DISPOSE OF RECORDS

(See Instructions on Reverse)

-&

LEAVE BLANK

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

DATE RECEIVED JOB NO

E-(-F2  pel-134532

NOTIFICATION TO AGENCY

1. FROM (AGENCY OR ESTABLISHMENT)

Interstate Commerce Commission

2. MAJOR SUBDIVISION

A1l Bureaus and QOffices

3. MINOR SUBDIVISION

4 NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT
Carroll Stearns 275=0993

In accordance with the prowvisions of 44 U S C 3303a the dis.
posal request, including amendments, 1s approved except for
items that may be stamped ‘‘disposal not approved’’ or ‘‘with-
drawn’’ 1n column 10

et Qe AAR
(Date)

S

6 CERTIFICATE OF AGENCY REPRESENTATIVE

T

rchw:st of the United States

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records, that the records proposed for disposal in this Request of

page(s) are not now needed for the business of this agency or will not be needed after the retention pertods specified

>71%/é /953 4;5;7 kéjééiiabiﬂz”4péﬁzi) Secretary

Date

(Tltle)

7.
ITEM NO

/ Signature of Agency Representatwe)
—

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9

10

SAMPLE OR -
OB NO ACTION TAKEN

INTERSTATE COMMERCE COMMISSION
GENERAL RECORDS SCHEDULE

This schedule covers records common to all
bureaus and offices, those usually referred to
as "housekeeping" or "administrative" records.
These records are scheduled under a Commission
General Schedule for consistency and ease of
applicability.

This schedule supersedes the Interstate
Commerce Commission General Schedule, NC1-134-
77-3, dated 7-19-77. Items appearing in the
new schedule which also appeared in the super-
seded schedule are cross-referenced.

The following items listed in the Inter-
state Commerce Commission General Schedule,
NC1-134-77-3, were deleted because they were
merged with Item 1, Office Administrative
Files, or scheduled as separate items 1in bureau
and office schedules.

Item 2, Budget Estimate File - Included in
Item 1, Office Administrative Files.

Item 3, Reports File - Included in Item 1,
Office Administrative Files.

3 _Oom,

T L Ol N (6 janfG S

STANDARD FORM 115

Revised January 1973

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4



>

Request for Records Disposition Authority — Continuation

JOB NO

PAGE OF

7
ITEM NO

8 DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Penods)

9

) 10
sﬁNOABLSOOR ACTION TAKEN

Item 5, Leave and Time Reports - Included
in Item 1, Office Administrative Files.

Item 6, Travel Authorization File -
Included in Item 1, Office Administrative
Files

Item 12, Legal or Office Memorandum,
Guide, or Manual - Scheduled as specific
item in separate bureau and office
schedules.

l.\GEFICE ADMINISTRATIVE FILES. Records

mulated by individual offices that

exists.
the office

general, these records relate to
ganization, staffing, proce-
dures, and comquunications; the expediture of
funds, includin@\budget papers; day-to-day
administration ofN\Qffice personnel including
training and travel\ supplies and office
services and equipmen requests and
receipts; and the use oR office space and
utilities. They may inclwde copies of
internal activity and workIlsad reports
(including work progress, staxlstical, and
narrative reports which are preéxared in the
office and forwarded to higher léwels) and
other materials that do not serve
official documentation of the progra
the office.

Destroy when 2 years old or when no
longer needed, whichever 1s sooner.

2., PERSONNEL WORKING FILE. Unofficial copies

onnel records maintained by bureaus

. Includes copies of requests
for personne ctions, notifications of
personnel actiondygervice record cards, and
related corresponden See NC1-134~-7T7-3,
item 4,

Upon separation of employee, t
file to the Personnel Office.

GRS

2.3/|

GRS

1/i8

115-203

Four copies, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4



Request for Records Disposition Authority — Continuation JOB NO PAGE OF

7 8 DESCRIPTION OF ITEM SAMPgLE OR

10
ITEM NO (With Inclusive Dates or Retention Penods) JOB NO ACTION TAKEN

3. REFERENCE FILES. Nonrecord copies of Com~
mission minutes, orders, circulars, manuals,
regulations, and comparable publications,
official file copies of which are maintained
elsewhere; coples of exhibits; copies of
transcript of hearlngs; coples of court
briefs; copies of reports; carrier and other
commercial publications; publications of
other Government agenciles; coples of General
Counsel's memoranda; printed Congressional
hearings and processed issuances concerning
hearings; coples of speeches; news clippings
and extra coples of news and press releases
(including press releases other than those
issued by ICC); and comparable publications
and issuances maintained solely for conveni-
ence of reference and not required to docu-
ment a specific action or case. See
NC1-134-77-3, item 7.

Review annnually and destroy material
of no further reference value.

4, BGARD, COMMITTEE, AND COUNCIL FILES.
Recor eflecting participation of
Commission loyees as members of boards,
committes, and cils., Includes

correspondence and r ts. See
NC-1-134-77-3, item 8.

GRS
16/ 0

Review annually and destroy materlI
of no further reference value.

5. CORRESPONDENCE FILES. Correspondence of
bureaus and offices, sections, branches and
other organizational units concerning the
operation of assigned agency programs. See
NC1-134-77-3, item 9.

Break file annually. Destroy 3 years
later.

115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Administration
G 1875 O - 579-387 FPMR (41 CFR) 101-11 4



Request for Records Disposition Authority —Continuation

JOB NO

PAGE OF

7
ITEM NO

8 DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9
SAMPLE OR 10
JOB NO ACTION TAKEN

6. WORKING PAPERS. Copies of records.used in
preparing reports, studies, and decisilons.
Coples of decisions, hearing transcripts,
rough drafts and other papers dupllcated 1n
official files. See NC1-134-77-3, item 10.

Destroy when no longer needed.

7. BREADRDING FILES. Extra coples of outgoing
emoranda, official file coples of
ned in correspondence or
§-77-3, item 11,

Desﬂqjy when 3 years old.

8. TLNDING AIDS. Indexes, lists, registers,
and er filing aids necessary for the

efficien e of other records. See
NC1-134-~77-3, em 13.

Follow disposition ructions for
the records to which the late, or
destroy when no longer neede r
reference.

WITHBRAWN

116-203

Four copies, including original, to be submitted to the National Archives

Gl 1975 O - 575-387

STANDARD FORM 115-A

Revised July 1974

Prescrnibed by General Services
Administration

FPMR (41 CFR) 101-114



