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U. ~. Department of Transportatlon 
In accordance with !he provisions of 44 u.s.c. 3303a. the 
dlsposibon request, Indudlng amendments, Is approved 
except for Hems that may be marked "disposition not Federal Transit Administration	 annroved- or "WIthdrawn- in column 10. 
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Of	 ice of Administration 
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Of	 ice of Information Technology 
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~~'.k,_~Hf3ster4Karen	 Shaw (202) 366-6146 

6.	 AGEN CY CERTIFICATION 

r he reby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the records 
pro xised for disposal on the attached -18..... page(s) are not needed now for the busmess for thrs agency or will not be needed after the 
rete titian periods specified; and that written concurrence from the GeneraJ Accounting Office, under the provisions of Title 8 of the 
GA p Manual for Guidance of Federal Agencies, 

181 is not re,i~ ois attached; or	 ohas been requested. 
/J

DATE	 TITLEtloFAGWATWE 
Records Officer, TAD-2012/30/04 ~. 

7.ITEM~ 8. DESCRIPTION !1F ITEM AND PROPOSED DISPOSITION 9. GRS OR SUPERSEDED 10. ACTION TAKEN
 
JOB CITATION (NARA USE ONL V)
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Federal Transit Administration's Records
 
Disposition Schedule.
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FTA Records Disposition Schedule 
Federal Transit Adnumstration (FTA) ISone of eleven modal adrmrnstrations within the US Department of Transportation, headed by an 
Adrmrnstrator who IS appointed by the President of the Umted States. FT A ISthe pnncipal source of Federal financial assistance to 
Amenca's commumties for the plannmg, development, and Improvement of public transportation systems. FTA functions through a 
Washington, DC headquarters office and ten regional offices WhIChassist transit agencies in all 50 states, the Distnct of Columbia, Puerto 
RICO,the U.S. Virgin Islands, Guam, Northern Manana Islands, and Amencan Samoa. 

GENERAL MANAGEMENT AND ADMINISTRATION 
The records descnbed below relate to the Federal Transit Admimstration (FTA) and the performance of administrative management 
funcnons, They result from the development of agency plans, policies, and programs; agency relations WIth the pubhc and Congress, 
release of mformation under the Freedom of Information Act (FOIA) and the Pnvacy Act, and to other external bodies; admimstrative 
support services; and defense plannmg actrvities. 
Senes Code TItle and Descnption of Records DispOSItIOn Authority 

(All Record Series are media-neutral except where indicated) 
1000 ORG ADMINISTRATION RECORDS 

(1) Adnll111stratIvepohcy and plannIng files. Documents relatmg to 
policy development and the overall plannmg, coordination, control, 
and executive direction of the assigned mISSIOnsof the Agency, that 
IS, the plannmg, development and Improvement of public 
transportation systems. Specifically, files are accumulated by the 
Adrmrnstrator, hislher top-level staff, and heads of regions. 

(a) MISSIOncorrespondence. Deterrmne medium ofrecordkeepmg N C1-408-80-1, 
copy. 1000 (1)(a) 

1. Ifpaper Permanent. Cut off at the end 
of the calendar year. Transfer 
to FRC two years after cutoff 
Transfer to NARA ten years 
after cutoff. 

Revised 11/2004 
FT A 1324 I A - FTA Retention Schedule 
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Senes Code TItle and Description of Records DIspOSItIon Authonty 
(All Record Senes are media neutral except where indicated) 

1000 ORG ADMINISTRATION RECORDS 
2. If electroruc. Permanent Cut off at the end 

of the calendar year. Transfer 
to NARA after cutoff 111 

accordance with 36 CFR 
1228.270. 

(b) All other correspondence. Temporary. Cut off at the end NCl-408-80-1, 
of the calendar year. 1000 (l)(b) 
Destroy/delete two years after 
cutoff. 

(2) General correspondence files. Routme correspondence, reports, and 
related documents pertaming to activities prornotmg mass 
transportatron development, encouraging transportation, fostenng 
public understanding or agency mISSIOnand activities (such as 
"Dear Colleague" letters and congressional mqumes), and 
disseminating information to the pubhc. Most of the 
correspondence relates to funding, responses to letters of support, 
and fact findings. These records also include Information Action 
Memorandums, case files WIth background mformation, and copies 
of some regional director correspondence. All documents are 
converted to pdf files and managed by a correspondence control 
management system. 

(a) Congressional correspondence Temporary Cut off at the end New 
of the calendar year. 
Destroy/delete two years after 
cutoff. 

Revised 11/2004 
FTA 1324 IA - FTA Retention Schedule 
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Senes Code	 TItle and Descnption of Records DIspOSItIon Authonty 
(All Record Senes are media neutral except where indicated) 

1000 ORG	 ADMINISTRA TION RECORDS 
(b) Pubhc corresQondence	 Temporary. Cut off at the end NCI-408-80-1, 

of the calendar year. 1200 (1)(a) 
Destroy/delete one year after 
cutoff. 

1-
(c) Kecoras	 m me corresQondence control management sys -'T'''' .......'1orary. Destroy/delete GRS 23 Item 8 

two year;atter 1 ...1 

correspondence IS destro~ 
or deleted. ~ 

1100 ORG	 ORGANIZATIONAL RECORDS 
(1)	 OrgamzatIon Qlanning files. Documents relatmg to the
 

establishment of and changes m organization, functions,
 
relationships; and delegations of authonty, such as orgamzational
 
and functional charts.
 

(a) Agency office of Qnmary interest	 Determme medium of 
recordkeeping copy NCI-408-80-1, 

1100 (1) 
1	 If QaQer. Permanent Cut off at the end 

of the calendar year. Transfer 
to FRC four years after cutoff 
or earher, If volume warrants. 
Transfer to NARA ten years 
after cutoff. 

2.	 If electromc. Permanent. Cut off at the end 
of the calendar year. Transfer 
to NARA after cutoffm 
accordance WIth 36 CFR 
1228.270 

Revised 1 1/2004 3 
FTA 1324 IA - FTA	 Retention Schedule 
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Senes Code TItle and Descnption of Records Disposition Authonty 
(All Record Senes are media neutral except where indicated) 

1100 ORG ORGANIZATIONAL RECORDS 
(b) All others. Temporary. Cut off at the end New 

of the calendar year. 
Destroy/delete one year after 
cutoff. 

(2) OrgamzatlOn workmg files. Background matenals, drafts, mtenm Temporary. Cut off at the end NCl-408-80-1, 
and progress reports, and related papers, such as staff studies, of the calendar year 1100 (2) 
minutes of staff meetings, and related correspondence. Destroy/delete SIXmonths 

after final action on project 
report IStaken, or three years 
after completion of report If 
no final action is taken. 

1110 ORG COMMITTEE MANAGEMENT AND CONFERENCE 
RECORDS 

(1) Comrmttee management files. Documents relatmg to the 
establishment and orgaruzation of committees, boards, and panels; 
pohcies governing official agency membership; and related matters 

(a) AdVISOry,mteragenc)::, and international committees sQonsored NCl-408-80-1, 
b)::FTA. Determme medium of recordkeepmg copy. 1110 (l)(a) 

1. If QaQer Permanent. Cut off at the 
end of the calendar year. 
Transfer to NARA five years 
after cutoff 

2. If electromc. Permanent Cut off at the end 
of the calendar year. Transfer 
to NARA immediately after 
cutoff m accordance WIth 36 
CFR 1228270 

Revised 11/2004 4 
FTA 1324 1A - FTA Retention Schedule 



FTA 0 1324 lA 

Senes Code 

1110 ORG 

(2) 

FTA Records Disposition Schedule
 
TItle and Descnption of Records 
(All Record Senes are media neutral except where indicated) 
COMMITTEE MANAGEMENT AND CONFERENCE 

DIspOSItIon 

RECORDS 
(b) FIles for Internal FT A Committees. Temporary. Cut off when 

committee IS termmated, 
Destroy/delete two years after 
cutoff. 

CommIttee officIal files. Minutes, agenda, reports, and other papers 
documentmg accomplishments and results of matters assigned to 
formally established committees, boards, or similar groups. 

(a) OffiCIal files of the commIttee sponsor, secretanat, 
Determine medium of recordkeepmg copy. 

or recorder. 

1 Ifpaper. Permanent. Cut off at the 
end of the calendar year. 
Transfer to NARA five years 
after cutoff. 

2. If electromc. Permanent. Cut off at the end 
of the calendar year. Transfer 
to NARA after cutoff m 
accordance with 36 CFR 
1228.270 

(b) All others. Temporary. Cut off at the end 
of the calendar year. 
Destroy/delete three years 
after cutoff, or when no longer 
needed for reference, 
whichever IS later 

Attachment 
Page 5 of64 

Authonty 

NCI-408-80-1, 
1110 (l)(b) 

NCI-408-80-1, 
1110 (2)(a) 

NCI-408-80-1, 
1110 (2)(b) 

Revised 11/2004 
FTA 1324 IA - FTA Retention Schedule 
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Senes Code TItle and Descnption of Records Disposition Authonty 
(All Record Senes are media neutral except where mdicated) 

1110 ORG COMMITTEE MANAGEMENT AND CONFERENCE 
RECORDS 

(3) Staff and local meetmg and conference files. Mmutes, agenda, and Folder as part of the office NC1-408-80-1, 
related documents. general correspondence files 1110 (3) 

and dispose of accordmgly. 
(4) Committee mventory files. Annual and special mventory reports of 

FT A committees in existence 

(a) Accumulated by the FT A Committee Management Officer Temporary. Cut off at the end NC1-408-80-1, 
of the calendar year. 1110 (4)(a) 
Destroy/delete five years after 
cutoff. 

(b) All others. Temporary. Cut off at the end NC1-408-80-1, 
of the calendar year. 1110 (4)(b) 
Destroy/delete two years after 
cutoff. 

1210 PUB EXECUTIVE INFORMATION RECORDS 
(1) Information release files. Records documentmg the pubhc releases 

of information concernmg agency activities and accomplishments, 
consisting of press releases, official speeches, biographies, bnefing 
papers, weekly reports, and news digest. 

(a) Press releases. 

l. Record copy. Permanent. Cut off at the NC 1-408-80-1, 
end of the calendar year 1210 (1)(a)1 
Transfer to NARA after cutoff 
m accordance WIth 36 CFR 
1228.270. 

Revised I 1/2004 6 
FTA \324 IA - FTA Retention Schedule 
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FTA Records Disposition Schedule 

Attachment 
Page 70f64 

Senes 

1210 

Code 

PUB 

TItle and Descnption of Records 
(All Record Series are media neutral except where indicated) 
EXECUTIVE INFORMATION RECORDS 

2. All other copIes 

DIspOSItIon 

Temporary. Destroy/delete 
when no longer needed for 
adrmmstrative purposes. 

Authonty 

NCI-408-80-1, 
1210 (1)(a)2 

(b) Official speeches of the Admmistrator 
Adrmmstrator. 

and the Deputy 

1. Record copy. Permanent. Cut off at the 
end of the calendar year. 
Transfer to NARA after cutoff 
m accordance with 36 CFR 
1228.270. 

NCI-408-80-1, 
1210 (1)(b)1 

2 All other copIes. Temporary. Destroy/delete 
when no longer needed for 
adrmmstrative purposes. 

NCI-408-80-1, 
1210 (1)(b)2 

(c) BIOgraphies of the AdmIl1lstrator, Deputy AdmIl1lstrator, and 
other top officials. 

1 Record copy. Permanent. Cut off at the 
end of the calendar year. 
Transfer to NARA after cutoff 
m accordance with 36 CFR 
1228.270. 

NCI-408-80-1, 
1210 (1)(c)1 

Revised 1/2008 
FTA 1324 I A - FTA Retention Schedule 
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Senes Code Title and Descnption of Records Disposition Authonty 
(All Record Senes are media neutral except where indicated) 

1210 PUB EXECUTIVE INFORMATION RECORDS 
2. All other comes Temporary. Cut off at the end N C1-408-80-1, 

of the calendar year. 1210 (1)(c)2 
Destroy/delete three years 
after cutoff. 

(2) Weekly reports from all regional admmistrators and FTA offices Temporary. Cut off at the end New 
hstmg recent past events as well as current and planned events of the calendar year. 
occumng withm their regions. These reports are summarized, along Destroy/delete one year after 
with headquarter activines, and sent to the Office of the Secretary. cutoff. 
ThIS senes also includes legislative or modal reports to the Secretary 
on Congressional activities and responses to mqumes. 

(3) News digest Issued dally and summanzing transit-related stones Temporary. Cut off at the end New 
collected from vanous sources. of the calendar year. 

Destroy/delete one year after 
cutoff. 

(4) Bnefing books and bnefing papers. Contain itinerary, background New 
bnefing memoranda and reports, program agenda, speeches, 
biographies of attendees, media advisories, press releases, and 
background media and pohtical material compiled for events 
attended by the Adnumstrator, Deputy Admimstrator, or Secretary 
Some files may also contam notes and other records documentmg 
event activities Determme medium ofrecordkeepmg copy. 

(a) If paper. Permanent Cut off at the 
end of the calendar year. 
Transfer to NARA five years 
after cutoff. 

Revised 11/2004 
FTA 1324 lA - FTA Retention Schedule 

8 
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FTA Records Disposition Schedule 

Senes Code TItle and Descnption of Records Disposition Authonty 
(All Record Senes are medra neutral except where indicated) 

1210 PUB EXECUTIVE INFORMATION RECORDS 
(b) If electroruc. Permanent. Cut off at the end 

of the calendar year. Transfer 
to NARA after cutoff in 
accordance WIth 36 CFR 
1228270. 

(5) Press calls archive Contains requests for information from the press Temporary. Cut off at the end New 
along WIth the responses. of the calendar year. 

Destroy/delete three years 
after cutoff 

1220 PUB PUBLICATION RECORDS 
Internal pubhcatlon files. Each FT A pubhcation, WIth supportmg 
case file, If any, mamtamed by the issuing or controlling office. 

(1) Record Copy of each publication. Permanent. Cut off at the end NCI-408-80-1, 
of the calendar year. Transfer 1710 (1)(a) 
to NARA after cutoff In 

accordance WIth 36 CFR 
1228270. 

(2) All other copIes. Temporary. Destroy/delete NCI-408-80-1, 
when no longer needed for 1710 (1)(b) 
adrrumstrative purposes 

(3) All related case files. Temporary. Cut off at the end N C1-408-80-1, 
of the calendar year. Transfer 1710 (1)(c) 
to FRC four years after cutoff. 
Destroy/delete ten years after 
cutoff 

1230 PUB VISUALS, EXHIBITS, AND GRAPHICS RECORDS 
Exhibit matenals. Temporary. Destroy/delete New 

when superseded or obsolete. 

Revised 11/2004 9 
FTA 1324 I A - FTA Retention Schedule 



Attachment FTA 0 1324 1A 
Page 10 of 64 

Senes Code TItle and Descnption of Records Disposition Authonty 
(All Record Senes are media neutral except where indicated) 

1240 PUB PHOTOGRAPHY RECORDS 
Photo gallery of transit proJects mounted on the website Permanent Cut off at the NC1-408-80-1, 

end of the calendar year. Items 1740(1) & 
Transfer to NARA after cutoff 1740(2) 
in accordance with 36 CFR 
1228270 

1320 ADM DIRECTIVE MANAGEMENT RECORDS 
Directives case files Official case files for internal FTA directives 
prescnbmg policies, organization, or procedures, or providing 
mformation essential to the admmistration or operation of the 
agency 

(1) FT A directives contammg orders and handbooks, notices that 
change existing or prescnbe new policies, organization, or 
procedures; notices approved by the Admimstrator, Deputy 
Adrmrnstrator, ASSOCIateAdmimstrators, or Deputy Adrmmstrators 
regardless of subject matter 

(a) Record set of directives Permanent. Transfer to NCI-408-80-1, 
NARA after approval of the 1320 (1)(a)1 
schedule in accordance with 
36 CFR 1228.270. Cut off 
new directives at the end of 
the calendar year and transfer 
to NARA m accordance with 
36 CFR 1228.270. 

(b) All other copIes of directives Temporary Destroy/delete NCI-408-80-1, 
when superseded or obsolete. 1320 (1)(a)2 

Revised 1 1/2004 
FTA 13241A-FTARetentlOnSchedule 

10 
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FTA Records Disposition Schedule 

Senes Code TItle and Descnption of Records Disposition Authonty 
(All Record Senes are media neutral except where indicated) 

1320 ADM DIRECTIVE MANAGEMENT RECORDS 
(2) Case files for FTA directives. Each case file mcludes a pnnted copy Temporary Place m mactrve NC1-408-80-1, 

of the directive, record of clearance and approvals, and significant file at the end of the calendar 1320 (1)(a)2 
background documents. year in which directive IS 

superseded or canceled. 
Destroy/delete five years after 
cutoff. 

(3) Directives received from non-FTA agencIes Temporary. Destroy when NC1-408-80-1, 
superseded or obsolete. 1320 (1 (c) 

FREEDOM OF INFORMATION ACT (FOIA) RECORDS 
IA files. Files created m response to requests for information 

under consisting of the origmal request, a copy of the 
reply thereto, an a ted supportmg files which may include 
official file copy of requeste ord or copy thereof. 

(a) Correspondence and supportmg documen xcluding the 
official file copy of the records requested If file ein). 

1. Grantmg access to all the requested records. Temporary Cut off at the end GRS 14 Item 
o e calendar year m which 11a(1) 
reply Destroy/delete 

utoff. 

2. Respondmg to requests for nonexistent records; to requesters Temporary. 
who provide madequate descnptions; and to those who fall of the calendar year m which 
to pay agency reproduction fees reply was sent. Destroy/delete 

two years cutoff or, If 
appealed, as authonzed under 
Item 1330 (2). 

Revised 11/2004 
FT A 1324 1A - FT A Retention Schedule 

11 
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Senes Code TItle and Descnption of Records Disposition Authonty 
(All Record Senes are media neutral except where indicated) 
FREEDOM OF INFORMATION ACT (FOIA) RECORDS 

3 DenYIng access to all or part of the records requested. Temporary Cut off at the end GRS 14 Item 
of the calendar year in which 11a(3) 
reply was sent. Destroy/delete 
SIXyears after cutoff or, If 
appealed, as authonzed under 
Item 1330 (2). 

(b) OfficIal file co Dispose of m accordance with GRS 14 Item 
the disposition instruction for 11b 
the related records, or m 
accordance with the related 
FOrA request, whichever IS 
later 

(2) FOIA appeals files Files created m respondmg to adm strative 
appeals under FOIA for release of information demed by the ency, 
consisting of the appellant's letter, a copy of the reply thereto, an 
related supportmg documents which may mclude the official file 
copy of records under appeal or copy thereof. 

(a) Correspondence and supportmg documents (excludmg the Temporary. GRS 14 Item 12a 
official file copy of the records under appeal If filed herem). of the calendar ye 

case ISclosed. Destro 
SIXyears after final 
determmation by agency, SIX 
years after the ume at which a 
requestor could file SUIt,or 
three years after final 
adjudication by courts, 
whichever IS later 

Revised 11/2004 12 
FT A 1324 I A - FT A Retention Schedule 
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FTA Records Disposition Schedule 

Senes Code TItle and Descnption of Records Disposition Authonty 

l"H.1o ADM 
(All Record Senes are media neutral except where indicated) 
FREEDOM OF INFORMATION ACT (FOIA) RECORDS 

<, (b) Official file cOQYof records under aQQeal DIspose of in accordance with GRS 14 Item 
~ the disposition instruction for 12b 

the related records, or m 

accordance with the related 
FOrA request, wluchever IS 
later. 

(3) FOrA control files. Flies mamtam or control purposes m 

respondmg to requests, mcludmg registe nd similar records hstmg 
date, nature and purpose of request, and name d address of 
requester 

(a) RegIsters or hstll1g. Temporary Destroy/delete GRS 14 Item 13a 
SIXyears after date of last 
entry. 

(b) Other files. Tem rary. Cut off at the end GRS 14 Item 
of the ca dar year of final 13b 
action or fin adjudication by 
the courts, whic ver IS later. 
Destroy/delete SIXy s after 

i cutoff 
(4) FOrA reQorts files. Recumng reports and one-time information Temporary Cut off at the ~ GRS 14 Item 14 

requirements relating to agency implementation 
mcludmg annual reports to Congress. 

of the FOrA, of the calendar year. 
Destroy/delete two years after 
cutoff. -. 

(5) FOrA adrmrnstranve files. Records relatmg to the general agency 
implementation of the FOIA, mc1udmg notices, memoranda, routme 

Temporary Cut off at the end 
of the calendar year. GRS1~ 

correspondence, and related records. Destroy/delete two years after 
cutoff 

Revised 11/2004 
FTA 1324 lA - FTA Retention Schedule 
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Senes Code Title and Descnption of Records
 
(All Record Senes are media neutral except where indicated)
 
PRIV ACY ACT RECORDS 
Pnvacy Act requests files FIles created m response to requests 
from mdividuals to gam access to their records or to any 
I ration m the records pertammg to them, as provided 
under .c. 552a( d)( 1). Files contain ongmal request, copy 
of reply there , d all related supporting documents, which 
may mclude the of I file copy of records 

(a) Correspondence	 and support documents (excluding the 
official file copy of the records re sted If filed herem). 

1.	 Grantmg access to all the requested recor 

2.	 Respondmg to requests for nonexistent records, to 
requesters who provide inadequate descnptions and to 
those who fail to pay agency reproduction fees. 

a.	 Requests not appealed 

b.	 Requests appealed 

FTA 0 1324 1A
 

Disposition 

Temporary. Cut off at the end of 
the calendar year m which reply 
was sent. Destroy/delete two years 

er cutoff. 

Temporary Cut off at the 
the calendar year m which rep 
was sent. Destroy/delete two yea 
after cutoff 

Temporary Destroy/delete as 
authonzed under Item 1340(2) 

Authonty 

GRS 14 Item 
21a(l) 

GRS 14 Item 
21a(2)(a) 

Revised 11/2004 14 
FTA 1324 lA - FTA Retention Schedule 
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FTA Records Dis osition Schedule 
Senes Code	 TItle and Descnption of Records 

(All Record Senes are media neutral except where indicated) 
PRIVACY ACT RECORDS 

3	 Denymg access to all or part of the records requested. 

b.	 Requests appealed. 

(b) OffiCIal file copy of requested records. 

(2)	 Pnvacy Act amendment case files Files relatmg to an 
individual's request to amend a record pertammg to that 
mdividual as provided for under 5 U.S C 552a(d)(2); to the 
individual's request for a review of an agency's refusal of the 
individual's request to amend a record as provided for under 
552a(d)(3); and to any CIvIlacnon brought by the mdividual 
agamst the refusmg agency as provided under 5 U S.c. 552a(g) 

(a) Requests to amend agreed to by agency.	 Includes 
mdividual's requests to amend and/or review refusal to 
amend, copies of agency's rephes thereto, and related 
matenals. 

DIspOSItIon 

Temporary. Cut off at the end of 
the calendar year m which reply 
was sent. Destroy/delete five years 
after cutoff. 

Temporary. Destroy/delete as 
authonzed under Item 1340(2). 

DIspose of m accordance with 
disposition mstructions for the 
r ted records or m accordance 
with related Pnvacy Act 

chever IS later 

DIspose of m accordance WIth 
disposition mstructions for the 
related subject individual's record 
or four years after agency's 
agreement to amend, whichever IS 
later 

Authonty 

GRS 14 Item 
21a(3)(a) 

GRS 14 Item 
21a(3)(b) 

GRS 14 Item 
21b 

Revised I 1/2004 15 
FTA 1324 IA - FTA Retention Schedule 
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Senes Code Title and Description of Records 
(All Record Senes are media neutral except where indicated) 
PRIVACY ACT RECORDS 
(b) Requests to amend refused by agency. Includes individual 

requests to amend and to review refusal to amend, copies of 
a 's replies thereto, statement or disagreement, agency 
justifica for refusal to amend a record, and related matenals. 

(c) Appealed requests to amend. Inclu 11 files created in 
respondmg to appeals under the Pnvacy 
agency to amend a record. 

(3) 

(4) 

Pnvacy Act accountmg of dIsclosure files. FIles mamtamed under 
the provision ofU.S.C. 552a(c) or an accurate accountmg of the 
date, nature, and purpose of each disclosure of a record to any person 
or to another agency, mcludmg forms for showmg the subject 
individual's name, requester's name and address, purpose and date of 
disclosure, and proof of subject individual's consent when 
applicable. 
Pnvacy Act control files FIles mamtamed for control purposes m 
respondmg to requests mcludmg registers and similar records hstmg 

date, nature of request, and name and address of requester 

(a) RegIsters or lIstmgs 

DIspOSItIon 

DIspose of accordmg to 
disposition mstructions for the 
individual's record; four years 
after final determmation by 
agency; or three years after 
final adjudication by the 
courts, whichever IS later. 

DIspose of m accordance WIth 
disposition mstructions for 
related subject individual's 
record or three years after 
final adjudication by the 
courts, whichever is later. 

ispose of in accordance WIth 
dIS sition instructions for the 
relate bject individual's 
records, or ve years after the 
disclosure for ich the 
accountability was 
whichever ISlater. 

Temporary. Cut off at the end 
of the calendar year in which 
last entry ISmade. 
Destroy/delete five years after 
cutoff 

Authonty 

GRS 14 Item 
22b 

GRS 14 Item 22c 

GRS 14 Item 23 

Revised 1 1/2on4 
FT A 1324 1A - FT A Retention Schedule 
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 OfFTAR ecor d n°ISPOSI Ion S h d e ueS	 c I 

Senes	 Code TItle and Description of Records Disposition Authonty 
(All Record Senes are media neutral except where indicated) 

"i.l40 ADM PRIV ACY ACT RECORDS 
...............
 <,(b) Other files	 Temporary Cut off at the end GRS 14 Item 

of the calendar year in which 24b 
final action by the agency or 
final adjudication by courts 
occurs, whichever IS later 
Destroy/delete five years after 
cutoff 

(5)	 Pnvacy Act reports files. R~~hme Temporary. Cut off at the end GRS 14 Item 25 
mformation requirements relatmg to ency Implementation, of the calendar year. 
mc1udmg aImual reports to Congress of tf mted States, the Office Destroy/delete two years after 
of Management and Budget, and the Report on Systems cutoff 

(6)	 Pnvacy Act general admnustratrve files. Records rel~ Temporary. Cut off at the end GRS 14 Item 26 
general agency implementation of the Pnvacy Act, mc1udm of the calendar year. 
notices, memoranda, routmg correspondence, and related records Destroy/delete two years after 

Kutoff. 
1350	 ADM RECORDS MANAGEMENT RECORDS <, 

(1)	 Descn2t!ve mventones, dlS20sal authonzatIOns, schedules, and
 
re20rts.
 

(a) BaSICdocumentation	 of records descn2tJon and dIS20sitIOn
 
2rograms, mcludmg SF 115, Request for Records Disposition
 
Authonty, SF 135, Records Transmittal and Receipt, SF 258,
 
Agreement to Transfer Records to National Archives of the
 
United States; and related documentation
 

1 SF 115s that have been a22roved by NARA. Temporary	 Cut off at the end GRS Item 
of the fiscal year m which 2a(l) 
authonty ISsuperseded 
Destroy/delete two years after 
cutoff 

Revised 1112004 17 
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Senes Code TItle and Descnption of Records 
(All Record Senes are media neutral except where indicated) 
RECORDS MANAGEMENT RECORDS 

DIspOSItIon Authonty 

2. Other records. Temporary Cut off at the end 
of the fiscal year m WhIChthe 
related records are destroyed, 
or after the related records are 

GRS 16 Item 
2a(2) 

transferred to the National 
Archives of the Umted States, 
whichever IS applicable 
Destroy/delete SIXyears after 
cutoff. 

(b) Routme correspondence and memoran . Temporary Cut off at the end 
of the fiscal year. 
Destroy/delete two years after 
cutoff 

GRS 16 Item 2b 

(2) Statistical reports of records holdmgs mcludmg feeder reports fro 
all offices and data on the volume ofrecords disposed of by 
destruction or transfer. 

(a) Records held by offices that prepare reports on agency-wIde 
records holdmgs. 

Temporary. 
of the fiscal year. 
Destroy/delete three y 
after cutoff 

GRS 16 Item 4a 

(b) All other offices. Temporary. Cut off at the end 
of the fiscal year 
Destroy/delete one year after 
cutoff. 

Revised 11/2004 
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FTA Records Disposition Schedule 

Senes 

1370 

Code 

ADM 

(1) 

TItle and Descnption of Records 
(All Record Senes are media neutral except where indicated) 
INFORMATION TECHNOLOGY AND STATISTICAL 
RECORDS 
National TransIt Database files Contams data on every urban mass 
transit system which receives grants from the Federal govemment 

(a) Inputs. Information added to the database from yearly reports 

(b) Master files. Summary data for each transit system mcludmg 
services, equipment, mfrastructure, population served, 
employees, customers, safety, secunty, ADA compliance, 
sources and amount of revenue. 

(c) Outputs 

1. Summaries and Trends Reports. 
annually for the entire nation 

All data summanzed 

-
2. TransIt System Profiles. 

Disposition Authonty 

Temporary. Cut off at the end 
of the fiscal year. 
Destroy/delete three years 
after cutoff. 

Nl-408-95-2,lA 

Permanent. Cut off at the 
end of the fiscal year 
Transfer to NARA two years 
after cutoff m accordance with 
36 CFR 1228 270 

Nl-408-95-2,lB 

Permanent. Cut off at the 
end of the fiscal year 
Transfer to NARA two years 
after cutoff m accordance with 
36 CFR 1228.270. 

New 

Temporary. Cut off at the end 
of the fiscal year. 
Destroy/delete when no longer 
needed. 

Revised 11/2004 
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Senes Code TItle and Descnption of Records Dtsposition Authonty 
(All Record Senes are media neutral except where indicated) 

1370 ADM INFORMATION TECHNOLOGY AND STATISTICAL 
RECORDS 
~f\+J., .renorts mcludmg Secunty Reports, Safety Reports, See 2940(2) 

ADA Comphance xeporrs; .1W~}f'· LDn Reoorts,. 
Congressional performance Report, and ad hoc reports. 

(d) Documentation such as data systems specifications, file Permanent. Cut off at the NI-408-95-2,IC 
specifications, codebooks, record layouts, and user guides end of the fiscal year. 

Transfer to NARA along with 
the master files in accordance 
with 36 CFR 1228 270. 

(2) ApportIOnment books documentmg decisions on adjustments or Temporary. Cut off at the end New 
nonfundmg. Records are also pubhshed m the Federal Register. of the fiscal year. Transfer to 

FRC three years after cutoff. 
Destroy/delete five years after 
cutoff. 

1400 CIV CIVIL RIGHTS RECORDS New 
General and adnumstrative records Congressional relations, budget 
files, strategic plan, bnefing papers, and Letters of Fmdmgs, 
Chronological files arranged by program area and then by region 
and section 

(1) Correspondence. Temporary. Cut off at the end 
of the fiscal year. Transfer to 
FRC three years after cutoff. 
Destroy/delete ten years after 
cutoff. 

(2) Blank CIVIlRIghts-admInIstered program forms. Temporary Destroy/delete 
when superseded or obsolete. 

Revised 1112004 
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Senes Code TItle and Descnption of Records Disposition Authonty 
(All Record Senes are media neutral except where indicated) 

1400 CIV CIVIL RIGHTS RECORDS 
(3) CongressIOnal mgumes, finance and budget reQorts, strategIc Qlans, Temporary. Cut off at the end 

and bnefing QaQers of the fiscal year Transfer to 
FRC five years after cutoff. 
Destroy/delete ten years after 
cutoff 

1410 CIV DISADV ANT AGED BUSINESS ENTERPRISE (DBE) New 
RECORDS 
The Department of Transportation's (DOT) DBE Program seeks to 
ensure nondiscnrmnation m the award and adrrumstration of DOT-
assisted contracts in the Department's highway, transit, and airport 
financial assistance programs and to create a level playing field on 
which DBEs can compete fairly for DOT -assisted contracts. The 
FT A Office of CIVIlRIghts IS responsible for momtonng FT A 
recipients' DBE programs and ensuring their compliance WIth 
DOT's DBE Regulations found at 49 CFR Part 26. 

(1) Com12hance Reviews Records of onsite comphance reviews of 
transit agencies. 

(a) Fmal ReQort, which mcludes letters of findings, responses, Temporary. Cut off at the end 
quarterly reports, agency reviews, and comments of the fiscal year m which case 

ISclosed and report IS 
finalized. Destroy/delete ten 
years after cutoff 

(b) Workmg files, background matenals, tranSItory corresQondence. Temporary. Cut off at the end 
of the fiscal year m which case 
ISclosed and report IS 
finalized. Destroy/delete one 
year after cutoff. 

Revised 11/2004 
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Senes Code TItle and Descnption of Records Disposrtion Authonty 
(All Record Senes are media neutral except where indicated) 

1410 CIV DISADV ANT AGED BUSINESS ENTERPRISE (DBE) New 
RECORDS 

(2) ComQlaint files Contains complamt letter and transit system Temporary. Cut off at the end 
response. of the fiscal year in WhIChcase 

is closed or transferred. 
Transfer to FRC three years 
after cutoff. Destroy/delete ten 
years after cutoff. 

(3) Annual goals. Each transit agency which recerves Federal fundmg Temporary. Cut off at the end 
IS required to report on how the funds will be spent and how much of the fiscal year. 
IS eligible for DBE compames Contams correspondence with Destroy/delete three years after 
regional offices regarding the Interpretation of regulations. cutoff. 

(4) Semi-annual report. Reports on the achievement of annual goals Temporary. Cut off at the end 
wluch are entered mto the TEAM system. of the fiscal year. 

Destroy/delete three years after 
cutoff. 

1420 CIV AMERICANS WITH DISABILITIES ACT (ADA) RECORDS New 
The Amencans WIth Disabihties Act of 1990 prohibits 
discnrmnatton and ensures equal opportunity and access for persons 
WIth disabilities. The FTA Office of CIVIl Rights ISresponsible for 
civil rights compliance and momtonng to ensure non-
discrirmnatory provision of transit services, 

(1) ComQlamt InvestIgatIon files. Contains correspondence, response, Temporary. Cut off at the end 
letters of findmg, and legal and other responsive documents relatmg of the fiscal year m WhIChthe 
to complamts from the public. Includes cases investigated jointly case ISclosed. Transfer to 
WIth the Department of Justice. FRC three years after cutoff, or 

earher If volume warrants. 
Destroy/delete eight years after 
cutoff. 
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FTA Records Disposition Schedule 
Senes Code TItle and Descnption of Records 

(All Record Senes are media neutral except where indicated) 
1420 CIV AMERICANS WITH DISABILITIES ACT (ADA) RECORDS 

(2) Letters of findmg Ruhngs on allegations of discrimmation by 
transit systems. 

(a) The signed pdf file. 

(b) All other copies, mcludmg documents m Word, html, and paper. 

(3) OverSight bmders. Records of onsite compliance reviews of 
accessibility Issues, mcludmg all details of the review, attachments, 
findmgs, quarterly reports, correspondence Attachments mclude 
publications from investigated system, sample forms, and other 
submissions. 

(4) Background/workmg files. Created by the contractor who conducts 
investigatrons. 

Disposition 

Permanent. Cut off at the end 
of the calendar year. Transfer 
to NARA after cutoffm 
accordance With 36 CFR 
1228270. 

Temporary. Destroy/delete 
when no longer needed. 
Temporary. Cut off at the end 
of the calendar year in which 
report IScompleted or case IS 
closed. Destroy/delete ten 
years after cutoff. 
Temporary. Cut off at the end 
of the calendar year in which 
correspondmg report IS 
completed or case is closed. 
Destroy/delete one year after 
cutoff. 

Authonty 

New 

Revised 11/2004 
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1430 CIV EQUAL EMPLOYMENT OPPORTUNITY (EEO) RECORDS New 
The Federal Transit Laws, 49 U.S C. 5332(b), provide that "no 
person m the Umted States shall on the grounds of race, color, 
religion, national ongm, sex, or age be excluded from the 
participation in, be demed the benefits of, or be subjected to 
discnmmation under any project, program or activity funded m 

whole or in part through financial assistance under this Act" ThIS 
apphes to employment and busmess opportunities. The FTA's 

Office of CIVIl RIghts helps FT A recipients develop, Implement, 
and morntor an effective EEO Program to ensure that recipients do 

not discrimmate agamst any employees or applicants for 
employment because of race, color, religion, sex, disability, age or 
national origm. 

(1) Internal EEO files Contams notes of interviews with complamant Temporary. Cut off at the end 

and alleged discriminator, WItness records and statements, and of the fiscal year in WhICh case 

forms such as ADR mediation and mtake IS closed. Transfer to FRC 
three years after cutoff. 
Destroy five years after cutoff 

(2) SpeCIal EmphaSIS Program records. Documentmg participation m Temporary. Cut off at the end 

several comrmttees which focus on the celebration of the of the calendar year. 
achievements ofminonty groups and cultural history, mcludmg Destroy/delete four years after 
Martm Luther King Jr. Day, histoncally black colleges and cutoff. 
universities, Asian-Pacific Amencan imtiattves by FTA staff, and 
also demonstratmg the participation of ethmc groups m FT A 

programs. These reports are forwarded to the DOT Office of CIvIl 
RIghts WhICh aggregates the information and reports to the White 
House These records also mclude background files such as reports 

from other offices in FT A. 
(3) Requests for fundmg. Inqumes and requests for fundmg from the Temporary. Cut off at the end 

public relatmg to programs no longer m force of the calendar year 
Destroy/delete after cutoff. 
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FTAR ecor d mS ISPOSI Ion S h d I c e ue 
Senes Code TItle and Descnption of Records Disposition Authonty 

(All Record Senes are media neutral except where indicated) 
1440 CIV TITLE VllENVIRONMENT AL JUSTICE (Title VIIEJ) New 

RECORDS 
(1) OverSIght TItle VI comQhance review bmders. Contams Temporary Cut off at the end 

correspondence, draft reports, progress reports, final reports, of the fiscal year m WhICh 
findings, and supporting evidence relatmg to discretionary report IS completed. 
comphance reviews. Destroy/delete ten years after 

cutoff. 
(2) TItle VI ComQlamt InvestIgatIOn FIles. Contams ongmal Temporary. Cut off at the end 

complamt, witness statements, correspondence WIth the transit of the fiscal year m WhIChcase 
system agamst WhIChthe complamt was filed, and letters of closure IS closed. Destroy/delete five 
to the complamant. years after cutoff. 

(3) Techmcal assistance. Reference requests from transit system Temporary Cut off at the end 
officials, other agencies, or the pubhc on how to Interpret or comply of the fiscal year. Destroy/ 
WIth Title VI regulations, Includes responses and presentations. delete three years after cutoff, 

or when no longer needed for 
reference, whichever IS later. 

(4) Outreach. Contams records of presentations, meetmgs, and 
conferences attended or sponsored by FT A staff. Files also mclude 
logistical arrangements. 

(a) Proceedmgs of conferences sQonsored by FTA. Permanent. Cut off at the end 
of the calendar year. Transfer 
to NARA three years after 
cutoff. 

(b) All other records. Temporary Cut off at the end 
of the fiscal year. 
Destroy/delete three years after 
cutoff, or when no longer 
needed for reference, 
whichever IS later 

Revised 1112004 
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Senes Code TItle and Descnption of Records Disposttion Authonty 
(All Record Senes are media neutral except where indicated) 

1440 CIV TITLE VllENVIRONMENTAL JUSTICE (Title VIIEJ) New 
RECORDS 

(5) PolIcy develoQment Records created dunng mternal discussions of Temporary. Cut off at the end 
revisions to the TItle VI circular of the fiscal year m WhIChthe 

circular ISpubhshed 
Destroy/delete after next 
reVISIOn 

(6) CooQeratIve agreements. FT A adrmmsters mteragency cooperative 
grants funded by FHWA to high schools with predommantly 
mmonty attendance for teacher's education, field tnps, etc. 

(a) Fmal reQort. Permanent. Cut off at the end 
of the fiscal year in which 
project ISclosed. Transfer to 
NARA five years after cutoff. 

(b) All other records Requests for proposals to conduct research on Temporary. Cut off at the end 
tOpICSand with funds designated by Congress, applications, of the fiscal year in which 
award letters, progress reports, evaluations. project ISclosed. 

Destroy/delete five years after 
cutoff. 
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Senes Code TItle and Descnption of Records DIspOSItIon Authonty 

(All Record Senes are media neutral except where indicated) 
1900 ADM CONTINUITY OF OPERATIONS PLAN (COOP) 

EMERGENCY PREPAREDNESS 
(1) Defense readmess plannmg files Records documentmg the 

adnumstranon of defense readmess and Homeland defense plans 
and programs mc1udmg consolidated or comprehensive reports 
reflectmg agency-wide results of tests conducted under emergency 
plans, duphcates of each plan and directive Issued WIth related 
background papers; and related correspondence. 

(a) Record copy of emergency plan and ContmUlty of OperatIOns New 
plan Determme medium ofrecordkeepmg copy. 

1. Ifpaper. Permanent. Cut off at the end 
of the calendar year in which 
plan IS superseded. Transfer to 
NARA five years after cutoff. 

2 If electronic. Permanent. Cut off at the 
end of the calendar year in 
WhIChplan ISsuperseded. 
Transfer to NARA after cutoff 
m accordance WIth 36 CFR 
1228.270 
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(All Record Senes are media neutral except where indicated) 

1900 ADM CONTINUITY OF OPERATIONS PLAN (COOP) 
EMERGENCY PREPAREDNESS 
(b) Consolidated or comQrehenslVe reQorts reflectmg agenc~Ide New 

results of tests conducted under emergency Qlans Determme 
medium of recordkeepmg copy. 

Permanent Cut off at the end 
1 If QaQer of the calendar year. Transfer 

to NARA five years after 
cutoff 

2. If electromc. Permanent Cut off at the 
end of the calendar year. 
Transfer to NARA after cutoff 
in accordance with 36 CFR 
1228270 

-(c) ill! ~ords mcludmg duplicates. Temporary. Cut off at the end GRS 18 Item 27 
of the calendar year m wluch a 

------------- new plan or directive is Issued. 
Destroy/delete three years after 

~utoff. 
(2) OQerahons and Emergency test files Copies of emergency plans 

and directives, other than those descnbed m (1) above Records Te~of the calendar ye . 
GRS 12 Item 28 

accumulatmg from emergency alert Homeland defense tests; Destroy/delete three years arret 
instrucuons to particrpants, staffing assignments, messages, etc cutoff 

~ 
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FTA Records Disposition Schedule 

LA WAND LEGAL MATTERS RECORDS 
The records descnbed below are developed in the course of the legal work of the agency, including the prOVISIOnof legal counsel and 
advice on matters pertainmg to agency functions; the adrmrnstration of agency legislative, enforcement, rules drafting and mterpretation, 
rules codtfication, tort claims, and contract appeals programs, and the conduct of hngation m which the agency IS involved or has an 
interest. 
Senes Code TItle and Descnption of Records 

(All Record Senes are media neutral except where indicated) 
Dispositton Authonty 

2000 LAW LA W AND LEGAL RECORDS 
(1) 

(2) 

General correspondence files. Correspondence, reports, and other 
records mamtained by legal offices reflectmg the development and 
accomplishment of policies, programs, and processes govenung all 
phases of assigned legal responsibihties, but EXCLUDING files 
descnbed elsewhere in this paragraph 
Washmgton and regional transmittal files and non-codified Items 
such as notices of meetings, delegations of authonty, orgamzational 
statements, and sirmlar matenal 

Temporary. Cut off at the end 
of the calendar year. Transfer 
to FRC 15 years after cutoff. 
Destroy/delete 25 years after 
cutoff 
Temporary. Destroy/delete 
when no longer needed for 
reference. 

New 

NCI-408-80-1, 
2100 (1)(c) 

2010 LAW OPINIONS RECORDS New 
OQmlOns Opmions of Chief Counsel pertainmg to requirements of 
Federal statutes, regulations, and directives as they affect FTA, 
FT A recipients, and their programs Records consist of legal 
interpretations of the provisions and requirements of Federal 
statutes, regulations, and direcnves as they affect FTA, FT A 
recrpients, and their programs. Interpretations respond to requests 
for mformation about what vanous Federal statutes, regulations, 
and directives may require Deterrmne medium of recordkeepmg 

(1) 
copy 
If paper. Permanent. Cut off at the end 

of the calendar year. Transfer 
to NARA 30 years after cutoff 
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2010 LAW OPINIONS RECORDS 
(2) If electromc. Permanent. Cut off at the end 

of the calendar year. Transfer 
physical custody to NARA 
five years after cutoffm 

accordance With 36 CFR 
1228 270. Transfer legal 
custody to NARA 30 years 

after cutoff 
2050 LAW LEGISLATIVE RECORDS 

(1) Records Qertammg to legislatIon mvolvmg FT A and ItS grantees, Temporary. Cut off at the end New 
mcludmg both crosscuttmg legislation and legislation specifically of the calendar year. 
directed at the Department of Transportation and ItS modal Destroy/delete eight years after 
admmistranons. Records mclude drafts and working papers. cutoff. 

(2) LegIslatIve hIstory files. Case files compiled by the Legislative Temporary. Review annually. NC1-408-80-1, 
Staffs on enacted legislation, Congressional resolutions, Executive Destroy/delete when outdated, 2050 (1) 
Orders, and proclamations of mterest to FT A, consisting of draft obsolete, or no longer needed 
proposals, supportmg papers, and comments reflectmg FTA's for reference. 
position, and related mdexes 

(3) LegIslatIve reference files. Copies of proposed and enacted Temporary. Review annually NC1-408-80-1, 
legrslation, Executive Orders, and proclamations accumulated for Destroy/delete when outdated, 2050 (3) 
information purposes. obsolete, or no longer needed 

for reference. 
2100 LAW RULES AND REGULATIONS RECORDS 

(1) Rules docket workIng files. Working files relatmg to creation of a Temporary. Cut off at the end New 
new or amendment of an existing regulation Each file contams of the calendar year In which 

some or all of the followmg documents: proposal, notice of rule IS Issued Transfer to FRC 

proposed rulemakmg, wntten matenal received from the pubhc m five years after cutoff. 
response to the notice, reports of proceedmgs such as oral Destroy/delete 25 years after 
arguments or formal public heanngs cutoff 

Revised 11/2004 
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Senes Code TItle and Description of Records DIspOSItIon Authonty 
(All Record Senes are media neutral except where indicated) 

2100 LAW RULES AND REGULATIONS RECORDS 
(2) General rulemakmg dockets. 

(a)	 Dockets relat111g to substannve rules that attract great pubhc or NCI-408-80-1, 
mdustry attention and response, signify an advance m 2100 (1)(a)(I) 
technology, have significant Impact on mass transn 

transportation, or signify a major development m the history of 
the agency, AS SELECTED BY THE OFFICE OF CHIEF 
COUNSEL (TCC). Determme medium of recordkeeping copy. 

1.	 If paper Permanent Cut off at the end 
of the calendar year 111which 
file IS closed Transfer to FRC 
five years after cutoff 
Transfer to NARA 25 years 
after cutoff 

2 If electromc	 Permanent. Cut off at the end 
of the calendar year 111WhICh 

file is closed. Transfer 
physical custody to NARA 
five years after cutoff 111 

accordance with 36 CFR 

1228.270. Transfer legal 
custody to NARA 25 years 
after cutoff 
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2100 LAW RULES AND REGULATIONS RECORDS 
(b) Unselected	 dockets Temporary. Cut off at the end NCI-408-80-1, 

of the calendar year in WhICh 2100 (1)(a)(2) 
file IS closed. Transfer to FRC 
five years after cutoff Destroy 

/delete 25 years after cutoff. 

-rn	 Charter Bus Rulemakmz Committee records. Established under the Permanent. Cut off when GRS 2 Item 2a 
Federal Advisofj' u IttpP Act (F ACA). Records mclude Commission IS term mated 

Tmember lists and meetmg packets wnrcn l"p_n1lnutes, notes,	 Transfer to the National 
summanes, agendas, and reports.	 A schives after cutoff in 

accordance WIth .so Lr-,-,-

1228270. r--------
2130 LAW	 INTERPRETATION RECORDS 

Records conslstmg of legalmtemretatIOns of the prOVISIOns and Temporary. Cut off at the end 
requirements of Federal statutes, regulations, and directives as they of the calendar year. 
affect FT A, FTA recipients and their programs Interpretations Destroy/delete 15 years after 
respond to requests for mformation about what vanous Federal cutoff 
statutes, regulations, and directives may require. 

2150 LAW	 ENFORCEMENT RECORDS New 
Records pertammg to enforcement actions involvmg Buy Amenca, 
Charter Bus, School Bus, and Federal Claims Collection laws and 
regulations, CIvIl RIghts (ADA, DBE, TItle VI). 

(1) Fmal deCISIOn Detennme medium of recordkeepmg copy 

(a)	 Ifpaper. Permanent. Cut off at the end 
of the calendar year. Transfer 
to FRC ten years after cutoff 
Transfer to the National 
Archives 20 years after cutoff. 
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FTAR ecor S ISPOSI Ion S h d Ic e ue 
Senes 

2150 

Code 

LAW 

TItle and Descnption of Records 
(All Record Senes are medra neutral except where indicated) 
ENFORCEMENT RECORDS 

Disposrtion Authonty 

(b) If electromc. Permanent. Cut off at the end 
of the calendar year. Transfer 
to the National Archives after 
cutoff m accordance WIth 36 
CFR 1228.270 

(2) All other records including drafts, background 
correspondence. 

matenal, and Temporary Cut off at the end 
of the calendar year Destroy/ 
delete 20 years after cutoff. 

2200 LAW CONTRACTS AND PROCUREMENT 
(1) 

(2) 

Contract appeal bid protest files. Bnefs, decisions, correspondence 
and other documents compiled by legal offices m appeals by 
contractors from decisions on disputed questions by contractmg 
officers. 

Correspondence and mformation concernmg contract authonty, 
contract compliance. claims, mcludmg the provisions of legal 
advice, 

Temporary Cut off at the end 
of the calendar year in which 
final acnon IS taken or decision 
IS made Destroy/delete ten 
years after cutoff. 
Temporary Cut off at the end 
of the calendar year m which 
final acnon IS taken or deciston 

NC1-408-80-1, 
2240 (1) 

New 

(3) Debarment and SuspenslOn FIles 

IS made Destroy/delete ten 
years after cutoff. 
Temporary. Cut off at the end 
of the calendar year m WhICh 
final action IStaken or decision 

New 

(4) ThIrd Party Procurement FIles 

IS made. Destroy/delete ten 
years after cutoff 
Temporary. Cut off at the end 
of the calendar year m which 
final action IStaken or decision 

New 

IS made. Destroy/delete 
years after cutoff 

ten 
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Senes Code Title and Descnption of Records Disposition Authonty 
(All Record Senes are media neutral except where indicated) 

2210 LAW TORT CLAIMS-PERSONAL PROPERTY CLAIMS 
Tort claims and Qersonal QroQerty claims files Case files 
consisting of reports, vouchers, witness statements, legal decisions, 
and related matenal pertammg to claims by or agamst the 
Government resultmg from FTA transactions, OTHER than 
litigation cases. 

(1) Cases relatmg to claims aQQroved for Qay!!1ent. Temporary Cut off at the end NC1-408-80-1, 
of the fiscal year. 2250 (1)(a) 
Destroy/delete after 
Government Accountability 
Office (GAO) site audit or 
three years after cutoff, 
whichever IS sooner. 

(2) All others. Temporary. Cut off at the end NC1-408-80-1, 
of the fiscal year. 2240 (1)(b) 
Destroy/delete three years after 
cutoff. 

2220 LAW LITIGATION RECORDS 
LItigatIOn action files. Workmg files consisting of correspondence, 
pleadmgs, depositions, transcnpts, legal research, briefs, 
background information, filings, and related matenals pertammg to 
court actions ansmg out of transportation tort and civil contract 
claims cases and other agency acnvrties such as personnel actions, 
EEO and MSPB cases covenng such tOpICSas environmental law, 
safety, drug and alcohol testmg, FTA requirements, planmng, and 
the National Histoncal Preservation Act 

(1) Cases selected by TCC because of histoncal value or legal 
sIgnificance, that IS, cases that significantly mterpret basic FTA 
statutes and regulations, reflect sigruficant developments m the 
history of FT A programs, or are of considerable Congressional or 
public mterest Determme medium of recordkeepmg copy 
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Senes Code TItle and Descnption of Records Dtspositron Authonty 
(All Record Senes are media neutral except where indicated) 

2220 LAW LITIGATION RECORDS 
(a) If paper. Permanent. Place in mactrve N C1-408-80-1, 

file upon close of case. Cut off 2260 (1)(a) 
mactive files at the end of the 
calendar year Transfer to 
FRC ten years after cutoff. 
Transfer to NARA 20 years 
after cutoff. 

(b) If electromc. 

1. Recordkeepmg copy Permanent. Move to mactive NCI-408-80-1, 
file upon close of case. Cut off 2260 (1)(a) 
mactrve files at the end of the 
calendar year Transfer 
physical custody to NARA 
after cutoff m accordance WIth 
36 CFR 1228.270. Transfer 
legal custody to NARA 20 
years after cutoff. 

2 Agency copy. Temporary Move to inactive New 
file upon close of case. Cut off 
mactrve files at the end of the 
calendar year. Destroy/delete 
ten years after cutoff. 
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Senes Code TItle and Descnption of Records Disposition Authonty 
(All Record Senes are media neutral except where indicated) 

2220 LAW LITIGATION RECORDS 
(2) Personnel Actions. Ment System Protection Board and EEO Temporary Cut off at the end New 

appeals, gnevance heanngs, and labor relation records of the calendar year in wluch 
employee leaves Transfer to 
FRC ten years after cutoff 
Destroy/delete 20 years after 
cutoff. 

(3) All other cases Temporary Place in inactive NCl-408-80-1, 
file upon close of case Cut off 2260 (l)(b) 
inactive files at the end of the 
calendar year Transfer to 
FRC three years after cutoff. 
Destroy/delete ten years after 
cutoff 

2230 LAW ADA COORDINATION WITH DOJ New 
Quarterly Meetmg records regardmg ADA enforcement agamst 
FT A grantees. Coordination IS governed by a Memorandum of 
Understandmg WIth the Department of Justice. 

(1) Mmutes, correspondence, and other related records. Temporary. Cut off at the end 
of the calendar year. 
Destroy/delete ten years after 
cutoff, or when no longer 
needed for reference, 
whichever IS later 

(2) Individual files on non-lItigatlOn ADA matters Temporary Cut off at the end 
of the calendar year. 
Destroy/delete ten years after 
cutoff, or when no longer 
needed for reference, 
whichever IS later 
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FTA Records Disposition Schedule 
FINANCULMANAGEMENTRECORDS 

The records descnbed below are accumulated m connection with the financial management of FTA The records disposition standards 
provided apply to records generated m the development and execution ofFTA programs and activmes relatmg to budget formulation, 
presentation, and adrrumstranon; accountmg matters, mcludmg payroll and pay adrrnmstration; financial reportmg; and auditmg 

ExceptIOn Regardless of the retention penod specified, records relatmg directly to unsettled claims by or against the Umted States, current 
or pending htigation or mvesngation, and exceptions taken by the GAO, will not be disposed of until final settlement or clearance of the 
matter 
Senes Code TItle and Description of Records DIspOSItIon Authonty 

(All Record Senes are media neutral except where mdicated) 
2500 FIN BUDGET RECORDS 

(1) General correspondence files Site files, correspondence, reports, 
and related matenals accumulated 111 the course of the budget and 
fiscal program activities, mcludmg pohcy formulation and 
implementation, preparation and justification of estnnates, 
apportionment, reporting, and related matters affecting agency 
expenditures, but EXCLUDING files descnbed elsewhere m this 
schedule. 

(a) Agency office responSIble for admullstenng budget Temporary Cut off at the end NC1-408-80-1, 
of the fiscal year Transfer to 2500 (1)(a) 
FRC If volume warrants 
Destroy/delete five years after 
cutoff 

(b) All other offices Temporary. Cut off at the end N C1-408-80-1, 
of the fiscal year. 2500 (1)(b) 
Destroy/delete five years after 
cutoff, or when no longer 
needed for reference, 
whichever IS sooner. 
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Senes Code	 Title and Descnption of Records Disposition Authonty 
(All Record Senes are media neutral except where mdicated) 

2500 FIN	 BUDGET RECORDS 
(2)	 Reimbursable agreements files Case files relating to reimbursable Temporary. Cut off at the end N C 1-408-80-1, 

agreements entered into with other agencies to furnish supplies, of the penod ofperfonnance 2500 (2) 
equipment, and services relating to transportauon, consistmg of covered by agreement 
memorandum of agreement; project implementation orders, Transfer to FRC four years 
obhgation, expenditure, and billing documents; and related after cutoff Destroy/delete 15 
correspondence years after cutoff. 

(3)	 Annual budget estimate files. Record copies of annual estimates
 
files, compnsed of appropriation language sheets, charts, narrative
 
statements, related schedules and data, copies of Congressional
 
heanngs, and related committee reports and legislation
 

(a) Record COQ1esof estimates cons1stmg of aQQroQnatlOn Temporary Cut off at the end NCI-408-80-1, 
statements, related schedules, and data QreQared, consolIdated, of the budget fiscal year. 2500 (3)(a) 
or mamtamed at the agency level Transfer to FRC five years 

after cutoff, or when electromc 
versions are available Destroy 
/delete 25 years after cutoff 

(b) COQ1esQreQaredor consolidated	 at lower level. Temporary. Cut off at the end NCI-408-80-1, 
of the fiscal year funded by the 2500 (3)(b )-(d) 
budget Destroy/delete three 
years after cutoff, or when no 
longer needed for reference, 
whichever IS sooner. 

(4)	 Budget Workmg files. Workmg papers, cost statements, and other Temporary. Cut off at the end N C 1-408-80-1, 
data accumulated 111preparanon of projected fiscal programs and of the fiscal year funded by the 2500 (4) 
annual budget estimates and for budget review purposes, 111clud111g budget. Destroy/delete one 
duplicates of papers mcluded m file copies of budget estimates year after cutoff, or when no 
descnbed 111Item (3). longer needed for reference, 

whichever IS later 
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Senes Code TItle and Descnption of Records DISposItIOn Authonty 
(All Record Senes are media neutral except where indicated) 

2500 FIN BUDGET RECORDS 
(5) Spnng prevIew. Temporary Cut off at the end NCI-408-80-1, 

of the fiscal year. Destroy! 2500 (5) 
delete one year after cutoff. 

(6) SpecIal studies note books NCl-408-80-1, 
2500 (6) 

(a) Note books associated WIth an audit or mvestIgatIOn. Temporary. Cut off at the end 
of the fiscal year m which 

findmgs are reported. Destroy! 
delete one year after cutoff. 

(b) All other note books. Temporary Cut off when 
audit or mvestigation IS 

concluded. Destroy!delete one 
year after cutoff, or when no 
longer needed for reference, 
whichever IS sooner 

2510 FIN BUDGET POLICY RECORDS 
(1) Budget adrmmstration files Apportionment and reapportionment Temporary. Cut off at the end N C1-408-80-1, 

schedules, staffing authonzanons, allotment advices, supporting of the fiscal year to WhICh 2500 (7) 
documents, and related correspondence documenting the matenals relate Transfer to 
admuustration and execution of the approved operating budget FRC five years after cutoff. 

Destroy/delete ten years after 
cutoff. 

(2) Budget supportmg documentation Staffing authorizations. Temporary Cut off at the end New 
allotment advices, supporting documents, and related of the fiscal year in which 

correspondence documentation. records become mactive. 
Destroy!delete five years after 
cutoff, or when no longer 
needed for reference, 
wluchever IS sooner. 
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Senes Code	 TItle and Descnpnon of Records Dispositron Authonty 
(All Record Senes are media neutral except where indicated) 

(3) Records Qertammg to no-year aQQroQnatlOns and construction Temporary Cut off at the end New 
Qrograms	 of the fiscal year in which 

records become inactrve 
Destroy/delete five years after 
cutoff 

2520 FIN BUDGETARY REPORT RECORDS	 NC 1-408-80-1, 
2510 (1) 

Budgetary reQort files. Pen OdIC reports on the status of fiscal Temporary. Cut off at the end 

programs, such as the Summary FIscal Status Report, or of the fiscal year. 
equivalents, and supporting narratives. Destroy/delete three years after 

cutoff, or when no longer 
needed for reference, 
whichever IS later 

2610 FIN	 STRA TEGIC PLANNING AND PROGRAM REVIEW New 
RECORDS 
Performance AccountabIhty ReQorts. Responses to annual requests Temporary Cut off at the end 
from OST, which include supporting documents that contam of the fiscal year 
statistical and program data to prove that FT A programs have met Destroy/delete ten years after 
targets or measured goals. cutoff. 

2700 FIN ACCOUNTING RECORDS	 N C1-408-80-1, 
2700 (1) 

PolIcy files. In-house pohcies and procedures for accountmg Temporary. Destroy/delete 
transactions and activities which follow Financial Accountmg when superseded or obsolete 

Advisory Board policies and Department of Treasury guidelines 

2710 FIN	 GENERAL FINANCIAL RECORDS 
.r-. filp,;,rm--

n(a) Vouchers and invoices Scanned mto the Delpfii J-\\.:I.U	 Temporary Destroy after data GRS 20 Item Ull , 

System mamtamed at the Department level, and routed to 
'-' 

have been 1;;11 rl-1J.l!2 th e 2a(4) 
COTRs for approval system and venfied as correct, 
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Series Code	 Title and Description of Records Disposition Authonty 
(All Record Series are media neutral except where indicated) 

2710 FIN	 GENERAL FINANCIAL RECORDS 
(b) Contractor	 files Contain agreements, payments, and Temporary Cut off at the end New 

accounting status reports showing payments and balance FIles of the fiscal year 111 which the 

are audited by the IG office and GAO before closeout Copies contract IS closed. 
are also mamtained by COTRs, and the record copy IS Destroy/delete three years after 
mamtamed by the Procurement Office. cutoff 

(2)	 Interagency agreement files Contam agreements, background Temporary Cut off at the end New 
information and supportmg documents which are entered mto the of the year in which agreement 
accountmg system FIles are audited by the IG office and GAO expires Destroy/delete 

before closeout. Copies are also mamtained by COTRs, and the immediately after cutoff. 
record copy IS maintamed by the Procurement Office 

(3)	 Financial statements. Prepared monthly for all ofFTA's Temporary Cut off when New 
appropnations and for the Federal HIghway Trust Fund annual report IS finahzed 
Statements are consohdated at the Department level annually; Destroy/delete three years after 
reviewed and audited; submitted to OMB, Treasury, GAO, cutoff 
Congress; and stored m the Delphi Accounting System 

(4)	 Passenger transQortatlOn (mdlvldual} files. Documents reflectmg
 
reimbursements to mdividuals, consisting of copres of travel orders,
 
per diem vouchers, hotel reservations, and supportmg papers
 
relating to official travel of officers, employees, dependents, and
 
others authonzed to travel.
 

I ..). 
\Il7 avel adrmrustrative office files	 Temporary. Cut off at the end GRS 9 Item lc 

f h '	 T"'- .to t e tISI,;(llJ~~' ~~U"~J 

delete SIXyears after cutoff. -
(b) All other	 records. Temporary Cut off at the end New 

of the fiscal year. 
Destroy/delete three years after 
cutoff. 
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Senes Code Title and Description of Records Disposrtion Authonty 
(All Record Senes are media neutral except where indicated) 

27m- GENERAL FINANCIAL RECORDS~ 
~cJ~atJon COPIes Temporary Destroy/delete GRS 9 Item 1d 

when funds are obligated 

2730 ADM PAYROLL RECORDS 
(1)	 TIme and attendance report -----files. TIme ":'~ Temporary Cut off at the end GRS 2 Item 8 

used m payroll preparation and processing. of the fiscal year 
Destroy/delete after GAO 

~	 years after cutoff, 
IS sooner. 

(2)	 Leave almhcatlOn and overtime andlor holiday work aQQroval and GRS 2 Item 7 Temporary.~ 
authonzation files. Apphcations for leave, such as OPM F0I11171, of the fiscal year. 
and related papers, includmg copies of military orders and Destroy/delete after GAO 

certificates of attendance, DOT F 3500.1, Overtime andlor Hohday audit, or SIXyears after cutoff, 
Work, or equivalent and related papers whichever IS sooner ~ 

2940 GRT GRANT PROGRAM RECORDS 
(1)	 Grant Qrogram audit files. Work papers, reference data, and other Temporary. Cut off at the end NC1-408-80-1, 

documents prepared/collected by audit staffs 111 connection WIth the of the fiscal year 111 WhICh the 2940 (1) 
performance of audits, mcludmg prehrmnary and final audit reports. project IS closed financially 

Destroy/delete ten years after 
cutoff 

(2) OverSight Reviews:	 New 

(a)	 Trienmal Review Reports relatmg to the review and evaluation
 

of grantees that receive Federal funds under 49 USC 5307
 
These reviews are performed at least once every three years
 

Determme medium of recordkeepmg copy.
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Senes Code Title and Descnption of Records 

(All Record Senes are media neutral except where indicated) 
2940 GRT GRANT PROGRAM RECORDS 

1 Ifpaper 

2. If electronic. 

(b) State Management RevIew Reports that assess the State's 
implementation and management of the Elderly and Persons 
with Disabilities Program and the Nonurbamzed Area Formula 
Program to ensure that they are bemg administered m 
accordance WIth FTA's requirements and are meeting program 
objectives. 

(c) FmancIaI Management Review. Reports that assess the 
grantee's financial management systems in order to detemune 
whether they met the standards of the Common Rule (49 CFR 
Part 18.20). 

(d) FinanCIal CapacIty Assessment Review, Reports of selected 
grantees mvolved m major capital mvestment projects who are 
subject to an assessment of their financial capability to meet 
Full Fundmg Grant Agreement obhgations and mamtam their 
existing transit operations. 

Disposrtion 

Permanent Cut off at the end 
of the fiscal year Transfer to 
the FRC three years after 
cutoff. Transfer to NARA ten 
years after cutoff. 

Permanent. Cut off at the end 
of the calendar year. Transfer 
to NARA after cutoff III 

accordance WIth 36 CFR 
1228.270. 

Temporary. Cut off at the end 
of the fiscal year. Transfer to 
the FRC three years after 
cutoff Destroy/delete ten 
years after cutoff. 

Temporary. Cut off at the end 
of the fiscal year Transfer to 
the FRC five years after cutoff. 
Destroy/delete ten years after 
cutoff. 

Temporary. Cut off at the end 
of the fiscal year Transfer to 
the FRC five years after cutoff 
Destroy/delete ten years after 
cutoff 

Authonty 
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Senes Code TItle and Descnption of Records DIspOSItIon Authonty 

2940 GRT 
(All Record Senes are media neutral except where indicated) 
GRANT PROGRAM RECORDS 
(e) Procurement Review, Reports ensunng that grantees meet the Temporary. Cut off at the end 

requirernents and standards of the common rule on of the fiscal year. Transfer to 
adrmmstrative requirements for grants, 49 CFR Part 18.36, as It the FRC SIXyears after cutoff. 
specifically applies to procurements Destroy/delete ten years after 

cutoff 

(f) Safety and Secunty Review. Reports that mvestigate the Temporary. Cut off at the end 
operations of the grantee for any condinons that appear to create of the fiscal year. Transfer to 
a serious hazard of death or injury especially to patrons ofthe the FRC three years after 
transit service cutoff. Destroy/delete ten 

years after cutoff. 

(g) ProJect Management OversIght ReQorts. Reports that momtor Temporary. Cut off at the end 
the grantee's management and techmcal process for ensunng of the fiscal year. Transfer to 
projects are adequately staffed and properly managed m the FRC SIXyears after cutoff. 
accordance WIth acceptable engineenng pnnciples and Destroy/delete ten years after 
requirements. cutoff. 

(h) Dmg and Alcohol Audit Reports ensunng that transit systems Temporary Cut off at the end 
are properly conductmg the necessary testmg and reportmg. The of the fiscal year. Transfer to 
FT A must have the capability to conduct in-depth and detailed the FRC three years after 
audits of transit systems' and contractors' dmg and alcohol cutoff. Destroy/delete ten 
testing program. These regulations apply to operators, years after cutoff 
mamtenance, CDL operators dispatchers, and armed secunty 

(1) CIVIl RIghts Review. Reports that determme compliance WIth Temporary. Cut off at the end 
the followmg four areas: TItle VI of the CIvIl Rights Act of of the fiscal year Transfer to 
1964, EEO, DBE, and the ADA of 1990. the FRC three years after 

cutoff Destroy/delete ten 
years after cutoff. 
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FTA Records Disposition Schedule 

TRAINING RECORDS 
The records descnbed below are accumulated as a result of agency trammg programs and actrvrties They fall mto two general groups--
records that reflect the planning, direction, and conduct oftrammg programs; and records relatmg to the progress and proficiency of the 
mdividual tramee Excluded from the provisions of this paragraph are records of completion of trammg courses filed in official personnel 
folders. 
Senes Code TItle and Descnption of Records DIspOSItIon Authonty 

I"':rooo- ADM 
(All Record Senes are media neutral except where indicated) 
TRAINING - GENERAL RECORDS --- ~neral correspondence files. Correspondence, reports, and related 
docume ectmg the development and adrmmstration of agency 
programs relatmg to trve, supervisory, and managenal 
trammg. Records mclude Fo request for trammg. ThIS also 
includes general employee develop men d EXCLUDES files 
described elsewhere below. 

(1) Office of Personnel Management trainmg. Contams ~ Temporary. Cut off at the end GRS 1 Item 
correspondence 
trammg. 

relatmg to the development and availability of 
~~a:luCh the 

29a(l) 

oy/delete five 
u 

(2) Reguests for out-of-agency traming. Temporary. Cut o~ GRS 1 Item 29b 
of the fiscal year. 
Destroy/delete five years after 
cutoff ~ 

3100 ADM TRAINING - PROGRAM RECORDS 
(1) Trammg program files. Correspondence, reports, course quotas, Temporary Cut off at the end N C1-408-80-1, 

schedules, and related matenals created in the establishment of of the fiscal year m WhICh 3100 (1) 
specific techmcal, management, and specialized trammg programs course ISno longer given. 
and courses of instruction, unless scheduled elsewhere in this Destroy/delete five years old 
schedule. after cutoff 
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Senes 

3100 

Code 

ADM 
(2) 

TItle and Descnption of Records 
(All Record Senes are media neutral except where indicated) 
TRAINING - PROGRAM RECORDS 
Trall1mg manuals and related instructional directives. 

Disposition Authonty 

(a) Record copIes mamtamed by the issuing or controllmg office Temporary. Cut off at the end 
of the calendar year m which 
matenals are superseded or 
become obsolete. 
Destroy/delete five years after 
cutoff. 

NC1-408-80-1, 
3100 (2)(a) 

(3) 

(b) All other copIes. 

Individual employee trammg files. Case files contammg 
apphcations, schedules, certificates, reports of attendance and 
progress, and related documents by operatmg 
offices reflecting the traimng of individual employees retamed m 
other offices. 

Temporary. Destroy/delete 
when superseded 
Temporary. Cut off at the end 
of the fiscal year m which 
employee separates or 
transfers. Destroy/delete one 
year after cutoff. 

NC1-408-80-1, 
3100 (2)(b) 
NC1-408-80-1, 
3100 (3) 
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FTA Records Disposition Schedule 

PERSONNEL MANAGEMENT RECORDs 
The records descnbed below relate to the development and operation of the agency's human resource management They are generated by 
the Human Resource office m the development of agency personnel pohcies, standards, and procedures and the performance of personnel 
operations and services, and, where indicated, by operatmg offices m the supervision of employees. Records oflocal Boards of United 
States Office Personnel Management Exammers are EXCLUDED from the provisions of this paragraph. 
Senes Code TItle and Descnption of Records DISPOSItion Authonty 

(All Record Senes are media neutral except where indicated) 
3200	 ADM PERSONNEL - GENERAL RECORDS 

rm-- -General correspondence files. Correspondence, reports, and related Temporary Cut off at the end GRS litem 3 
matenals accum .~ the administration of agency personnel of the fiscal year 
management activities mcludmg recrunmerrr; /""..e.mp.nt, career Destroy/delete three years after 
development, employee relations, employee recogmtion, posmorr uioff 
classification, salary and wage admmistration, rmhtary personnel 
management, and occupational safety, but EXCLUDING files r-----elsewhere below. descnbed	 ----------- --(2)	 Personnel management gro]ect files. Case files resultmg from Temporary. Cut off at the end NCI-408-80-1, 
studies, surveys, and/or personnel management acuviues and of the fiscal year. 3200 (2) 
functions Destroy/delete three years after 

cutoff. 
(3)	 Personnel management gro]ect workmg files. Background Temporary. Cut off at the end NCI-408-80-1, 

matenal, notes, rough drafts, mtenm and progress report of the fiscal year m which final 3200 (3) 
summanzed m final reports, and related papers. action is taken, or in which 

report IScompleted, if no final 
acuon IStaken. Destroy/delete 
SIXmonths after cutoff. 
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Senes Code	 TItle and Descnption of Records Disposition Authonty 
(All Record Senes are media neutral except where indicated) 
PERSONNEL	 PROGRAM RECORDS 
OffiCIal personnel folders. Case files documentmg official
 
employment history, excludmg documents mamtamed as temporary
 
records descnbed m rtem (2) below.
 

Follow instructions m Federal GRS 1 Item 1a 
Personnel Manual. 

Transfer to inactive file on GRS 1 Item 1b 
separation, 30 days after 
separation, transfer to National 
Personnel Records Center, St. 
LOUIS,Missoun, except in 
those cases provided for in 
Chapter 293, Federal 
Personnel Manual 

(2) Temporary matenals m officIal personnel folders. 

(a) All COpIesof correspondence	 and fonns maintained on the left Tempo . Destroy/delete GRS 1 Item lOa 
Side of the OfficIal Personnel Folder m accordance with Chapter when super ed or obsolete, 
3 of The GUIde to Personnel Recordkeepmg, EXCLUDING the or upon separati or transfer 
Immigration and Naturahzation Service Form 1-9 and of employee, unless 
performance-related records. specifically required to b 

transferred with the OPF. 

(b) ImmIgratIOn and NaturahzatIon	 Service Fonn 1-9. Temporary. Cut off at the end 
of the fiscal year in which 
employee separates from 
service or transfers to another 
agency Destroy/delete three 
years after cutoff. 
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Senes Code TItle and Description of Records 
(All Record Senes are media neutral except where indicated) 
PERSONNEL PROGRAM RECORDS 
Uno I el folders. Employee folders mamtamed outside 
personnel offices consis I atenals pertaming to individual 
employees of the operating offices 

3300 ADM EMPLOYEE RECORDS 
(1) Appoll1tment files Correspondence and letters offenng 

appointments to potential employees. 

(a) Appoll1tments accepted. 

(b) Offers of temporary or excepted appoll1tments dechned 

were receIved from OPM certIficates of ehgible. 

(d) All other offers of appoll1tment dechned. 

(2) CertIficate files Requests for certificates of eligible and 
certificates of eligible for appointment 

Disposition 

Temporary. Review annually 
and destroy superseded or 
obsolete documents, or 
destroy/delete file relatmg to 
an employee within 1 year 

r separation or transfer 

Temporary. Destroy after 
hmng process IS complete. 

Temporary FIle inside 
applications and cut off at the 
end of the calendar year. 
Destroy/delete two years after 
cutoff. 

Temporary. Return to OPM 
WIth reply and application. 

Temporary Destro 
immediately. 
Temporary. Destroy/delete 
two years after date of 
certificate 

Authonty 

GRS 1 Item 18a 

NCI-408-80-1, 
3300 (l)(b) 

GRS 1 Item 
4b(l) 
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Senes Code TItle and Descnption of Records DISpOSItion Authonty 
(All Record Senes are media neutral except where indicated) 

~ ADM EMPLOYEE RECORDS 
(3)- ~emal promotions plan files. Announcements, bids, copies of Temporary. Destroy/delete GRS litem 32 

registers; selection papers mamtamed by personnel offices upon receipt of OPM report of 
mspection or when two years 

old, whichever IS earlier, 
providing requirements of 
Federal Personnel Manual are 
observed. 

(4) Promotion 12lan announcement files. Copies of promotion ~ 
position vacancy notices mamtamed by operatmg offices. 

(a) Notices contammg guahficatIons and regUlrements GRS litem 
standards. ~ e 

~ 
(b) All others. Temporary. Destroy/delete 30 NC 1-408-80-1, 

days after expiration date. 3300 (6)(b) 
3310 ADM JOB RETENTION RECORDS NCl-408-80-1, 

3350 (2) 
Reem12loYillent nght files Documents mamtamed to establish Temporary. Destroy/delete 
reemployment nghts of individuals on overseas and other one year after employee IS 
assignments. reemployed or after the 

employee's reemployment 
nghts expire, whichever is 

applicable 

~ ADM EMPLOYEE PERFORMANCE RECORDS GRS litem 9 
Perromlance lari lli; -' ~1 ,~ .Duohcate case files ofperfonnance Temporary. Cut off at the end 

ratmg board official reviews, copies of whicfi ua: .., .farwarded of the fiscal year m WhICh case 

to the Office of Personnel Management ~N>rl Destroy/delete one 

year after cutott -Revised 1112004 
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Senes Code Title and Descnption of Records Disposition Authonty 
(All Record Senes are medra neutral except where mdicated) 

!~ EMPLOYEE RECOGNITION AND INCENTIVES 
~ -B.E..CORDS 
(1) IncentIve-aw:r.l flIp". Case files documentmg an employee Temporary. Destroy/delete GRS 1 Item 

suggestion or supenor per 0 
~~ 

two years after approval or 12a(1) 
disapproval. 

(2) Incentive awards report files. Awards program reports, mcmcrrrg ...:r:emvorary. Cut off at the end GRS 1 Item 13 
copies of feeder reports prepared within FTA, and agency copies of of the fisca yt::dr~ 
summary reports to the OST. Destroy/delete three years after 

cutoff. ~ 
3500 ADM POSITION CLASSIFICATION RECORDS 

Position descnptlOns. 
(1) Record copies mamtamed by personnel office. Temporary. Destroy/delete NCI-408-80-1, 

five years after position IS 3500 (1)(a) 
abohshed or descnption 
superseded 

(2) All others. Temporary. Destroy/delete N CI-408-80-1, 
after position IS abohshed or 3500 (1)(b) 
descnption superseded 

..... ~n Juvv A.nM ATTENDANCE AND LEAVE RECORDS GRS 2 Item 8 
Emnlovee time attendant 1 .",.'" files. A]JphcatlOns for leave, Temporary. Cut off at the end 
time and attendance reports, overtnne and hohday work 1t::PUl•.." of the fiscal year. 
dally time records, and related matenals, EXCEPT those used m Destroy/delete ~~ nAO audit -payroll activities [Item 2730(2)]. or SIXyears after cutoff, --

whichever IS sooner. 
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GRANT PROGRAM RECORDS 
The records descnbed below related to all aspects ofFTA grant programs not covered by the previous adrrurnstratrve records schedules 
They mclude grant apphcations, project files, budgets, correspondence, cernficanons, and closeout material. 
Senes Code TItle and Descnption of Records Disposrtion Authonty 

(All Record Senes are media neutral except where indicated) 
4800	 GRT MANAGERIAL TRAINING PROGRAM 

The records descnbed below relate to the adnurustranon of a
 
program WhIChprovides fellowships for the trammg of personnel
 
employed m managenal, techmcal, and professional positions m the
 
pubhc transportation field.
 

P)	 Reiected gran; annhcation files. Applications, memoranda, Temporary. Cut off at the end GRS 3 Item 13 
correspondence, and other records reianng LU uie cecisron LU -r of.the fiscal year III WhICh 
or reject grant apphcations. grant ISdeme . Idelete 

three years after cutoff. -(2)	 Grant proJect files. Proposals or applications, contracts, project Temporary. Cut off at the end NCl-408-80-1, 
reports, studies, certificates, agreements, memoranda, of the fiscal year III WhICh 4800 (2) 
correspondence, and other records relating to receipt, review, project ISclosed. Transfer to 
award, evaluation, status, and momtonng of individual grants; FRC two years after cutoff. 
allocation of funds; and project budgets. Arranged by state, then by Destroy/delete five years after 
proj ect number cutoff 

(3)	 Grant control files. Indexes, registers, logs, or other records relating Temporary. Cut off at the end NCl-408-80-1, 
to control of assigning numbers of identifying projects, of the fiscal year. 4800 (3) 
applications, and grants. Destroy/delete three years after 

cutoff 

Revised 11/2004 
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Senes Code TItle and Description of Records Disposition Authonty 
(All Record Senes are media neutral except where indicated) 

4900 GRT UNIVERSITY RESEARCH AND TRAINING 
The records descnbed below relate to the adrmmstration of a 
program WhIChprovides grants to public and pnvate institutions of 
higher learnmg to assist m estabhshmg or carrying on 
comprehensive research m the problem of transportation m urban 
areas ThIS mcludes research m system design, pubhc preferences, 
allocation of resources, and the legal, aesthetic, and financial 
aspects of urban transportation. 

ti) T'> d.ornnr annhcatton files Aoohcanons memoranda, 
correspondence, and other records relatmg to the decision to accept 

Temporary. 
U1 ll1v c: .,,1 

Cut off at the end 
vp.::lr In WhICh 

GRS 3 Item 13 

or reject grant apphcations. grant ISdemed. Destroy'delell:; 
three years after cutoff. 

(2) Grant proJect files. Proposals or apphcations, contracts, project Temporary. Cut off at the end NCl-408-80-1, 
reports, studies, certificates, agreements, memoranda, of the fiscal year m WhICh 4900 (2) 
correspondence, and other records relatmg to receipt, review, project ISclosed. Transfer to 
award, evaluation, status, and momtonng of grants; allocation of FRC after cutoff 
funds and proj ect budgets. Destroy/delete three years after 

cutoff. 
(3) Grant control files. Indexes, registers, logs, and other records Temporary. Cut off at the end NCl-408-80-1, 

relatmg to control of assigning numbers or identifying projects of the fiscal year. 4900 (3) 
apphcations and grants. Destroy/delete three years after 

cutoff. 
~ ....c.orresoondence and/or subiect files relatmg to routme operations Temporary Cut off at the end GRS 3 Item 14 

and daily acn vill"'.., adnurustration of a grant program of the fiscal year. 
Destroy/delete two years after ----

~ ---------
Revised 11/2004 
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Senes Code Title and Descnption of Records Disposition Authonty 
(All Record Senes are media neutral except where indicated) 

4900 GRT UNIVERSITY RESEARCH AND TRAINING 
(5) FInal12roduct files. Pubhshed reports and studies that are the final 

product of a grant 

(a) Record cogy Permanent. Cut off at the end N C 1-408-80-1, 
of the fiscal year In which 4900 (5)a 
project IScompleted and 
closed Transfer physical 
custody to NARA after cutoff 
In accordance With 36 CFR 
1228.270. Transfer legal 
custody to NARA ten years 
after cutoff. , 

(b) All other cogles. Temporary. Cut off at the end NC1-408-80-1, 
of the fiscal year In which 4900 (5)b 
project IS closed. 
Destroy/delete three years after 
cutoff 

6100 GRT RESEARCH AND DEVELOPMENT RECORDS 
The records descnbed below relate to the administration of research 
and development projects In all phases of urban mass transportation 
needs, the Improvement of mass transportation service, or the 
contnbution of such service toward meeting urban 
transportation needs at a mmimum cost. 
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FTA Records Disposition Schedule 

Senes Code TItle and Descnption of Records DIspOSItIon Authonty 
(All Record Senes are media neutral except where indicated) 

6100 GRT RESEARCH AND DEVELOPMENT RECORDS 
(1) Research and develoQment Qro]ect files. Case files maintained Temporary. Transfer to NCI-408-80-1, 

by offices responsible for research and development functions closed project file upon 6100 (2) 
reflectmg a complete history of each project or task from completion or termination 
mitiation through research, development, design, and testing Cut off closed files at the 
to completion. Consists of project authorization documents; end of the fiscal year 
proj ect approval packages; general correspondence; technical Transfer to FRC one year 
characteristics; test and tnal results; drawings, and speci- after cutoff. Destroy/delete 
fications. 15 years after cutoff 

(2) Research and develoQment Qro]ect worklllg and control files. Temporary. Destroy/delete NC 1-408-80-1, 
Copies of documents essentially duphcated in project case upon completion or 6100 (2) 
files; prelimmary sketches, drawings, specifications, cancellation of proj ect 
photographs, and other working papers detenmned not to be of 
sufficient value to incorporate into project case files; and 
related project control and progress control records. 

(3) Fmal product files. Published reports and studies. New 

(a) Record copy. Permanent. Cut off at the end 
of the fiscal year in which 
project IScompleted and 
closed. Transfer physical 
custody to NARA after cutoff 
in accordance WIth 36 CFR 
1228.270 Transfer legal 
custody to NARA ten years 
after cutoff 
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Senes Code TItle and Description of Records Disposition Authonty 
(All Record Senes are media neutral except where indicated) 

6100 GRT RESEARCH AND DEVELOPMENT RECORDS 
(b) All other copies Temporary. Cut off at the end 

of the fiscal year in which 
project IS closed. 
Destroy/delete three years after 
cutoff 

7100 TPE ENVIRONMENT AL ASSESSMENTS New 
The records descnbed below document research related to 
environmental assessments for public transportation projects. 
FT A and the Federal HIghway Admmistration (FHW A) 
develop joint environmental procedures for statements and 
assessments required for these projects, 

(1) Project review files. 

(a) Fmal environmental Impact statements Temporary. Cut off at the 
end of the fiscal year III 

which pro] ect is completed 
or the grant IS closed. 
Destroy/delete three years 
after cutoff. 

(b) Techmcal support reports, documents, and background Temporary. Cut off at the 
matenals. end of the fiscal year In 

WhICh the grant IS closed. 
Destroy/delete three years 
after cutoff. 

(2) Environmental assessments. Analyses, technical reports, 
narratives, background matenals, and other reports and data 
relatmg to projects that are not large enough to require full 
environmental Impact statements 

Revised 1112004 
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FTA Records Disposition Schedule 
Senes Code TItle and Description of Records DISpoSItIon Authonty 

(All Record Senes are media neutral except where indicated) 
7100' TPE ENVIRONMENTAL ASSESSMENTS 

(a) Umque prolects reflectmg unusual CIrcumstances that may set Temporary. Cut off at the end 
precedent or are otherwIse noteworthy of the fiscal year in which a 

findmg of no significant 
Impact (FONSI) ISreached 
Transfer to FRC three years 
after cutoff. Destroy/delete ten 
years after cutoff. 

(b) All other projects Temporary. Cut off at the end 
of the fiscal year m which a 
finding of no significant 
Impact (FONSI) ISreached. 
Destroy/delete three years after 
cutoff. 

(3) Documented categorIcal exclusion. Reviews of proj ects that Temporary. Cut off at the 
do not require an.environmental Impact assessment or end of the fiscal year m 
statement. Records include background matenals and a WhICh the exclusion IS 
checklIst. approved. Destroy/delete 

three years after cutoff. 
(4) FHW AlFTA lomt procedures and gUIdance Drafts and background Temporary. Cut off at the end 

matenals for jointly developed environmental procedures which are of the fiscal year m which the 
pubhshed m the Federal Register. final rule ISpublished 

Transfer to FRC three years 
after cutoff. Destroy/delete ten 
years after cutoff. 
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Senes Code TItle and DeSCrIptIOnof Records DIspOSItIon Authority 
(All Record Senes are media neutral except where indicated) 

7200 TPE TRANSPORTATION PLANNING OVERSIGHT New 
The records descnbed below document Agency's oversight of the 
transportation plannmg process m order to ensure comphance WIth 
Federal regulations and that proper plannmg procedures have been 
followed when funds are advanced for new transit projects. 
Transportation planners analyze mformation on existing and future 
travel patterns, problems, and needs; develop and evaluate 
alternative solutions to meet these needs; and develop short- and 
long-range plans and programs to Implement transportation 
Improvements. Transportanon planners work for and WIth a vanety 
of stakeholders mcludmg local, regional, and state governments and 
agencies; transportation plannmg, fundmg, and operatmg entities, 
and the pnvate sector. Transportation planners are further engaged 
m a number of technical analyses, mcludmg travel forecasting; 
capital, operations, and mamtenance costmg, environmental, social, 
land use, and other Impacts analyses; project, program, and systems 
performance measurement and evaluation; and financial plannmg. 

(1) ChronologIcal CorresQondence FlIes. Temporary. Cut off at the end 
of the fiscal year. 
Destroy/delete five years after 
cutoff. 

(2) New Starts/Small Starts Project Files include mitral proposal and 
supportmg arguments, such as cost models, status reports, capital 
costs estimates, ndership forecasts, checklists, financial plan, and 
land use proposals; evaluation and analysis reports, responses; 
worksheets; project management oversight reports; 
correspondence, and techmcal reviews and comments. 
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Senes Code TItle and Descnption of Records Disposition Authonty 

(All Record Senes are media neutral except where indicated) 
7200 TPE TRANSPORTATION PLANNING OVERSIGHT 

(a) ProJects under construction. Temporary Cut off at the end 
of the fiscal year m WhICh 
project IS completed. Transfer 
to FRC three years after cutoff. 
Destroy/delete ten years after 
cutoff. 

(b) ProJects not undertaken Temporary. Cut off at the end 
of the fiscal year in which 
decision ISmade. 
Destroy/delete five years after 
cutoff. 

(c) New Starts Reports and other reports to Congress. Permanent. Cut off at the end 
of the fiscal year. Transfer to 
NARA after cutoff in 
accordance with 36 CFR 
1228.270 

(d) Other reports such as trend analyses and cost analyses, WhICh Temporary. Cut off at the end 
are mcorporated mto Reports to Congress, guidance, or other of the fiscal year. 
products. Destroy/delete three years after 

cutoff, or when no longer 
needed for reference, 
whichever is later. 

(e) GUIdance and instruction manuals for project plannmg and Temporary Destroy/delete 
development, pohcy development, travel demand forecastmg, when superseded or obsolete. 
etc. 
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Senes 

7200 

Code 

TPE 

TItle and Description of Records 
(All Record Senes are media neutral except where indicated) 
TRANSPORTATION PLANNING OVERSIGHT 

Disposition Authonty 

(3) MetroQohtaniStatewlde Plannmg Information Files document the 
evaluatIon of Statewide and Metropolitan Area transportation needs 
at the broadest level m order to ensure that transportation deCISIOns 

made by state and local officials occur m a comprehensive and 
inclusive manner Jomtly With FHWA, FTA adrmrusters 
metropolitan plannmg (49 USC § 5303) and statewide planning (49 

USC § 5304) grant programs to fund the multimodal transportation 
planning efforts of metropolitan plannmg orgaruzations and state 

departments of transportation, TPE reviews plannmg documents to 

ensure that proper procedures and processes will be followed while 
the proposed project IS Implemented. 

(a) Project files. Temporary Cut off at the end 
of the year 111 WhICh the project 
IS completed. Transfer to FRC 
three years after cutoff. 
Destroy/delete 15 years after 
cutoff. 

(b) Dehverables from such projects as Transit at the Table, Pubhc 
Transportation Participation Pilot Program, and Alternative 
Transportation 111 Parks and Pubhc Lands. Records may mc1ude 
final reports, case studies, and notebooks and cumculum 

matenals developed under grants to the National Transit 
Institute at Rutgers, the Center for Transit-Onented 
Development, and others 

Permanent. Cut off at the end 
of the fiscal year. Transfer 
annually to NARA after cutoff 
111 accordance With 36 CFR 

1228270. 

(c) Certificanon Review Handbook. Temporary. Destroy/delete 
when superseded. 
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Disposition 

TRANSPORTATION PLANNING OVERSIGHT 

Page 61 of64 

Authonty 

(d) Planners Semmar 

1. LogIStical arrangements and other plannmg and preparation 
records. 

Temporary. Cut off at the end 
of the semmar Destroy/delete 
two years after cutoff 

2. Semmar materials mcludmg agendas, proceedmgs, etc Temporary. Cut off at the end 
of the semmar Destroy/delete 
ten years after cutoff. 

(e) CertIfication ReVIew Database WhIChprovides a compendium 
of Federal findmgs of comphance WIth plannmg requirements. 
The database IS orgamzed into tlurteen tOpICSand several 
subtOPICS. Each Metropolitan Plannmg Orgamzanon (MPO) 
that covers an area WIth a population over 200,000 is reviewed 
and rated accordmg to how well it meets apphcable Federal 
regulations The reviews are conducted by a team from FT A 
and FHW A, which issues a Certification Report for each MPO 
dunng every four year cycle. These detailed reports contam a 
summary of findmgs, descnptions of the systems and factors 
affectmg them, and commendations for good practices, 
recommendations for Improvement, and corrective actions 
needed to address Important Issues. Access ISprovided through 
a checklist, WhIChlmks to the Certificanon Reports. 

1. Inputs consist of Certification Reports 
of recordkeepmg copy 

Determine medium 
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Senes Code	 TItle and Descnption of Records DIspOSItIon Authonty 
(All Record Senes are media neutral except where indicated) 

7200 TPE TRANSPORTATION PLANNING OVERSIGHT 
a If paper Permanent. Transfer to 

NARA after schedule IS 
approved 

b If electronic	 Permanent. Cut off at the end 
of the fiscal year m which 
report ISreceived, Transfer to 
NARA after cutoff in 

accordance with 36 CFR 
1228.270. 

2.	 Master FIles. Retam onsite mdefimtely, 

3.	 Outputs mclude reports used to track trends over time, Temporary. Destroy/delete 
conduct research, and other ad hoc reports. when no longer needed. 

4.	 Documentation such as user guides. Temporary Destroy/delete 
when superseded or obsolete. 

8100 GRT	 TECHNICAL STUDIES 
The records descnbed below relate to the adrmmstration of 
projects to states and local public bodies and agencies for the 
plannmg, engmeermg, designing, and evaluation of public 
transportation proj ects, and for other technical studies 

(1)	 Grant proJect files. Proposals or applications, contracts, Temporary. Cut off at the NCI-408-80-1, 
project reports, studies, certificates, agreements, memoranda, end of the fiscal year in 8100 (1) 
correspondence, and other records relatmg to receipt, review, WhICh project IS closed. 
award, evaluation, status, and morutormg of grant; allocation Transfer to FRC after cutoff. 
of funds and project budgets Destroy/delete seven years 

after cutoff. 
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Senes Code TItle and Descnption of Records DISpOSItion Authonty 

(All Record Senes are medra neutral except where indicated) 
8100	 GRT TECHNICAL STUDIES 

(2)	 Grant control files Indexes, registers, logs, or other records relatmg Temporary Cut off at the end NCI-408-80-1, 
to control of assignmg numbers or identifymg projects, of the fiscal year. 8100 (2) 
apphcanons, and grants, such as transportation plans, TIP, STIP, Destroy/delete three years after 
work program, job access plans, and plannmg certification. cutoff. 
r»(1)	 uaondence and/or subiect files relatmg to routme operations Temporary Cut off at the end GRS 3 Item 14 
and dally activities m aorrrrrrrsrrarron of ~~.vcr . of the fiscal year. 1'lr()JJranl . 

Destroy/delete two YCOd1:> ducor -cutoff. 
(4)	 Fmal product files. Record copy of published reports, studies, or New 

any other final grant product. Determine medium of recordkeepmg 
copy. 

(a) Ifpaper.	 Permanent. Cut off at the end 
of the fiscal year. Transfer to 
NARA seven years after 
cutoff 

(b) If electronic.	 Permanent. Cut off at the end 
of the fiscal year. Transfer to 
NARA after cutoff in 
accordance WIth 36 CFR 
1228.270. 

9000 GRT	 CAPITAL AND OPERATING ASSISTANCE PROGRAM 
RECORDS: Sections 5307,5309,5310, and 5311 

(1)	 Grant case files. Proposals or applications, contracts, project
 
reports, studies, certificates, agreements, memoranda,
 
correspondence, and other records relatmg to receipt, review,
 
award, evaluation, status, and momtonng of grant, allocation of
 
funds and project budgets.
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(All Record Senes are media neutral except where indicated) 

9000 GRT CAPIT AL AND OPERATING ASSISTANCE PROGRAM 
RECORDS: Sections 5307,5309,5310, and 5311 
(a) Operatmg	 assistance grants Temporary Cut off at the end NCI-408-80-1, 

of the fiscal year m WhICh 9000 (1)(a) 
grant ISclosed Transfer to 
FRC after cutoff Destroy/ 
delete seven years after cutoff. 

(b) CapItal assistance grants. 

1.	 VehIcle procurement grants. Temporary. Cut off at the end NCI-408-80-1, 
of the fiscal year m WhICh 9000 (1)(b)1 
grant ISclosed. Transfer to 
FRC after cutoff. Destroy/ 
delete seven years after cutoff. 

2	 Construction grants Under TItle 46, U.S.c., Sectton 5309 Temporary. Cut off at the end NCI-408-80-1, 
(major capital mvestment or New Starts) for construction of of the fiscal year in which 9000 (1)(b)2 
new fixed guideway systems or extensions to existing fixed grant ISclosed. Transfer to 
guideway systems. Proposed projects must complete the FRC after cutoff. 
plannmg and project development process, as descnbed in Destroy/delete ten years after 
Section 5303-5306 and Section 5309 of TItle 49, U.S.c. cutoff 

Correspondence and/or subiect files relatmg to routme	 Temporary Cut off at the end GRS 3 Item 14~ 
operations and daily actrvmes in adrmrustration ot the i: the iscal year 
grant program. Destroy/delete two ~ after 

cutoff. 
(3)	 Grant control files. Indexes, registers, logs, or other records Temporary. Cut off at the end NCI-408-80-1, 

relating to control of assigning project numbers identifying of the fiscal year. 9000 (3) 
projects, applications, and grants. Destroy/delete three years after 

cutoff 
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REcOMENDATION TO THE ARCHeVIST ON Job No. NI-408-05-1 
RECORDSDISPOSITION_RE __ __ ~~It~e~m~C~o~u~n~t:~~~ ~~Q~UE_ST __	 ___ 

SUMMARY 
This job schedules the records of the Department of Transportation's Federal Transit Administration (FTA), which serves as the 
pnncipal source of Federal financial assistance to Amenca's communities for the plannmg, development, and Improvement of 
public transportanon systems through a vanety of grant programs ThIS comprehensive schedule mcludes program 
adrmmstration, civil nghts program records, legal, rulemakmg, interpretation, and enforcement records, budget and accountmg 
records, personnel management and trammg; and records relatmg to the award and management of grants Proposed for 
permanent retention are high-level mission-related correspondence, biographies, and speeches, organizational planmng files, 
records of advisory, mteragency, and mternational committees sponsored by FT A, press releases, bnefing books and papers, 
digital photographs, publications, directives, conference proceedmgs, emergency plans, reports, and tests, legal opmions and 
mterpretations, substantive rulemakmg dockets, enforcement action records and litigation files, reports and reviews, and the final 
reports, studies, or products of grants awarded for transit-related research, development, or trammg Also scheduled for 
permanent retention are the master files of a database that contams information on every U S Federally-funded urban mass 
transit system and the documentation needed to mamtam and access the files ThIS schedule has been carefully and extensively 
reviewed by stakeholder umts from FT A and NARA, who all concurred with the proposed retention penods Therefore It can be 
stated with confidence that this schedule meets the busmess needs of the office, protects the nghts of citizens, ensures the 
accountability of the Federal government and comphance with all laws and regulations, documents the national expenence, and 
preserves a record of the development ofpubhc transportation and the transformation of Amencan communities Irecommend 
approval of this schedule 
RECOMMENDATION 

~ I	 APPROVED FOR DlSPOSAL The records descnbed under all Items of the schedule. except those that may be listed In blocks 2. 3, and 4 of this section. are disposable 

because they do not, or will not after the lapse of the period specified, have sufficient adnumstratrve, legal. research or other value to warrant their continued preservation 
by the Government All Items not hsted below. 

~ 2	 APPROVED FOR PERMANENT RETENTION The records descnbed under the followmg Item or Items have been appraised by the National Archives and Records 

Admuustration (NARA) and are deterrnmed to have sufficient histoncal or other value to warrant their contmued preservation by the United States Government The 
agency WIll transfer these records to the National Archives as specified Items 1000(1)(a), 1100(1 )(a), 1110(1 lea), III 0(2)(a). 121 O(I)(a)l. 1210(1 )(b)l, 121 O(e)l, 
1210(4).1220(\),1240. 1320(1)(a), 1370(1)(b), 1370(1)(e)l. 1370(l)(d), 1420(2)(a), 1440(4)(a), 1440(6)(a). 1900(1)(a), 1900(1)(b). 2010, 2100«2)(a). 2150(1), 
2220(l)(a). 2220(1)(b)l, 2940(2)(a). 4900(5)(a). 6100(3)(a). nOO(2)(c). nOO(3)(b). nOO(3)(e)l. 8100(4) 

D 3	 DISPOSITION NOT APPROVED The records descnbed under the following Item or Items are not approved for diSpOSItIOn 

D 4 WITHDRAWN The records descnbed under the followmg Item or Items have been Withdrawn at the request of the agency and/or NARA 
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D Not required ~ Required - Publication Date 3/3/2008
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National Archives and Records Administration 
8601 Adelphi Road 

College Park. Maryland 20740-6001 

Date: January 22, 2008 _/) IJ_
 

Appraiser: Rebecca Fitzgerald, NWMU~ ~~
 
Agency: DOT Federal Transit Administration ()
 
Subject: N 1-408-05-1
 

INTRODUCTION
 

Schedule Overview
 
Comprehensive schedule
 

Administrative History
 
FTA administers a variety of grant programs to serve local communities in the planning,
 
construction, and operation of public transportation systems throughout the U.S., including
 
buses, subways, light rail, commuter rail, streetcars, monorail, passenger ferry boats, inclined
 
railways, and people movers. As authorized by the Safe, Accountable, Flexible, Efficient
 
Transportation Equity Act: A Legacy for Users of 2005 (SAFETEA-LU), the FTA supports
 
locally planned and operated public mass transit systems throughout the United States.
 

Overall Recommendation:
 
Recommend approval.
 

APPRAISAL
 

GENERAL MANA GEMENT AND ADMINISTRA TION 
ThIS section of the report covers Series 1000 to 1900, program administratIon records 

Items 1000(1)(a), 1100(1)(a), 1110(1)(a), 1110(2)(a), 1210(1)(a), 1210(l)(b)1, 1210(1)(c)1, 
1210(4), 1220(1), 1240, 1320(1)(a), 1440(4)(a): Formal Official Program and Policy 
Records 

These Items comprise record copies of high-level mission-related correspondence, 
biographies, and speeches; organizational planning files; advisory, interagency, and 
international committees sponsored by FTA; press releases; briefing books and papers 
prepared for high-level staff; photographs mounted on the website; directives; and 
proceedings of Title VI/Environmental Justice conferences sponsored by FTA 

Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Documents significant actions of Federal officials 
*Previously approved as permanent [NCl-408-80-1; except for 1440(4)(a) and 
1440(6)(a), which are newly scheduled items] 
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*Other Justification: Provides evidence of Federal dehberations, decisions, and 
actions relatmg to major social, econormc, and environmental issues; provides 
evidence of the significant effects of Federal programs and actions on individuals, 
commumties, and the natural and man-made environment; contributes substantially to 
knowledge and understanding of the people and commuruties of our nation; sigmficant 
source of information on agency functions and actrvities and busmess context of 
records 

Adequacy of Proposed Transfer Instructions: Adequate 
Paper records WIll be transferred to NARA when they are no longer needed by Agency 
staff for the conduct of business, according to their specific retention periods. Because 
of the danger of loss through accident or obsolescence, special provision has been 
made for electronic recordkeeping copies of these records. FTA will transfer one 
electronic copy to NARA at the end of each calendar year m order to ensure the 
regular and timely transfer of these permanent records to NARA. FTA staff and I 
agree that an annual transfer ISnecessary because office staff will only remember to 
transfer these records If It becomes part of their year-end procedures and ISperformed 
routinely every year. There are no restrictions on these records 

Media Neutrality: Requested and Approved
 

Items 1OOO(l)(b), 11OO(l)(b), 1100(2), 1110(2)(b), 1210(1 )(a)2, 121O(l)(b )2, 1210(l)(c)2,
 
1220(2),1220(3), 1320(1)(b), 1320(2), 1440(4)(b), 1440(6)(b): Working Files, Case Files,
 
and All Other Copies
 
Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

"Prevtously approved as temporary [NCl-408-80-1; except for 1440(4)(b) and 
1440(6)(b), WhIChare newly scheduled items] 
*Captured elsewhere m permanent records: See preVIOUSentry 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal rights and accountability. 

Media Neutrality: Requested and Approved 

Items 1000(2)(a): General Congressional Correspondence Files 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has httle or no research value 
*Does not document significant actions of Federal officials 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt of legal rights and accountability. 

Media Neutrality: Requested and Approved 

Items 1000(2)(b): General Public Correspondence Files 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 
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"Previously approved as temporary [NCl-408-80-1, 1200(1)(a)]
 
*Has little or no research value
 
*Does not document significant actions of Federal officials
 

Adequacy of Proposed Retention Period(s): Adequate 
Adequate from the standpomt of legal nghts and accountability 

Media Neutrality: Requested and Approved 

Items 1110(1)(b), 1110(3), 111O(4)(a) & (b): Routine Committee Records 
These items compnse records from internal FT A committees, staff meetmgs, 
mventories of committees, and local meetmg and conference materials retamed for 
reference. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Previously approved as temporary [NC 1-408-80-1, 111 O( 1)(b )]
 
*Has little or no research value
 
*Does not document significant actions of Federal officials
 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal rights and accountability. 

Media Neutrality: Requested and Approved 

Item 1210(2): Weekly Reports 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Other justification: Important mformation is captured elsewhere m permanent 
records (reports to the Secretary or to Congress) 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt of legal nghts and accountability. 

Media Neutrality: Requested and Approved 

Item 1210(3): News Digest 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Other jusnfication These items consists of summanes of transit-related stones and 
are mamtamed solely for reference 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt of legal nghts and accountability. 

Media Neutrality: Requested and Approved 

Item 1210(5): Press Calls Archive 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value 
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*Does not document significant actions of Federal officials 
Adequacy of Proposed Retention Period(s): Adequate. 

Adequate from the standpoint of legal nghts and accountability. 
Media Neutrality: Requested and Approved 

Item 1230: Exhibit Materials 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value 
Adequacy of Proposed Retention Period(s): Adequate. 

Adequate from the standpoint of legal rights and accountability. 
Media Neutrality: Requested and Approved 

Item 1320(3): Directives Received from non-FTA Agencies 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Has little or no research value 
"Prevtously approved as temporary [NCl-408-80-1, 1320(1)(c)] 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt of legal nghts and accountability. 

Media Neutrality: Requested and Approved 

Item 1370(1)(a): National Transit Database Inputs 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Previously approved as temporary [NCl-408-95-2, lA] 
*Captured elsewhere in permanent records [Item 1370(1)(b)] 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal nghts and accountability. 

Media Neutrality: Requested and Approved 

Item 1370(1)(b): National Transit Database Master Files 
Makes available m one place information on equipment, services, population served, 
customers, safety, secunty, fundmg, etc., for over 600 transit systems each year. 

Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: II 

*HIgh potential research value 
*Documents the national expenence 
*PrevlOusly approved as permanent [NCl-408-95-2, IB] 
*AdditionaljustIficatIon' provides evidence of the significant effects of Federal 
programs and actions on indrviduals, communities, and the natural and man-made 
environment, represents a valuable source of pubhc mass transit data for plannmg, 
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analysis, and investment decisions; provides umque information on mass transit 
systems In an accessible and mampulable format from 1978 to the present There are 
no restnctions on these records. 

Adequacy of Proposed Transfer Instructions: Adequate. 
Media Neutrality: Not requested 

Item 1370(1)(c)1: Summary and Trends Reports 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

"Hrgh potential research value 
*Addmonal justification: contams definitions, analyses, trends, and summanes not 
readily available elsewhere; provides evidence of the sigmficant effects of Federal 
programs and actions on individuals, communities, and the natural and man-made 
environment 

Adequacy of Proposed Transfer Instructions: Adequate 
Funds have been allocated to scan older reports, which are In hard copy, until they are 
all available electronically on the NTD website. There are no restnctions on these 
records. 

Media Neutrality: Requested and approved 

Item 1370(1)(c)2: Transit System Profiles 
These reports consist of tables and graphs created from information residing m the 
National Transit Database and made available to the public through the NTD website. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Captured elsewhere In permanent records [1370( 1)(b)] 
Adequacy of Proposed Retention Period(s): Adequate 

Adequate from the standpomt of legal nghts and accountability. 
Media Neutrality: Requested and Approved 

Item 1370(1)(d): National Transit Database Documentation 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

* Previously approved as permanent [NC1-408-95-2, l C]
 
*Additional Justification: needed to access and mamtain the database, which IS
 

permanent [137O(1)(b)]
 
Adequacy of Proposed Transfer Instructions: Adequate. 
Media Neutrality: Requested and approved 

Item 1370(2): Apportionment Books 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 
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*Captured elsewhere m permanent records (Federal Register notIces) 
Adequacy of Proposed Retention Period(s): Adequate. 

Adequate from the standpoint of legal nghts and accountability. Information IS 
captured elsewhere. 

Media Neutrality: Requested and Approved 

Items 1400(1) & 1400(3): Civil Rights General and Administrative Correspondence, 
Congressional Inquiries, Finance and Budget Reports, Strategic Plans, Briefing Papers 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value 
*Does not document significant actions of Federal officials 
*Other justification: Significant mformation IS captured in the program records of 
FTA's Civil Rights Division 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal nghts and accountability 

Media Neutrality· Requested and Approved 

Item 1400(2): Blank Civil Rights-Administered Program Forms 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Has httle or no research value 
*Does not document sigmficant actions of Federal officials 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal nghts and accountability. 

Media Neutrality: Requested and Approved 

Items 1410(1)(a), 1420(3), 1440(1): Civil Rights Compliance and Oversight Reviews 
Conducted by the Disadvantaged Busmess Enterprise (DBE), Amencans with 
Disabilities Act (ADA), and Title Vl/Environmental Justice (VVEJ) umts of the Civil 
Rights Office. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Does not document Significant actions of Federal officials.
 
*Other justificatIon. Reviews are discretIonary, cnteria on which transit systems are
 
assessed may vary, and only a few selected systems are evaluated each year Does not
 
provide a comprehensive overview of US mass transit systems across tune.
 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt of legal nghts and accountability. 

Media Neutrality: Requested and Approved 

Items 1410(1)(b), 1420(4): Civil Rights Compliance and Oversight Reviews Working 
Files 
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Mamtained by the Disadvantaged Business Enterpnse (DBE) and Amencans with 
Disabilities Act (ADA) units of the CIvil RIghts Office. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Does not document significant actions of Federal officials. 
*Other justification: SIgnificant information IScaptured m the final report or bmder 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt of legal rights and accountability. 

Media Neutrality: Requested and Approved 

Items 1410(2), 1420(1), 1430(1),1440(2): Civil Rights Complaint Investigation Files 
Received and conducted by the Disadvantaged Busmess Enterpnse (DBE), Amencans 
with Disabilities Act (ADA), Equal Employment Opportunity (EEO), and TItle 
Vl/Environmental Justice (VIIEJ) units of the CIvIl RIghts Office 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Does not document significant actions of Federal officials. 
Adequacy of Proposed Retention Period(s): Adequate. 

Adequate from the standpoint of legal nghts and accountability. Retention penods 
range from five to ten years, and are all longer than the four years stipulated in the 
GRS for EEO complamts, WhIChprovides a good guideline for CIVIlnghts-related 
complamts. 

Media Neutrality: Requested and Approved 

Items 1410(3) & 1410(4): DBE Annual Goals and Semi-annual Reports 
Information on the goals and reports on their achievement are entered mto the TEAM 
system. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Does not document sigmficant actions of Federal officials 
*Other justificatron: Information IS available electronically through the TEAM system 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt of legal nghts and accountability. 

Media Neutrality: Requested and Approved 

Item 1420(2)(a): ADA Letters of Finding 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

* Documents significant actions of Federal officials: sets precedents and demonstrates 
the development of policies and procedures for US mass transu systems, reflects the 
decision-making process 

Adequacy of Proposed Transfer Instructions: Adequate. 
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FTA will transfer one electromc copy to NARA at the end of each calendar year In 
order to ensure the regular and timely transfer of these permanent records to NARA. 
FTA staff and I agree that an annual transfer is necessary because office staff will only 
remember to transfer these records if It becomes part of their year-end procedures and 
ISperformed routinely every year. There are no restnctions on these records. 

Media Neutrality: Requested and approved 

Item 1420(2)(b): All Other Copies 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Captured elsewhere In permanent records [1420(2)(a)] 
Adequacy of Proposed Retention Period(s): Adequate. 

Adequate from the standpoint of legal rights and accountability, 
Media Neutrality: Requested and Approved 

Item 1430(2): Special Emphasis Program Records 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value 
*Does not document significant actions of Federal officials 
*Other justification: Information is aggregated by the DOT Office of Civil RIghts for 
reporting to the White House 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal rights and accountability. 

Media Neutrality Requested and Approved 

Item 1430(3): Requests for Funding 
Despite repeated requests from FTA's Office of CIvIl RIghts to desist, Matthew Lesko 
contmues to claim that the Office has unrestncted grant money to disburse. These 
records consist of correspondence from the public requesting funding. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Has little or no research value 
*Does not document significant actions of Federal officials 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal rights and accountability 

Media Neutrality: Requested and Approved 

Item 1440(3): Title VI Technical Assistance Records 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 
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*Other Justification: these records document the interpretation of the details of TItle 
VI regulations 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt of legal rights and accountability. 

Media Neutrality: Requested and Approved 

Item 1440(5): Title VI Policy Development Records 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Captured elsewhere in permanent records: TItle VI regulations 
Adequacy of Proposed Retention Period(s): Adequate. 

Adequate from the standpoint of legal rights and accountabihty, Background and 
workmg files relating to each revision are maintamed until they are superseded by the 
next revision 

Media Neutrality: Requested and Approved 

Item 1440(6)(a): Cooperative Agreements-Final Reports 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Additional justificauon: Provides evidence of the significant effects of Federal 
programs and actions on mdividuals, communities, and the natural and man-made 
environment 

Adequacy of Proposed Transfer Instructions: Adequate. 
NWCTC recommended that the Agency hold these records for five years before 
transfernng them to NARA in order to account for Pnvacy Act considerations 

Media Neutrality Requested and approved 

Items 1900(1)(a) & 1900(1)(b): Emergency Plan, Continuity of Operations Plan, and 
Testing Reports 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

* Documents significant actions of Federal officials: demonstrates the readmess of the 
Federal government to continue operations and provide essential services dunng and 
after any emergency, provides accountability to the Amencan pubhc 

Adequacy of Proposed Transfer Instructions: Adequate 
Paper records will be transferred to NARA five years after cutoff, when they are no 
longer needed by Agency staff for referemce. Because of the danger of loss through 
accident or obsolescence, FTA will transfer electronic copies to NARA Immediately 
after cutoff. 

Media Neutrality: Requested and approved 

OFFICE OF THE CHIEF COUNSEL 
This section of the report covers Senes 2000 to 2230, law and legal records. 

NARA 's web site IS http //www archives gov 



Item 2000(1): General Correspondence Files 
These records function as chron files for the Office, and consist of letters signed by the 
Chief Counselor Deputy Chief Counsel, which are filed elsewhere. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Other justification: Significant mformation IScaptured elsewhere in office records 
Adequacy of Proposed Retention Period(s): Adequate 

Adequate from the standpomt of legal rights and accountability 
Media Neutrality: Requested and Approved 

Item 2000(2): Transmittal Files 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

"Previously approved as temporary [NCl-408-80-1, 2100(1)(c)]
 
*Has httle or no research value
 
*Does not document significant actions of Federal officials
 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt of legal nghts and accountabihty. 

Media Neutrality: Requested and Approved 

Items 2010(1) & 2010(2): Opinion Records 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

* Documents significant actions of Federal officials 
*Additional Justification: demonstrates the development, interpretation, and 
enforcement of precedent-settmg transit-related rules and regulations with national 
Impact; provides evidence of Significant pohcy formulation; provides evidence of 
Significant pohcy formulation processes of the Government; documents decisions that 
set precedents; provides evidence of Federal deliberations, decisions, and actions on 
individuals, communities, and the natural and man-made environment 

Adequacy of Proposed Transfer Instructions: Adequate. 
Electromc records will be physically transferred to NARA five years after cutoff m 
order to prevent loss due to accident or obsolescence. However, legal custody will be 
transferred 30 years after cutoff m order to protect confidentiahty 

Media Neutrality: Requested and approved 

Item 2050(1): Records Pertaining to Legislation Involving FTA and Its Grantees 
Fmal decisions become pubhc records, files also mclude supportmg matenals. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 
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*Other justificanon: significant information IS captured elsewhere m legislation or 
pubhc notices 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal nghts and accountability. 

Media Neutrality. Requested and Approved 

Item 2050(2) & 2050(3): Legislative History and Reference Files 
Fmal deCISIOnsbecome public records; files also mclude supportmg matenals. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*PrevIOusly approved as temporary [NC 1-408-80-1] 
*Other justification most of the sigrnficant information IScaptured elsewhere; very 
little umque, sigruficant mformation compared to the volume, files are retamed for 
reference purposes only 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint oflegal nghts and accountability. 

Media Neutrality: Requested and Approved 

Item 2100(1): Rules Docket Working Files 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*SIgmficant mfonnation IScaptured elsewhere m permanent records [Item 2100(2)( a)] 
Adequacy of Proposed Retention Period(s): Adequate. 

Adequate from the standpomt of legal rights and accountability. 
Media Neutrality: Requested and Approved 

Items 2100(2)(a)1 & 2: Rulemaking Dockets Relating to Substantive Rules 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

* Documents sigmficant actions of Federal officials 
*PrevIOusly approved as permanent [NCl-408-80-1, 2100(1)(a)(1)] 
*Additional justification demonstrates the development of precedent -settmg transi t-
related rules and regulations with national impact; provides evidence of sigrnficant 
pohcy formulation processes of the Government; documents deCISIOnsthat set 
precedents, provides evidence of significant policy formulation; provides evidence of 
Federal dehberatrons, decisions, and actions on mdividuals, commumties, and the 
natural and man-made environment 

Adequacy of Proposed Transfer Instructions: Adequate. 
Electronic records will be physically transferred to NARA five years after cutoff m 
order to prevent loss due to accident or obsolescence. However, legal custody will be 
transferred 25 years after cutoff in order to protect confidentiality 

Media Neutrality· Requested and approved 
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Item 2100(2)(b): Unselected Rulemaking Dockets 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously approved as temporary [NCI-408-80-1, 2100(1)(a)(2)]
 
*Has httle or no research value
 
*Does not document significant actions of Federal officials
 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal nghts and accountability 

Media Neutrality: Requested and Approved 

Item 2130: Legal Interpretations Records 
Currently, these records consist pnmanly of email messages from transit system 
operators requesting clarification or mterpretation of the finer pomts of transit-related 
laws and regulations, and the response. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value 
*Does not document significant actions of Federal officials 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt of legal nghts and accountability 

Media Neutrality: Requested and Approved 

Items 2150(1)(a) & (b): Enforcement Records-Final Decision 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

* Documents sigmficant actions of Federal officials 
*Additional justification: demonstrates the enforcement of transit-related rules and 
regulations WIth national impact: provides evidence of Federal dehberations, 
decisions, and actions on individuals, commumties, and the natural and man-made 
environment 

Adequacy of Proposed Transfer Instructions: Adequate. 
Hard copy records will be transferred to NARA 20 years after cutoff, when they will 
no longer be needed for reference. Electronic records will be transferred to NARA 
imrnediately after cutoff m order to prevent loss due to accident or obsolescence. FTA 
staff and I agree that an annual transfer is necessary because office staff will only 
remember to transfer these records If It becomes part of their year-end procedures and 
ISperformed routmely every year. There are no restrictions on these records. 

Media Neutrality: Requested and approved 

Item 2150(2): All Other Records 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 
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"Sigmficant information IScaptured elsewhere m permanent records [Item 2150(1)] 
Adequacy of Proposed Retention Period(s): Adequate. 

Adequate from the standpoint of legal nghts and accountabihty 
Media Neutrality: Requested and Approved 

Item 2200(1), 2200(2), 2200(3) & 2200(4): Legal Records Relating to Contracts and 
Procurement 

These records comprise contract appeal bid protest files, correspondence regardmg 
contracts, debarment and suspension files, and third party procurement files. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has httle or no research value 
*Does not document significant actions of Federal officials 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal rights and accountability. 

Media Neutrality. Requested and Approved 

Items 2210(1) & 2210(2): Tort Claims and Personal Property Claims 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Previously approved as temporary [NC1-408-80-1] 
*Has httle or no research value 
*Does not document significant actions of Federal officials 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal nghts and accountabihty. 

Media Neutrality' Requested and Approved 

Items 2220(1)(a) & 2220(1)(b)l: Significant Litigation Case Files-Record Copies 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*HIgh potential research value 
*Documents significant actions of Federal officials 
"Previously approved as permanent [NC1-408-80-1, 2260(1)(a)] 
*Additional jusnfication: demonstrates the mterpretation and enforcement of transit-
related rules and regulations WIth national impact; provides evidence of SIgrufic ant 
pohcy formulation processes of the Government; documents deCISIOnsthat set 
precedents, provides evidence of Federal deliberations, deCISIOns,and actions on 
mdividuals, communities, and the natural and man-made environment; provides 
evidence of the significant effects of Federal programs and actions on individuals, 
communities, and the natural and man-made environment 

Adequacy of Proposed Transfer Instructions: Adequate. 
Hard copy records will be transferred to NARA 20 years after cutoff, when they WIll 
no longer be needed for reference Physical custody of electromc records will be 
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transferred to NARA immediately after cutoff in order to prevent loss due to accident 
or obsolescence, while legal custody will be transferred to NARA 20 years after cutoff 
m order to protect confidentiality. 

Media Neutrality: Requested and approved 

Item 2220(l)(b)2: Significant Litigation Case Files-Agency Copies 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Captured elsewhere in permanent records (See previous Item) 
Adequacy of Proposed Retention Period(s): Adequate. 

Adequate from the standpomt of legal rights and accountability 
Media Neutrality· Requested and Approved 

Item 2220(2): Personnel Actions 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Has little or no research value 
*Does not document significant actions of Federal officials 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal nghts and accountability 

Media Neutrality Requested and Approved 

Item 2220(3): Litigation Case Files-All Other Cases 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Previously approved as temporary [NC 1-408-80-1, 2260( 1)(b)]
 
*Has little or no research value
 
*Does not document significant actions of Federal officials
 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal nghts and accountability. 

Media Neutrality: Requested and Approved 

Items 2230(1) & 2230(2): ADA Coordination with DOJ Quarterly Meeting Records 
These meetmgs focus on ADA enforcement actions undertaken by DOJ agamst FTA 
grantees. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Other justificanon Record copies are maintamed by DOJ 
Adequacy of Proposed Retention Period(s): Adequate 

Adequate from the standpoint of legal nghts and accountability. 
Media Neutrality: Requested and Approved 

NARA 's web site IS http //www archives gov 



FINANCIAL MANAGEMENT 
ThIS section of the report covers Senes 2500 to 2730, financial management records. 

Items 2500(1)(a), 2500(1)(b), 2500(2), 2500(3)(a), 2500(3)(b), 2500(4), 2500(5), 2500(6)(a), 
2500(6)(b), 2510(1), 2510(2), 2510(3), 2520: Budget Records 

These records document the development, jusufication, and implementanon of FTA's 
annual budget Also included are audit and investigation files, and records relating to 
reimbursable agreements. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*PrevlOusly approved as temporary [NCI-408-80-1, except for 2510(2) and 2510(3),
 
which are newly scheduled]
 
*Routll1e housekeeping
 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal rights and accountability 

Media Neutrality: Requested and Approved 

Item 2610: Performance Accountability Reports 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value 
*Other justificanon. These records are denved from information available elsewhere 
111 FT A offices and are assembled 111 order to respond to inqumes from OST 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal rights and accountability, 

Media Neutrality: Requested and Approved 

Item 2700: Accounting Policy Files 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*PrevlOusly approved as temporary [NCI-408-80-1, 2700(1)]
 
*Has httle or no research value
 
*Other justification: These pohcies are not unique or precedent-settmg, but instead
 
conform to widely followed guidelines.
 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal nghts and accountability, 

Media Neutrality: Requested and Approved 

Items 2710(1)(b), 2710(2), 2710(3), 2710(4)(b): General Financial Records 
These records comprise duplicate copies of contractor files, interagency agreement 
files, financial statements, and travel files that are not mamtained by the office of 
record. 

Proposed Disposition: Temporary 
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Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Has little or no research value 
*Other justification: Record copies are maintamed by the Procurement Office or in 
GovTrip. 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal rights and accountability. 

Media Neutrality: Requested and Approved 

Item 2940(1): Grant Program Audit Files 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

"Previously approved as temporary [NC 1-408-80-1, 2940(1)] 
*Has httle or no research value 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal nghts and accountability, 

Media Neutrality: Requested and Approved 

Items 2940(2)(a)1 & 2: Triennial Reviews 
FTA ISrequired to perform an oversight review and evaluation of every transit system 
which recerves Federal funding at least once every three years. ThIS review assesses 
each system's performance in meetmg applicable statutory and adrmmstrative 
requirements m specific areas, such as safety and secunty, planmng, financial and 
legal controls, drug and alcohol testing, programs such as Buy Amenca and Charter 
Bus, pubhc comment processes, and CIVIlrights-mandated programs such as DBE, 
EEO, and ADA. Each review includes a detailed descnption and analysis of each 
transit system, mcluding members, commumties and populations served, equipment, 
routes, fees, major past and upcommg projects, and future plans. 

Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*HIgh potential research value 
*Documents the national expenence 
*Related to other permanent records: Along WIth the master files of the Nanonal 
Transit Database [1370(l)(b)] and the Summanes and Trends Reports [1370(1)(c)1], 
these records furnish a nearly complete overview of the nation's mass transit system 
by providmg detailed descnptions of over 600 American mass transit systems. 
*Additional justification: contnbutes substantially to knowledge and understandmg of 
the people and communities of our nation 

Adequacy of Proposed Transfer Instructions: Adequate 
Hard copy records WIll be transferred to NARA ten years after cutoff, when they will 
no longer be needed for reference. Custody of electromc records will be transferred to 
NARA immediately after cutoff In order to prevent loss due to accident or 
obsolescence. FTA staff and I agree that an annual transfer ISnecessary because office 
staff will only remember to transfer these records If it becomes part of their year-end 
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procedures and IS performed routmely every year There are no restrictions on these 
records. 

Media Neutrality: Requested and approved 

Items 2940(2)(b), 2940(2)(c), 2940(2)(d), 2940(2)(e), 2940(2)(f), 2940(2)(g), 2940(2)(h), 
2940(2)(i): Grant Oversight Reviews 

These records compnse the followmg oversight reviews: State Management Review, 
Fmancial Management Review, Fmancial Capacity Assessment Review, Procurement 
Review, Safety and Security Review, Project Management Oversight Reports, Drug 
and Alcohol Audit, and Civil Rights Review. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Other Justification: Each report focuses on the details of one aspect of the vanous 
rules and regulations governmg mass transit systems which receive Federal fundmg, 
and whether the systems are in comphance. Only selected systems are reviewed each 
year Therefore these reviews do not provide histoncally significant information 
useful to document the national expenence or to serve as a source for future research 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt of legal nghts and accountabihty 

Media Neutrality· Requested and Approved 

PERSONNEL RECORDS 
ThIS section of the report covers Traming Records, Senes 3100, and Personnel Management 
Records, Senes 3200 to 3600. 

Items 3100(1) & 3100(2)(a): Training Program Instructional Materials 
These files include training manuals and directives as well as supportmg matenals 
such as correspondence, reports, and schedules created by FT A for internal trammg 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

"Previously approved as temporary [NCl-408-80-l, 3100(1) and 3100(2)(a)] 
*Has little or no research value 
*Does not document significant actions of Federal officials 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt of legal nghts and accountabihty 

Media Neutrality: Requested and Approved 

Item 3100(2)(b): Training Manuals and Directives-All Other Copies 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Other justificanon: These are duphcates; Important information IScaptured m Item 
3100(2)(a) 

Adequacy of Proposed Retention Period(s): Adequate. 

NARA 's web site IS http //www archives gov 



Adequate from the standpomt of legal rights and accountability. 
Media Neutrality. Requested and Approved 

Item 3100(3): Individual Employee Training Files 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

"Prevrously approved as temporary [NC 1-408-80-1, 3100(3)]
 
*Has little or no research value
 
*Does not document significant actions of Federal officials
 

Adequacy of Proposed Retention Period(s): Adequate 
Adequate from the standpoint of legal nghts and accountability, 

Media Neutrality Requested and Approved 

Items 3200(2), 3200(3), 3300(1)(b), 3300(4)(b), 3310, 3500(1), 3500(2): Personnel 
Management Records 

These records pertain to the routme hiring and management of personnel, and mclude 
personnel management project case and workmg files, offers of temporary or excepted 
appomtments declined, copies of promotion plan announcement files, reemployment 
right files, and record and duplicate copies of position descnptions, not covered by the 
GRS. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Routme housekeepmg
 
"Previously approved as temporary [NC 1-408-80-1]
 
*Has little or no research value
 
*Does not document significant actions of Federal officials
 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt of legal nghts and accountability. 

Media Neutrality: Requested and Approved 

GRANT PROGRAM RECORDS 
This section of the report covers Senes 3100 to 9000. 

Items 4800(2) & 4800(3): Managerial Training Program Grant Project Case and 
Control Files 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously approved as temporary [NC 1-408-80-1, 4800(2) & (3)]
 
*Has httle or no research value
 
*Does not document significant actions of Federal officials
 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal nghts and accountability 

Media Neutrality: Requested and Approved 

NARA 's web site IS http //www archives gov 



Items 4900(2), 4900(3), 4900(5)(b): University Research and Training Grant Records 
These records mclude project case and control files, as well as duphcate copies of the 
final reports and studies, 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

"Previously approved as temporary [NC 1-408-80-1] 
*Sigmficant information is captured elsewhere in pennanent records [4900(5)(a)] 

Adequacy of Proposed Retention Period(s): Adequate 
Adequate from the standpomt of legal rights and accountability. 

Media Neutrality. Requested and Approved 

Item 4900(5)(a): University Research and Training Grant Final Products-Record 
Copy 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

"Htgh potential research value 
*Previously approved as permanent [NC 1-408-80-1, 4900(5)( a)] 
"Addrtronal justrfication: provides evidence of the sigmficant effects of Federal 
programs and actions on mdividuals, communities, and the natural and man-made 
environment 

Adequacy of Proposed Transfer Instructions: Adequate. 
Hard copy records will be transferred to NARA ten years after cutoff, when they will 
no longer be needed for reference. Custody of electroruc records will be transferred to 
NARA immediately after cutoff in order to prevent loss due to accident or 
obsolescence and to ensure the regular and timely transfer of these permanent records 
to NARA. FTA staff and I agree that an annual transfer is necessary because office 
staff will only remember to transfer these records if It becomes part of their year-end 
procedures and is performed routinely every year. 

Media Neutrality: Requested and approved 

Items 6100(1) & (2): Research and Development Grant Records 
These records mclude project case, workmg, and control files 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*PrevlOusly approved as temporary [NCI-408-80-1, 6100(2)] 
*Sigmficant mformanon IS captured elsewhere m permanent records [6100(3)(a)] 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal nghts and accountability, 

Media Neutrality: Requested and Approved 

Item 6100(3)(a): University Research and Training Grant Final Products-Record 
Copy 
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Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

"Htgh potential research value
 
*Documents sigmficant actions of Federal officials
 

Adequacy of Proposed Transfer Instructions: Adequate. 
Hard copy records will be transferred to NARA ten years after cutoff, when they will 
no longer be needed for reference. Custody of electronic records WIll be transferred to 
NARA Immediately after cutoff in order to prevent loss due to accident or 
obsolescence and to ensure the regular and timely transfer of these permanent records 
to NARA. FT A staff and Iagree that an annual transfer ISnecessary because office 
staff will only remember to transfer these records if it becomes part of their year-end 
procedures and ISperformed routinely every year. 

Media Neutrality: Requested and approved 

Item 6100(3)(b): Research and Development Grant Project Final Products-All Other 
Copies 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Sigmficant information IScaptured elsewhere in permanent records [6100(3)(a)] 
Adequacy of Proposed Retention Period(s): Adequate. 

Adequate from the standpomt of legal rights and accountability 
Media Neutrality' Requested and Approved 

Item 7100(1)(a): Final Environmental Impact Statements 
These statements are forwarded to the Environmental Protection Agency, WhICh 
pubhshes them m the Federal Register, and is responsible for their permanent 
retention 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Captured elsewhere m permanent records (Nl-412-99-2, Item la) 
Adequacy of Proposed Retention Period(s): Adequate. 
Media Neutrality· Requested and approved 

Item 7100(1)(b): Technical Support Reports, Documents, and Background Materials 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Sigmficant information IScaptured elsewhere in permanent records [7100(1)(a)] 
Adequacy of Proposed Retention Period(s): Adequate. 

Adequate from the standpomt of legal nghts and accountability. 
Media Neutrality: Requested and Approved 
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Items 7100(2)(a), 7100(2)(b), 7100(3): Environmental Assessments and Documented 
Categorical Exclusions 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Has little or no research value: These reviews are conducted for small projects that 
do not have sigmficant or national Impact 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt of legal rights and accountability. 

Media Neutrality: Requested and Approved 

Item 7100(4): FHWAIFTA Joint procedures and Guidance 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value 
*Other justification: significant information ISpublished in the Federal Register 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt of legal nghts and accountability. 

Media Neutrality Requested and Approved 

Items 7200(1), 7200(2)(a), nOO(2)(d): Transportation Planning Oversight Records 
These records mclude chronological correspondence files, and project files, reports to 
Congress, and guidance relating to the New Starts/Small Starts program 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

"Stgrnficant mformation is captured elsewhere m permanent records [7200(2)(c), 
7200(3)(b)] 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt of legal rights and accountability. 

Media Neutrality: Requested and Approved 

Item 7200(2)(b): New Starts/Small Starts Projects Not Undertaken 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Has httle or no research value 
Adequacy of Proposed Retention Period(s): Adequate. 

Adequate from the standpoint of legal nghts and accountability 
Media Neutrality: Requested and Approved 

Items 7200(l)(c), 7200(3)(b), nOO(3)(e)la, nOO(3)(e)lb: Reports and Deliverables 
These records consist of New Starts and other reports to Congress, as well as 
Metropolitan/Statewide Planning dehverables and Certification Reports. 

Proposed Disposition: Permanent 
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Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

"Htgh potential research value 
*Documents sigruficant actions of Federal officials 
*Documents the national experience 
*Other justification: provides evidence of the significant effects of Federal programs 
and actions on individuals, communities, and the natural and man-made environment 

Adequacy of Proposed Transfer Instructions: Adequate. 
Because of the danger of loss through accident or obsolescence, FT A will transfer one 
electromc copy to NARA annually after cutoff year m order to ensure the regular and 
timely transfer of these permanent records to NARA. FTA staff and I agree that an 
annual transfer ISnecessary because office staff will only remember to transfer these 
records If It becomes part of their year-end procedures and ISperfonned routmely 
every year. There are no restrictions on these records 

Media Neutrality' Requested and approved 

Items 7200(2)(e) & 7200(3)(c): Transportation Planning Guidance 
These records consist of New Starts/Small Starts guidance and instruction manuals, 
and the Metropolitan/Statewide Plannmg Certification Review Handbook. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has httle or no research value: these records provide how-to mstructions and are 
only of value until they are superseded 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt oflegal nghts and accountability. 

Media Neutrality: Requested and Approved 

Item 7200(3)(a): Metropolitan/Statewide Planning Project Files 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

"Srgmficant mformation IScaptured elsewhere in permanent records [7200(3)(b), 
7200(3)(e)] 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal nghts and accountability. Because projects can 
be reauthonzed, FTA needs to keep these records for 15 years. 

Media Neutrality: Requested and Approved 

Items 7200(3)(d)1 & 2: Metropolitan/Statewide Planners Seminar 
These semmars provide internal trammg and networkmg opportumties for FTA 
Metropolitan/Statewide Plannmg program staff. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value 
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*Does not document significant actions of Federal officials 
Adequacy of Proposed Retention Period(s): Adequate. 

Adequate from the standpomt of legal nghts and accountability. 
Media Neutrality· Requested and Approved 

Item 7200(3)(e)2: Certification Review Database Master Files 
This database was developed for FTA's own mternal research and analysis m order to 
exercise its oversight and stewardship of the program through the use of diagnostics 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Captured elsewhere in permanent records [7200(e)la & b]
 
*Other justification: does not provide additional access to the Certification Reports
 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt of legal nghts and accountabihty. ThIS database was 
recently developed, and only contams the data for one four-year cycle The staff do 
not yet know how long the data WIll be useful and therefore cannot predict how far 
back they WIll need to refer to them. They understand that they cannot delete records 
from the database unless they are authorized to do so by a records schedule whrch has 
been approved by NARA, and have promised to notify their records officer If and 
when they can make that determmation. In the meantime, they WIsh to ret am all data 

Media Neutrality: Not Requested 

Items 7200(3)(e)3 & 4: Certification Review Database Outputs and Documentation 
See preVIOUSItem. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*Other Justification: these records are only needed for reference or until they are 
superseded or obsolete 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint of legal nghts and accountabihty. 

Media Neutrality: Not Requested 

Item 8100(1): Technical Studies Grant Project Files 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

"Stgmficant mformation is captured elsewhere in permanent records [8100(4)(a) & 

(b)] 
Adequacy of Proposed Retention Period(s): Adequate. 

Adequate from the standpoint of legal rights and accountability 
Media Neutrality. Requested and Approved 

Items 8100(2) & 9000(3): Grant Control Files 
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These records relate to Technical Studies Grants and Capital and Operatmg ASSIstance 
Grants. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously approved as temporary [NCl-408-80-1, 8100(2) & 9000(3)] 
*Has httle or no research value 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpoint oflegal nghts and accountability. 

Media Neutrality: Requested and Approved 

Item 8100(4)(a) & (b): Technical Studies Grant Final Products 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropnate 
Appraisal Justification: 

*High potential research value 
*Additional justification: provides evidence of the significant effects of Federal 
programs and acnons on mdrviduals, communities, and the natural and man-made 
environment 

Adequacy of Proposed Transfer Instructions: Adequate. 
Hard copy records will be transferred to NARA seven years after cutoff, when they 
WIll no longer be needed for reference. Custody of electromc records WIll be 
transferred to NARA immediately after cutoff in order to prevent loss due to accident 
or obsolescence and to ensure the regular and timely transfer of these permanent 
records to NARA FTA staff and I agree that an annual transfer is necessary because 
office staff will only remember to transfer these records if It becomes part of their 
year-end procedures and IS performed routmely every year. 

Media Neutrality: Requested and approved 

Items 9000(1)(a), 9000(1)(b)1, 9000(1)(b)2: Capital and Operating Assistance Grant 
Case Files 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

"Srgmficant mformation is captured elsewhere in permanent records [Tnenmal 
Reviews, 2940(2)(a)1 & 2] 

Adequacy of Proposed Retention Period(s): Adequate. 
Adequate from the standpomt of legal nghts and accountability. 

Media Neutrality: Requested and Approved 
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-Enhance the quality, unhty, and 
clanty of the mforrnation to be 
collected. and 

-Mmlmlze the burden of the collection 
of information on those who are to 
respond, mcludmg through the use of 
appropriate automated, electronic. 
mechanical. or other technological 
collection techniques or other forms 
of information technology. e g . 
perrmttmg electronic submission of 
responses 
Overview of this Information 

Collection 
(1) Type of Information Collection 

Extension of a currently approved 
collection 

(2) Title of the Form/Collection, 
Records and Reports of Registrants 

(3) Agency form number, If any, and 
the applicable component of the 
Department of [ustice sponsormg the 
collection 

Form Number None 
Office of DIverSIOn Control. Drug 

Enforcement Adnumstration, United 
States Department of [ustice 

(4) Affected public who will be asked 
or required to respond, as well as a brief 
abstract 

Pnmary Busmess or other for-profit 
Other Not-for-profit institutrons. 

federal government. state. local or tnbal 
government 

Abstract This information IS needed 
to rnamtam a closed system of 
distnbution by requmng the individual 
practitioner to keep records of the 
dispensing and admimstration of 
controlled substances 

(5) An estimate of the total number of 
respondents and the amount of time 
estimated for an average respondent to 
respond DEA estimates that 103,000 
respondents. With 103.000 responses 
annually to this collection DEA 
estimates that It takes 30 minutes per 
year for each practitioner to mamtain 
the necessary records 

(6) An estimate of the total public 
burden (in hours) associated With the 
collection ThIS mformation collection 
creates an annual burden of 51,500 
hours 

If addltIonallllformatIOn IS required 
contact Lynn Bryant. Department 
Clearance- Officer, United States 
Department of [ustice, Justice 
Management DIVISIOn, Policy and 
Plannmg Staff, Patrick Henry Building, 
SUite 1600, 601 D Street NW . 
Washmgton. DC 20530 

Dated February 26. 2008 

Lynn Bryant, 
Department Clearance Offlcer. PM. 
Department of [usttce 

[FR Doc E8-3955 Filed 2-29-08. 8 45 am] 
BILLING CODE 441()-{)9-P 

NATIONAL ARCHIVES AND RECORDS 
ADMINISTRATION 

Records Schedules; Availability and 
Request for Comments 

AGENCY: National Archives and Records 
Adnunistration (NARA) 
ACTION. Notice of availability of 
proposed records schedules. request for 
comments 

SUMMARY The National Archives and 
Records Adrmrnstration (NARA) 
publishes notice at least once monthly 
of certam Federal agency requests for 
records disposition authority (records 
schedules) Once approved by NARA, 
records schedules provide mandatory 
instructions on what happens to records 
when no longer needed for current 
Government business They authorize 
the preservation of records of 
contmumg value III the National 
Archives of the United States and the 
destruction, after a specified period, of 
records lackmg adrmmstratrve, legal. 
research, or other value Notice IS 
published for records schedules III 

which agencies propose to destroy 
records not previously authonzed for 
disposal or reduce the retention penod 
of records already authonzed for 
disposal NARA invites public 
comments on such records schedules, as 
required by 44 USC 3303a(a) 
DATES: Requests for copies must be 
received III wntmg on or before Apnl 2, 
2008 Once the appraisal of the records 
IS completed, NARA WIll send a copy of 
the schedule. NARA staff usually 
prepare appraisal memorandums that 
contain additional IIIforman on 
concernmg the records covered by a 
proposed schedule These, too, may be 
requested and will be provided once the 
appraisal IS completed Requesters will 
be gIven 30 days to submit comments 
ADDRESSES: You may request a copy of 
any records schedule identified III this 
notice by contacting the Life Cycle 
Management DIVISIOn (NWML) USll1g 
one of the followmg means. 

MOll NARA (NWML), 8601 Adelphi 
Road. College Park, MD 20740-6001 

Esmai! requestschedule@nara gay
FAX 301-837-3698 
Requesters must cite the control 

number, which appears m parentheses 
after the name of the agency which 
submitted the schedule. and must 
provide a mailing address Those who 
desire appraisal reports should so 
indicate III their request 
FOR FURTHER INFORMATION CONTACT: 
Laurence Brewer. Director, Life Cycle 
Management DIVISIOn (NWML). 
National Archives and Records 
Adrmrnstranon, 8601 Adelphi Road, 

College Park, MD 20740-6001 
Telephone 301-837-1539 E-mail 
records mgt@nara gOY 

SUPPLEMENTARY INFORMATION Each year 
Federal agenCies create bilhons of 
records on paper, film. magnetic tape, 
and other media To control this 
accumulation, agency records managers 
prepare schedules proposmg retention 
penods for records and subrmt these 
schedules for NARA's approval, USlllg 
the Standard Form (SF) 115. Request for 
Records Disposition Authonty These 
schedules provide for the timely transfer 
mto the National Archives of 
historically valuable records and 
authorize the disposal of all other 
records after the agency no longer needs 
them to conduct ItS bus mess Some 
schedules are comprehensive and cover 
all the records of an agency or one of Its 
major subdivisions Most schedules. 
however, cover records of only one 
office or program or a few senes of 
records Many of these update 
previously approved schedules. and 
some include records proposed as 
permanent 

No Federal records are authorized for 
destruction WIthout the approval of the 
Archivist of the United States ThIS 
approval IS granted only after a 
thorough consideration of their 
adrmrnstrative use by the agency of 
ongm, the fights of the Government and 
of private persons directly affected by 
the Government's activities. and 
whether or not they have historical or 
other value 

Besides identrfymg the Federal 
agencies and any subdivisions 
requestmg disposition authority. this 
public notice lists the organizational 
unrtls) accumulating the records or 
mdicates agency-wide apphcabihty III 

the case of schedules that cover records 
that may be accumulated throughout an 
agency This notice provides the control 
number assigned to each schedule, the 
total number of schedule Items, and the 
number of temporary Items (the records 
proposed for destruction) It also 
mcludes a brief description of the 
temporary records The records 
schedule Itself contams a full 
descnption of the records at the file unit 
level as well as their disposition If 
NARA staff has prepared an appraisal 
memorandum for the schedule. It too 
mcludes information about the records 
Further information about the 
disposition process IS available on 
request 

Schedules Pendmg 

1 Department of the Army. Agency-
Wide (N1-AU-03-18, 2 Items, 2 
temporary Items) Master files and 
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outputs associated with an electronic 
mforrnation system used to rate Army 
installations against established 
standards 111 three functional areas 
infrastructure, environment, and 
services Data includes names of 
installations, functional areas, 
categones, and quahty and quantity 
ratings assigned to each functional area 

2 Department of Defense, Army and 
Air Force Exchange Service (Nl-334-
08-1.4 Items, 4 temporary Items) 
Cnmmal mvestigation report files, 
mcludmg mterviews, cover sheets, 
transmittal sheets, hsts of property 
stolen or recovered, recommendations 
for actions, and similar records 

3 Department of Defense, Office of 
Inspector General (Nl-509-07-2, 3 
Items, 2 temporary Items) Records 
relatmg to cnrrunal investigations 
polygraph examination files The files 
mclude graphic recordings (charts) of a 
subject's physiological reactions to a 
line of questions and copies of the 
questions asked by the examiner 
Proposed for permanent retention are 
polygraph frles relating to cnmmal 
investigation case files involving 
sigruficant cnmes 

4 Department of Defense, Office of 
the Secretary of Defense (N1-330-08-5, 
2 Items, 2 temporary Items) System 
master hie and outputs associated with 
an electronic information system used 
to configure Department of Defense 
identification credentials to meet local 
bus mess needs The files contain 
personnel identification data to include 
name, gender, height, weight, eye color, 
place and date of birth, photograph, lflS 
scans, and fmgerprmts 

5 Department of Homeland Security. 
Headquarters (N1-563-08-2, 6 Items, 6 
temporary Items) Nondisclosure 
agreements signed by agency personnel 
and contractors with access to sensitive 
information This schedule authorrzes 
the agency to apply the proposed 
disposrtion instructions to any 
recordkeepmg medium 

6 Department of Homeland Secunty, 
Office of Intelligence and Analysis (Nl-
563-07-16,7 Items, 6 temporary Items) 
Records consisting of declassification 
request files, dissenunation hsts for 
mtelhgence products, reports contammg 
raw, unevaluated mtelligence, requests 
for information hies, situation 
awareness reports, and workflow 
tracking systems Proposed for 
permanent retention are recordkeepmg 
copies of fmished mtel hgence reports 
case files This schedule authorizes the 
agency to apply the proposed 
disposmon instructions to any 
recordkeepmg medium 

7 Department of Housing and Urban 
Development, Government National 

Mortgage ASSOCiatIOn (N1-207-07-3, 17 
Items, 13 temporary Items) Program 
operations files, records documentmg 
the Issuance, servlcmg, and oversight of 
guaranteed securities. publicity frles, 
and other related records Proposed for 
permanent retention are recordkeepmg 
copies of the annual report and the hies 
of the corporate secretary, president, 
and executive vice-president This 
schedule authonzes the agency to apply 
the proposed disposmon instructions 
for temporary records to any 
recordkeepmg medium 

8 Department of the Interior. Bureau 
of Reclamation (Nl-115-08-1, 2 Items, 
2 temporary Items) Master hies and 
supporting documentation for an 
electronic information system used to 
support the financial billing process and 
engmeering project management 

9 Department of the Interror, Bureau 
of Reclamation (N1-115-08-2, 4 Items, 
4 temporary Items) Master files. mputs, 
outputs, and system documentation for 
an electronic information system used 
to track agency comphance with the 
Americans With Disabilities Act and 
other programs related to facility 
accessibility Improvements 

10 Department of Justice, Bureau of 
Prisons (N1-129-07-13, 1 Item, 1 
temporary Item) Regional Safety 
Adrmmstrator's hies related to 
workman's compensation This 
schedule authorizes the agency to apply 
the proposed disposmon instructions to 
any recordkeepmg medium 

11. Department of Iustice, Federal 
Bureau of Investigation (N1-65-08-5. 1 
Item, 1 temporary Item) This schedule 
requests authority to destroy cases 29C-
SL-185340, 29J-SL-187240, and 29K-
SL-187135, which pertain exclusively 
to the investigation of the captioned 
individual This request responds to a 
Federal Pre-Trial Diversion Program 
court order to delete the records of the 
captioned individual 

12 Department of the Navy, United 
States Manne Corps (N1-NU-07-14, 8 
Items, 8 temporary Items) Master flies 
and fmancial and quarterly reports of an 
electronic information system relating to 
food management, mcluding 
requisitions. storing. preparmg, servmg, 
and accountmg for subsistence supplies 
This schedule authorizes the agency to 
apply the proposed disposition 
instructions to any recordkeepmg 
medium except for master flies 

Pi~3"Department of Transportation, 
Federal Transit Adrrumstration (Nl-
408-05-1, 181 Items, 136 temporary 
Items) Records relatmg to program 
adrmrustration, CIVil rights program. 
legal, rulemaking, interpretation, and 
enforcement, budget and accountmg, 
personnel management and training. 

and award and management of grants 
Proposed for permanent retention are 
recordkeepmg copies of high-level 
mission-related correspondence, 
biographies. and speeches, 
organizauonal plannmg hies, records of 
advisory, mteragency, and international 
committees sponsored by the agency, 
press releases, bnefmg books and 
papers, digital photographs, 
publications. directives, conference 
proceedmgs, legal opmions and 
interpretations, substantive rulemakmg 
dockets, enforcement action records and 
htrgation hies, reports and reviews, and 
the fmal reports, studies, or products of 
grants awarded for transit-related 
research, development, or trammg Also 
scheduled for permanent retention are 
the master files of an electronic 
information system that contams 
mforrnauon on every U S federally-
funded urban mass transit system and 
documentation needed to mamtam and 
access the files This schedule 
authorizes the agency to apply the 
proposed disposition instructions to any 
recordkeepmg medium 

14 Department of the Treasury, 
Financial Cnmes Enforcement Network 
(Nl-559-07-1, 14 Items, 8 temporary 
Items) Files of the Office of the Chief 
Counsel, which provides mterpretations 
of regulations mandated by the Bank 
Secrecy Act and U S. Codes Included 
are correspondence, legal and legislative 
background and precedent-setting 
mforrnation, and ad hoc reports from 
the partner nations on the international 
unuatives to counter money laundenng 
Proposed for permanent retention are 
recordkeepmg copies of memoranda of 
understanding and interagency 
agreements, central subject hies, and 
regulatory files 

15 Department of the Treasury, 
Internal Revenue Service (N1-58-08-8, 
4 Items, 4 temporary Items) Inputs, 
master files, outputs, and system 
documentation for an electronic 
information system used for securing 
consent from external Job applicants to 
disclose tax-related information for 
employment SUitability 

16 Department of the Treasury, Office 
of the Comptroller ofthe Currency (Nl-
101-08-1,5 Items, 5 temporary Items) 
Master hies, inputs. system 
documentation, and mvestigatrve case 
files of the Bank Fraud Information 
System This schedule authorizes the 
agency to apply the proposed 
disposition instructions to any 
recordkeepmg medi um 

17 Environmental Protection Agency, 
Headquarters (N1-412-07-13, 2 Items, 1 
temporary Item) This schedule 
authorrzes the agency to apply the 
existmg disposition instructions to 
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Comments on N 1-408-05-0 I 

It appears that there ISa typographical error on page 7 of 64 first Items on top of page the 0 (G 
authority NCI-408-80-01, 1110 (I)(a)~ should be I~IO Likewise for Item (b)2 and (c)2 Item 
1210 deals with Executive Information Records and Item 1110 deals with Committee 0""-
Management and Conference Records 

2	 The disposinon for Item 1240 specifically mentions "CD-ROM" as a transfer medium None of 
the other disposmon mstructions mention "CD-ROM" Considering DVDs and technological o'{--
advance, It might be better not to mention a specific medium and use the more genenc language 
from other permanent Items In the schedule 

3	 Series 1900 ( I )(a and b) Do COOP plans and test result reports really warrant permanent 1'('1" m -
retention'} Are there questions relanng to DHS Issues of classified material? See 6- ~S I <is' 1=t-e VVJ 

d-{ ~ 
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Rebecca Fitzgerald - Re: Nl-408-0S-1, DOT/FTA 

From: Rebecca Fitzgerald 

To: Compton, Addie 

Date: 2/26/20088:11 AM 

Subject: Re: Nl-408-05-1, DOT/FTA 
-- - -- ---- -- ---------

HI Addle, 

Attached ISyour memo regarding the above schedule. I added my responses In red. If you stili have questions, 
please give me a call and we can discuss. 

Thank you again for the careful review, Addie' I really appreciate It. 

Rebecca 

»> Addle Compton 1/31/20083:51 PM »> 
Rebecca, 

I've attached It In Word. I look forward to speaking with you later on In February' Addle 

Addle M. Compton 
Archivist 
Washington National Records Center 
301-778-1650 
addle.comRton@nara.gov 

»> Rebecca Fitzgerald 1/31/20083:27 PM »> 
HI Addle, 

I received your comments/questions today and wanted to let you know that Iwill go over them and try to get 
back to you the week of Feb. 11. I have to teach a two-day class next week and give a presentation, so I know 
Iwon't be able to get to It before that. 

I really appreciate your careful review' You must have the patience of a saint. 

I do have one request. Do you have that document saved In Word? If you do, could you send It to me so that I 
can embed the answers? It will be easier to read In the dossier, 

Thank you' 
Rebecca 

file lie \Documents and Settmgs'Rf'itzger'Local Settmgs\Temp\GW}OOOOl HTM 2/26/2008 
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Nl-408-05-1 SHU Comments 

To: Rebecca Fitzgerald 

From: Addle Compton 

Overall the FT A's comprehensive schedule looks quite good - very coherent and easy to 
follow. (I like that in a manuall) I have a few specific concerns, mostly about Items that 
do not seem to be truly new items. 

Thanks, Addle! See below. If these answers aren't satisfactory, give me a call (X70409) 

• Item 1210(1)(a)(1) Press Releases - Record Copy. Are these records now in an 
electronic format? I suggest a more explicit disposition, such as "transfer to NARA 1 
year after cutoff in accordance with 36 CFR 1228.270." I have the same concerns with 
Items 1210(1)(b)(1), 1210(1)(c)(1), 1220(1), 1320(1)(a), 

I am not sure what the problem is here. Yes, these are all now electromc, this is noted in 
the schedule, and the disposition for every series you've cited here stipulates that transfer 
should be made after cutoff in accordance with 36 CFR 1228.270. The records officer 
and staff at FTA all agree that, unless transfer takes place immediately after cutoff, rather 
than say, one year later or five years later, the staffwill never remember to do it. That is 
why the instructions say to transfer immediately after cutoff and not 1 year or 5 years 
later. If there's some other issue, give me a call and we can discuss. 

• Item 1230, Visuals, Exhibits, and Graphics Records - Exhibit Matenals IS 
descnbed as a new Item. It seems to me that a predecessor might be 1730( 1). Also, is 
FTA revising the old 1230 "Public Release Records" section in the manual? 

I don't have FTA's manual; all I have is a copy of the 1980 schedule, NCI-408-80-1. In 
that schedule, 1730 just lists two series: visual services files (which includes artwork, 
Illustrations for publications, etc.), and visual services work order files. Neither can be 
applied to Item 1230, WhIChcovers exhibit materials exclusively. 

Regarding old 1230, FTA's FOIA officer told me to use the GRS for these records. If the 
old 1230 section adhered to the GRS, then no, it's not a revision. Ifit didn't, then it is. 
These are now in 1330 and 1340. 

• Item 1240 "Photo Gallery of transit projects" does not seem different from the old 
item 1740, "Photography" records except for being presented on the FTA's website. 

This Item is kind of a combination of 1740 (1) and (2) and does supersede those items on 
the old schedule. I'll make that change. 



• I noticed that the new item 2000( 1) "Law and Legal Records-General 
Correspondence Files" indicates destroy after 25 years while the old manual Item 2000( 1) 
was destroy after 1 year. While one year might be hasty, 25 years seems a bit long. 
However, If FTA has a business need to keep these records that long, I am agreeable. 

The office wanted to make these files permanent, as they contam a copy of every letter 
signed by the Chief Counselor Deputy Chief Counsel. They function as a chron file and 
finding aid for correspondence relating to significant issues handled elsewhere in the 
office. I looked through a couple ofthe binders and am actually still debating WIth 
myself as to whether they are permanent or not, but at the agency level I leaned towards 
temporary, not permanent. Lawyers like to be able to go back over many years to see 
what they've said and done, and why, so the young lady who was m charge on these 
binders thought 25 years would be a safe retention period. 

• Item 2500(3)(a) "Budget Records-Record Copies" also indicates destroy after 25 
years. The old manual Item, also 2500(3)(a), was destroy after 10 years. Again, It is 
necessary to keep budget records this long? 

The head of the office requested the change from 10 to 25 years, but Idon't know why. 
It took her over a year to even send the changes back to me, so I'm inclined to just let it 
go. 

• Item 6100(1) has a typo - the precedmg schedule should be NC 1-408-80-1, 
6100(1), not 6100(2). 

Thanks! 

NR caught some other typos: p. 7, first item should refer to 1210 not 1110, and same for 
(b)2 and (c)2. 

• Item 7100(l)(a) "Final Environmental Impact Statements" may not be permanent. 
I worked on a schedule for the Federal Railroad Administranon where these statements 
came up. I learned that the EPA is responsible for collecting, holding and transferring to 
NARA a record copy of every Environmental Impact Statement from every federal 
agency. Henry Wolfinger was my source for this information. 

Thanks for the information, Addie. Henry was able to point me to the appropriate EPA 
schedule, which I've cited in the appraisal memo. I looked all over the EPA website, and 
couldn't find anything, but I never thought to ask Henry. I changed the disposition to 
temporary. 
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Nl-408-0S-1 SHU Comments 

To Rebecca Fitzgerald 

From Addie Compton 

Overall the FTA's comprehensive schedule looks quite good - very coherent and easy to 
follow. (I like that in a manual') I have a few specific concerns, mostly about items that 
do not seem to be truly new items. 

• Item 1210(1 )(a)(1) Press Releases - Record Copy Are these records now in an 
electronic format? I suggest a more explicit disposition, such as "transfer to NARA 1 
year after cutoff in accordance with 36 CFR 1228 270." I have the same concerns with 
Items 1210(1)(b)(1), 1210(1)(c)(1), 1220(1), 1320(1)(a), 

• Item 1230. Visuals, Exhibits, and Graphics Records - Exhibit Materials IS 
descnbed as a new Item. It seems to me that a predecessor might be 1730( 1) Also, IS 
FTA revising the old 1230 "Public Release Records" section 111 the manual? 

• Item 1240 "Photo Gallery of transit projects" does not seem different from the old 
Item 1740, "Photography" records except for bemg presented on the FTA's website 

• I noticed that the new Item 2000(1) "Law and Legal Records-General 
Correspondence Files" indicates destroy after 25 years while the old manual Item 2000( 1) 
was destroy after 1 year While one year might be hasty. 25 years seems a bit long 
However, if FTA has a business need to keep these records that long, I am agreeable. 

• Item 2500(3)(a) "Budget Records-Record Copies" also indicates destroy after 25 
years The old manual item, also 2500(3)(a), was destroy after 10 years. Again, it is 
necessary to keep budget records this long? 

• Item 61OO( 1) has a typo - the preceding schedule should be NC 1-408-80-1, 
6100(1), not 6100(2) 

• Item 7100(1)( a) "Final Environmental Impact Statements" may not be permanent 
I worked on a schedule for the Federal Railroad Administration where these statements 
came up I learned that the EPA ISresponsible for collecting, holding and transfernng to 
NARA a record copy of every Environmental Impact Statement from every federal 
agency. Henry Wolfinger was my source for this mformanon. 



National Archives and Records Administration 
8601 Adelphi Road 

College Park, Maryland 20740-6001 

Date January 24,2008 

To NWML 

From Vivela T. Green, NWME 

Subject NI-408-05-1 

Thank you for the opportunity to review the appraisal report of the proposed disposition 
schedule NI-408-05-1, submitted by Department of Transportation (DOT), Federal Transit 
Administration (FTA). 

We agree with the NWML appraiser that the temporary Items hsted under General 
Management and Administration, Office of the Chief Counsel, Financial Management, 
Personnel Records and Grant Program Records have httle or no research value and they do 
not document the significant actions of Federal officials. 

Federal Transit Admmistration proposes records from General Management and 
Administration, Office of the Chief Counsel, Financial Management, and Grant Program 
Records to be of permanent value. We agree with the NWML appraiser the Items listed below 
document substantive agency actions and have sufficient evidential value to warrant 
permanent preservation. 

The proposed records to be of permanent value are: 
General Management and Administration 
Items 1000(1)(a), 1100(1)(a), 1110(1)(a), 111O(2)(s), 1210(1)(a), 1210(1)(b)1, 121O(1)(c)l, 
1210(4, 1220(1), 1240, 1320(1)(a), 1440(4)(a), 1440(6)(a): Formal Official Program and 
Policy Records 
Item 1370(1) (b): National Transit Database Master Files 
Items 1370(1) (c) 1: Summary and Trends Reports 
Items 1370(1) (d): National Transit Database Documentation 
Items 1420(2) (a): ADA Letters of Fmding 
Items 1900(1) (a) & 1900(1) (b): Emergency Plan, Continuity of Operations Plan, and 

Testmg Reports 

Office of the Chief Counsel 
Items 2010(1) & 2010(2): Opiruon Records; Items 2100(2) (a) 1 & 2: Rulemaking Dockets 
Relatmg to Substantive Rules 
Items 2150(1) (a) & (b): Enforcement Records---Final Decision 
Items 2220(1) (a) & 2220(1) (b) 1: Significant LItigation Case Files---Record Copies 

Financial Management 
Item 2940(2) (a) 1 & 2: Trienmal Reviews 

NARA 's web site IS http //www archives gov 



Grant Program Records 
Item 4900(5) (a): University Research and Traming Grant Final Products --- Record Copy;
 
Item 6100(3) (a): University Research and Training Grant Final Products --- Record Copy;
 
Item 7100(1) (a): Final Environmental Impact Statements
 
Items 7200(1) (c), 7200(3) (b), 7200(3) (e) la, 7200(3) (e) 1b: Reports and Deliverables
 

We did not receive a cover sheet WIth the appraisal.
 

if}J)eJQ;U. ~ 00 r,
VIVELA T. GR~N' . 
Archives Specialist 
Electronic and Special Media Records Services Division 

Concurrence: 

FEB - 7 2008<~cdY~ 
MARGARE O. ADAMS Date 
Manager, Archival Services 
Electrornc and Special Media Records Services Division 

Concurrence: 

MICHAEL R CARLSON Date 
DIrector 
Electronic and Special Media Records Services Division 

NARA 's web site IS http //www archives gov 
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1. Cj'fWME~jNWMW; NWMD; NWCS; NWCTC; NWCTM; NWCTF; NWCTB; NWL; NR 

Return to: 

A fZI ThIs Job has also been sent to ~E,~~NWC(' ~mTCTM, 
NWCTF, NWCTB, NW~ ~~ vv 

B D NWML general comments on this Job 

C D NWML wishes assistance m apprarsmg these records: 

**PLEASE NOTE: Appraisal memo is attached** 

FOR STAKEHOLDER USE Check and fill out the lme that applies 

Waives mfonnal review, _wants I_does not want to receive completed Job 

::i..,2 WIshes to review appraisal report '.Lwants/_does not want to receive completed Job 

3 WIshes to participate directly m the appraisal of the entire Job or the followmg selected Items 
SHU pomt of contact for appraisal IS 

_______________ -phoneno 

SHU comments 

Date Sent __ ....:I+h~z:::...,"zLj.1~c~Il _
7 t 

NWML Contact: Rebecca FItzgerald	 Room number: 5320 

Phone No.: X70409 



REQUEST FOR STAKEHOLDER UNIT ACTION 

Job No Nl-408-0501 Date sent January 22, 2008 

Return to sender by: February 5, 2008 

Route	 To (CIRCLE APPROPRIATE STAKEHOLDER) 

1.	 NWME; NWMW; -MID} NWCS; NWCTC; NWCTM; NWCTF; NWCTB; NWL; NR 

Return to:
 

A o Th" Job has also been sent to~. NWMD. NW~CTM,
 
NWCTF, NWCTB, NW NR 

B D NWML general comments on this Job 

C D NWML wishes assistance m appraismg these records 

**PLEASE NOTE: Appraisal memo is attached** 

FOR STAKEHOLDER USE Check and fill out the lme that apphes 

~	 1 Waives mformal review ~ wants I_does not want to receive completed job 

2 WIshes to review appraisal report _wants/_does not want to receive completed job 

3 WIshes to parncipate directly in the appraisal of the entire job or the followmg selected Items 
SHU pomt of contact for appraisal IS 

________ - phone no 

SHU comments 

Date Sent _-=c:R::.L..----'(/'------->()~j _ SHU SIgnature ~	 ~ 

INWML Contact: Rebecca Fitzgerald	 Room number: 5320 

Phone No.: X70409 
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Senes Code	 TItle and Descnption of Records Disposition Authonty 
(All Record Senes are media neutral except where indicated) 

1440 CIV	 TITLE VllENVIRONMENT AL JUSTICE (Title VllEJ) New 
RECORDS 

(5)	 Pohcy development. Records created dunng mtemal discussions of Temporary. Cut off at the end 
revisrons to the TItle VI circular.	 of the fiscal year m WhIChthe 

circular ISpubhshed. 
Destroy/delete after next 
revision. 

(6)	 CooperatIve agreements. FTA adrmmsters mteragency cooperatrve
 
grants funded by FHW A to high schools WIth predommantly
 
mmonty attendance for teacher's education, field trips, etc.
 

(a) Final report.	 Permanent. Cut off at the end 
of the fiscal year m which 
project ISclosed. Transfer to 
NARA three years after cutoff. 

~5" 
WM'...-

(b) All other records. Requests for proposals to conduct research on	 Temporary. Cut off at the end C4.vwvyYvvvic-q~ ) tOpICSand with funds designated by Congress, apphcations, of the fiscal year in WhICh f A- ~h-'l()':-award letters, progress reports, evaluations.	 project ISclosed. 
Destroy/delete five years after 
cutoff. 

Revised I 1/2004 
FT A 1324 I A - FT A Retention Schedule 
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