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REQUEST FOR RECORDS DISPOSITION AUTHORITY 
• (- ... (See Instructions on reverse) 

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

2 MAJOR SUBDIVISION 
10accordancew'th t~e orovlSIO~S01 44 USC 3303a Ihe disposal re 

_...:!R~es~e::!ar:=.::ch~.!:and~~~~~~~~~~~~~~~~~ -I Quest including amendments IS approved except lor Items that may 
3 MINOR SUBDIVISION be vtarnped dlspos~1not approved or 'wlthdrawr In column 10 

Materials Transporta 
4 NAME OF PERSON WITH WHOM TO CONFER	 5 TEL EXT 

David Watson 472-2784
 
Gracie Carter 426-4502 IJlllt' An /r" 1\1 ,,/ ,1" l lUfcd ',alr,
 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authcnzee to act for ttns agency In matters pertaining to the d;sposal of the agency's records, 
that the records proposed for disposal In thrs Request of ¥ page(s) are not now needed for the busmess of 
thrs agency or will not be needed after the retention periods specified. 
D A Request for Immediate disposal 

£a B Request for disposal after a specified penod of time or request for permanent 
retenno 

C DATE	 E TITLE 

OSTRecords ManagementOfficer 
97 8 DESCRIPTION OF ITEM	 10SAMPLE ORITEM NO (WIth tnclusrva Oates 01 Retenllon Periods)	 ACTION TAKENJOB NO 

MATERIALS	 BUREAUTRANSPORTATION

'lhe terials Transportation Bureau is responsible for
 
carry. g out a national regulatory program to protect
 
aqaansf the risks to life and property inherent in the
 
transpor :tion of hazardous naterials, natural gas,

petroleum other hazardous materials by pipelme by

prescnbing d enforcing Federal safety regulations,
 
collecting, iling and analyzing hazardous mater1als
 
data, administen: g Federal grants to aid State pipeline

safety programs an monitoring safety enforcement programs
 
interstate pipeline ations and intrastate pipeline
 
operations not otherwi covered by State programs.
 

1. OFFICEADMINISTRATIVE FI 

A.	 General Subject Files. Cor pondence , rrerroranda and
 
other documents relating to internal administratio
 
of the Bureau such as travel transportation,

budget submi.ssions , personnel and eneral housekeeping
 
records.
 

Start new file each year.
 
Whenfiles are three years old, separate those
 
reference value. Transfer to FRCwhen three ye
 

115-107 FRC oy en S1Xyears 0 STANDARD FORM 115 
ReVIsed Apr", 1975 

All others. Destroy when three years old. PresCribed bV General Services 
Admlnlstrahon 

FPMR (41 CFRll0l-ll 4 
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Standard Form No. l1&-A 
Revised lIIovember 1951 Job No. _ Page _P~"be15 by General ServICes AdmInistration 
GSA Reg 3-1V-1OO or __ pages11~202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO (WITH 

8 DESCRIPTION OF ITEM 
INCLUSIVE DATESOR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

B. Rea.chngor Chron Files. Copies of correspondence 
used solely as a readrng or reference file for the 
convenience of personnel. 

Destroy when two years 
been exhausted. 

old or when reference value has 

C. Time and Attendance Files •. Carbon copies 
cards submitted to payroll office. 

of T&A 

Destroy when three years old. 

D. Leave Application Files. 

(1) If the time card has been rnitialed by the 
employee. Destroy at the end of the appl1cable 
pay per rod, 

(2) If the time card has not been inltialed by the 
employee. Destroy when three years old. 

E. Routine Control Files. correspondence control 
used to control work flow. 

forns 

Removefrom related records and destroy whenwork is 
corrpleted and no longer needed for operating ourooses , 

F. Techm.cal Reference Files. Copa.es of docurrents 
retained for reference purposes. Includes copies of 
reports, sutdies, periodicals, books, brochures etc. 

ReVlewannually and destroy 
reference value. 

material of no further 

2. SPEECHFILES. Copies of speeches qaven by Bureau ni.rectoi 
pertaining to Hazardous Materials and Pipeline Safety 
programs. 

Destroy when three years old. 

1'0.. copies, iadadbag Origillal, to Ioe ..... miH.d to tit. NaboDaI.,bcluves ODd R.co~'" Suvice GPO 1'J6l-0-71'-917 
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Standard Fonu No. 115-A 
Revised Novelllber 1951 
Prest'rlbeQ by (JeDeral Service.! AdmlDlstratlon Job No. _ Page _ 
GSA Reg 3--1V-IOO or __ pages1l~202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

97 8 DESCRIPTION OF ITEM	 10 
SAMPLE OR ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO 

MATERIALS	 PUBLICATIONS.TRANSPORTATION

Copies of reoorts, newsletters and publ1cations written
 
in-house or by contract relating to hazardous materials
 
and	 pipel1ne safety programs. 

PERMANENT 

A.	 Offer one copy of each pub11cation to NARSin blocks
 
of five years.
 

B.	 Working papers and duplicate copies of publications.
 
Destroy when reference value has been exhausted.
 

4. MATERIAlS REPORTS.TRANSPORI'ATION

Files contain1ng information regarding hazardous materials Schedul fd 
transportation incidents, pipeline safety incidents and NCI-398 81-5 
annual reports from pipeline operators. 

Trans fer to FRCwhen three years old. FRCdestroy
 
when seven years old.
 

5. EXEMPTION Internal memos,working papers andFILES. 
conf1dential papers that are not for public view1ng
received from shippers, carrlers and container manufacture s 
reauesting exempt10n from hazardous materials and ~ipeline 
safety regulations. 

Transfer to the FRCthree rronths after file is closed.
 
FRCdestroy six years after file is closed.
 

6. INTERPRETATION Workingpapers reflectingFILES. decis ions
 
and 1nterpretatlon of MTBregulations over which the MTB
 
exercises Lssumq authority, made internally by the office
 
and used for reference purposed.
 

Maintained in the Bureau as an active working file. 
Review annually and destroy material when reference value
 
is exhausted.
 

ro_ copiu,lacbldiag origillal,lO .... .,..,milled I. Ihe NoU.Dal Archive. ODdRec.~d. Sennce CPO 196>-0-711-9\7 
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Standanl Fol'JD No. lllhA.
 
Revised Novelllbcr 1951
 
Pr~rlb\d by General ServIces AdmulistraUon Job No. _ Page _
 
GSA Reg 3-IV-I06
 of __	 pages11$-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

97 8 DESCRIPTION OF ITEM	 10 
SAMPLE OR ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO 

7.	 STATECASEFILES. Case f i.Les consisting of correspondence
 
techm.cal background matar ra l and certificatlon used in
 
malntaining llaison with State agencies relating to routin~
 
operations and daily act ivi taes in the admiru.stz-at.Lonof t~e

!MrB safety proqrams,
 

~intain In Bureau as an act1ve working f1le.
 
Review annually and destroy material when reference value
 
is exhausted,
 

8.	 ENFORCEMENT Copies of inspection reports andCASEFILES.
 
warning letters used to ensure comoliance with MTB
 
hazardous materials and pipeline safety regulations.
 

ReviE!'.Yannually. Destroy rrater rat when reference value 
1S exhausted. 

9.	 RULES FILES. Dockets relat1ng toDOCKET the creation
 
of a new MTBregulation or arnen~t of an existing
 
regulation.
 

~	 After records have been microfilmed, transfer to the
 
FRC. FRCdestroy 10 years after transfer.
 

B p _ 8JT !\tIC 110 F"/c..1\1 : 0 Fnell... 10 ~ MS uJ H et\J eqSt.d.rw II'J/:J..I/tlf
(;;~ 0t!AVS e t c:c o~witt. t) 0-- elM t ,., ...s r AA-T( cJ c?" U~~ IS e: 'i , tAJ.l ~ ~"'T.). 

10. TECHNICAL FILES. Official files of studies,S'IUD1ES
reports and projects conducted in-house or by contractor 
relating to special problems such as the Trans Alaska 
Gas Pipeline Project or other hazardous mater1als or 
papel i.ne safety programs. Includes background, workanq 
papers and draft reports. 

Destroy five years after study has been ccropl.eted or 
when reference value is exhausted. 

row eopie., Uselaclu&gongillal, to be ...JIndUed to the National .!bcluve. GIld Reeo~u Sennee GPO 1163-0-711-917 
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