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. '. AIr~111.(95 .../ (See Instructions on reverse) 
DATERECEIVED TO:	 NATIONAL ARCHIVESand RECORDSADMINISTRATION (NIR)
 

WASHINGTON, DC 20408 /~-f ..9L
 
1. FROM(Agencyor establishment) NOTIFICATIONTO AGENCY 

Railroad Retirement Board (RRB) 
2. MAJORSUBDIVISION	 In accordance with the provisions of 44 

U .S.c. 3303a the disposition request,Bureau	 of Information Resources Management including amendments, is apgroved except
for items that may be marke "disFu0sition3. MINORSUBDIVISION not approved" or "withdrawn" in co umn 10. 

A 
4. NAMEOF PERSON WITHWHOMTO CONFER 5. TELEPHONE	 '\fCHIVIST O~NITED STATESDATE,A""
 

'" 'g .AL ~ eJyJ..
Chuck Mierzwa	 (312) 751-3363 ~313 f

r 
.......


6. AGENCYCERTIFICATION )~" 
I hereby certify that Iam authorized to act for this agency in matters pertaining to e disposition of its records 
and that the records croposed for disposal on the attached _1_ page(s) are not now needed for the business 
of this agency or wi not be needed after the retention reriods srecified; and that written concurrence from 
the General Accounting Office, under the provisions 0 Title 8 0 the GAO Manual for Guidance of Federal 
Agencies, 

~ is not required; 0 is attached; or 0 has been requested. 
' .. 

DATE 

12/07/92 

SIGNATU~F AGENCYREPRESENTATIVE 

Ch--~ ?7'~Chuck Mierzwa 

TITLE 

Agency Records Officer . ' 

7.
ITEM 
NO. 

8. DESCRIPTIONOF ITEMANDPROPOSED DISPOSITION 
9.GRSOR 

SUPERSEDED 
JOB CITATION 

10. ACTION 
TAKEI'J(I'JARA

USE ONLY) 

19-2 Material Files for Office of Public Affairs Puqlicatton NCI 184-88-1 
Item 19-2 

Files contain background material for publications, 
including source materials camera-ready layout, and 
galleys of publications. 

Proposed Disposition 

Destroy when no longer needed for administrative use. 

19-4(b) SEeeches and SEecial Projects File	 NCI 184-88-1 
(b) All Other SEeeches and Projects	 Item 19-4 (b) 

File consists of record copies of speeches of bureau 
heads and field pe~sonnel concerning special projects 
and other matters. These projects include general data 
furnished to magazines and organizations upon request. 

ProEosed Disposition 
\ 
IDestroy when no longer needed for administrative use. 
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EXPLANATORY NOTES 
FUNCTIONAL STATEMENT 

The Office of Public Affairs is responsible for conducting a 
nationwide public information program for the Railroad Retirement 
Board (RRB). It compiles, edits, and writes materials for RRB 
publications including the RRB Annual Report to Congress,
Informational Conference Handbooks, Monthly Benefit Statistics,
and others; prepares informational material on legislation and 
operations in the form of booklets, news releases, and other 
material for railway labor and management publications and the 
media; prepares speeches for the Board Members and other 
officials as requested; and answers general and technical 
inquiries from the media, government, industry, and the general
public. 

Item 19-2 

Material Files for Office of Public Affairs Publications 

Current disposition: Destroy when 1 year old. 

Proposed disposition: Destroy when no longer needed for 
administrative use. 

Files contain background material for publications, including
source material, camera-ready layout and galleys of publicatipns.
It has been the experience of office personnel that much of the 
material has long-term reference value. Thus, a change from 
current retention of "destroy when 1 year old" to "destroy when 
no longer needed for administrative use" has been requested.
The proposed retention better satisfies administrative and 
reference needs of the office. 

Item 19-4 (b) 

speeches and special projects File 

section (b) All other speeches and projects 

Current disposition: Destroy when 1 year old. 

Proposed disposition: Destroy when no longer needed for 
administrative use. 

File consists of record copies of speeches of bureau heads and 
field personnel concerning special projects and other matters. 
These projects include general data furnished to magazines and 
organizations upon request. It has been the experience of office 
personnel that the records have long-term reference value. Thus, 
a change from current retention of "destroy when 1 year old" to 
"destroy when no longer needed for administrative use" has been 
requested. The proposed retention better satisfies the 
administrative and reference needs of the office. 



1be Office of Public Affai" i. ra.pon.iblo for conduct in, a nationwide public ITEM 
'"foraeUon pr.r •• for tM Ioard. It c_fUa ••• diU, and wrU ....Itnial NO~
for Ioafd publtoatloftl tncludtRl thl Ioard • Annual Raport, Informational -
~Dhnnc. "and"', Mofttt\l)' .anaUt 8~aU'Uc.;, aad otben, prepare. infor-
_ttoall ..t.rtal on 1••tllaUon and operatloftl in ehe for. of bookla". n.wI 
Ifll...... and otMIf .. t.r111 for raU"a), labor aad aan .....nt publicaUonl aDd 
eM Mdta, prepar "ech .. for tb. loard .... ber. and other ofUetal. a' 
raq •• teda and a .." ,eneral and technical lnquir! .. frOIDcha .Idia, lover IDe nt , 
'ftdUltr1. and tM ..ural public. 

DISCIIP!lON or RlCORDS	 AUTHORIZED DISPOSITION 

Offlce of Publtc Affair. Publication. 

(a)	 ..cord copy of offlce of publlc PElOtANENT. Hold 5 yean
affalrl publicatlona lncludl~ and tran.fer to r~c. 
thl Annual laport, Scatl'tleal TI'ansfer8lhc to MIA after 15 JOB: 
Supplement, Monthly Ieneflt 
Statlltic., Benefitl and Bene-
flelarle., Newl Relea.el and 

.phleu, and the All-A-Board. 

(b) 

JOB:	 NCI 

rUe. cont ain baekround ma rial for 
publlcationl, including soure materlal 
camera-ready layout. and galley of 
publications. 

JOB: Net 184-79-3 Item 8-2 

19-3 General Response Files 

Contain responses to correspondence t 

lncludlns Action Line and VIP inquirLe~. 

JUS: Net 184-79-3 Item 8-4 

year•• 

Break file: End of 
fiscal year. 

De.troy when no longer
needed for admin1&tratlve 
use. 

JOB: 

~stroy when 1 year old. 

19-5 

http:Relea.el


I 

stattlltlcB, lin Releases Mel 1'aiqptu.e"b. 

PERMAllJaft'. Break at eD4 ot tS,acal year, hol4 5 years 
and 'tr8D8ter 'to 1"ARC. otter to BARB after 15 ;years. 

(b) All other coptes. 

~' Dl!8'lROY when DOloDger aeec1ed tor dm1nt8tratlw use. 

Matertal Pi1e1l tor Pu'bl1cattOl1B 

Ftlea cOI1ta1llbacksrowl4 material tor 
tnclUIU.Ds IICQI'Ce materiel, camera-ft.
 
salleys of pu'bllcatlCD8.
 

DES'l'ROYwhen 1. )'ear 014.
 

-.D4JaeIlt Vork1y FU.es
 

Contain all. the calculattou that are
 

publlcatlO1l8,
lAo'OIIt, an4 

1IlVolwd 1Jl the 
detel'lld.DatlOil ot the new rates UDc1erthe _lUbDeIlta. !he 
source elata recelved f'rom Social Security 18 lIlclUl!e4. 

DES'l'ROYvheIl 1 year 014. 

General Response P1l.es 

Contain responses to cOrNapondenC8 and Action L1De 
inquiries. 

DmrROYvhen 5 years ol.cl. 

~eeches and Special Projects Pile 

Contains record copies ot speeches tor Board members, 
bureau heads and field personnel concerntag spec1al pro-
jects and other matters. i'hese projects include centenar-
Ian releases and general data turnlshed to magazilles and 
organizations upon request. 
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19-5 

Off lee of r~b!le Affalrl 

lTIK 
DISCllrTlO~ 0' "COlDS AUTHOIIZKD DISPUSItlON..!!2&. 
Sp'eche. and S!'cial Projeeta Fi1, 

Contalnl record copl~1 of apeeche, of
 
loard _lIIbere, bunau head, and U.e1d
 

reunnel coneernins .peclal projectl
 
other aatter.. The.e projectl In-

I'd data furnllhed to IIllIallne. 
l"tlon, upon reque.t. 

Kelllber •• . PKIMANENT. TUA~,ffJ 
NAIA when 10 yea" olcl 
In 10 ye~r8 blockl. 

All other ~8troy when 1 year old. 

, 
Includes n~W8 r~lea6e8. report8, and S years
other printed Qaterial received 1n the 
offic~ of public affairs from govern-
ment agencies. Association of American 
Railroads. and oth~r groups dealing 
with work-related 8ubjectb.
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Statistics, Bev R.le.... lIDelrUC'lUlt:"". 

PERMAlUIrl'. Break at eD4 of fiacal l.U', hol4 5 yean
and traD8ter to PARC. ott.r to lIARS after 15 )'aan. 

(b) All other copie ••
 

DES'lROY ¥ben no loDaer Deeded tor 114mtnletratbe ...
 

Material. PU.ea tor Nbllcatiou
 , 
~,
-

J'Ues oonta1n backsr0ua4 _ter1.el. tor pubUoatlou,
loc1w.Uag source .aterlal, oaara-re_ lelout, ad 
galleys ot pUbllcatl0D8. 

DES'l'ROY when 1 year 014. 

"'n4mImt WorMy F1les 

Contain all the calcalatiOJl8 that ere 1nvol.w4 1A the 
4eterm1nation of the new ratea UDler the aJDeract.Dte. !'he 
source data received. tram Social. Seeur1ty U lnclUl1e4. 

DBS'l'ROY when 1 year old. 

General ReapODBeP.ll.es 

Contain responses to cOrr8I1pcm4enceand ActiCIDL1ne
 
inquiries.
 

DmJ.'ROYwhen 5 years 014. 

§!eeches and Special ProJecta J'1l.e 

Contains record copies ot speechea ror Board members, 
bureau heads and field personnel concern1.Dgspecial pro-
Jects and other matters. '!'hese projects 1nclu4e centenar-
ian releases and general data 1'urnlshed to lD88uines and 
organizations upon request. 
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