NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-557-05-003

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 3/3/2021

ACTIVE ITEMS

These items, unless subsequently superseded, may be used by the agency to
disposition records. It is the responsibility of the user to verify the items are still
active.

All items remain active except for items 14, 32.
Item 8 remains active for records dated 2016 and previous only.
Item 10 remains active for budget formulation records dated 2016 and previous only.

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

Item 8

Superseded by DAA-GRS-2015-0006-0001
*Supersedes records dated 2017 and forward only
Item 10

Superseded by DAA-GRS-2015-0006-0001 forward
*Superseded for records dated 2017 and forward only
DAA-GRS-2015-0006-0002

Item 14

Superseded by DAA-GRS-2015-0006-0002

Item 32

Superseded by DAA-GRS-2016-0016-0002

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE
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REQUEST FOR RECORDS DISPOSITION AUTHORITY

JOB NUMBER .
NI-557- ©5 -3

To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION
8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001

Date received
/0-2%5-3004

1. FROM (Agency or establishment)
U.S. Department of Transportation

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION
Federal Motor Carrier Safety Administration (FMCSA)

3. MINOR SUBDIVISION
Financial Processing & Operations

In accordance with the provisions of 44 U.S.C. 33033, the
disposition request, including amendments, is approved
except for items that may be marked “disposition not
approved” or “withdrawn"” in column 10.

4. NAME OF PERSON WITH WHOM TO CONFER | 5

Theresa Rowlett

TELEPHONE NUMBER
(202) 385-2316

DATE ARCHIVIST OF THE UNITED STATES

/9/\1/‘,1— ”/LA‘\, ()’an-

6. AGENCY CERTIFICATION

[ hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the
page(s) are not needed now for the business for this agency or will not be

records proposed for disposal on the attached
needed after the retention periods specified; and that written concurrence from the General Accounting Office, under the

provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies,

X is not required [ is attached; or [ has been requested.
DATE SIGNATURE OF AGENCXREPRESENTATIVE TITLE
10/19/04 j FMCSA Records Management Officer
(A e~ L 7
9. GRS OR 10. ACTION TAKEN
7. ITEMNO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB )
CITATION (NARA USE ONLY)
SEE ATTACHED PAGES.
zy- W W
115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV. 3-91)

Prescribed by NARA 36 CFR 1228
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3——Aepreement-and Report-Ei H-A

Contain-working-papersractual-billings-for-which-an-SE-1114, Bill of Collection; is-used;and
collection-of funds;-ineluding-supperting-documentsSE-1080;Veoucher for- Transfer Between
Appropriation-andior-Funds-and-SE-1081-Veucher-and-Schedules-for-Withdrawals-and-Credit
Agreements-which-are-used-with-other-Government-agencies-for services-to-be-performed by
EMESA-

Dispesition:—Fempeorary—Cutoff at-the-end-of eachfiscal-year.—Determine-medivm-of
recordkeeping-copy-

If eleetronie:—Destroy paper-documents-after-the-information-has-been-converied-into-an
eleetronic-medinm; backed-up-and-verified—Delete-electronie-files-6-years-and 3-meonths-after
eutoff: ‘

H paper:—Transfer paper-documents-to-the FRC3-years-after-cutoff—Destroy-paper-documents-6
years-and-3-monthsafterentoft

4— AllotmentFiles——— GRS IA3

Censist-of Form-EFHWA-370-and-ether-Advice-of FundsAvatlable-for-Obligations-decuments;
used-to-decument-al-alotments{obligation-avatlability)-of funds-and-correspondence-used-for
suppeﬁmgdeeamen’es—?he—fefm shews-the initial-administrative-allotments: —merease«a#—an

alletmeﬂteﬁfuﬂds—mene—&meum-fbﬂhe—ﬁsea}-year—

Dispesition:—Femporary—Cutoff at-the-end-of each-fiseal-year—Determine-medinm-of
recordkeeping-copy-

H-eleetrenie:-Destroy-paper documentsafter-the-information-has-been-converted-into-an
electronic-medium;-backed upand-verified—Delete-electronie-files-6-years-and 3-months-after
euteft:

lj_ﬂggef-—%aﬂsfef-papefdeeumemﬁe%he%%—yeafsaﬁef%ute@%es&ey paper-documents-6
years-and-3-menths-aftereutoff

5—Appertionment-and-Reapportionment-Schedule——— GRS S5/3

Censist-of completed-SE-132's-Appertionment-and-Reapportionment-Schedules;and-supperting
decuments-used-speetfieally-to-shewfunds-appertioned-and-reapprepriated-for EMCSA-



’ . .

Dispesition:—Fempeorary—Cutoff at-the-end-of each-fiseal-year—Determine-medivm-of
recordkeepingcopy-

Heleetronie:—Destroy-paper-documents-after-the-information-has-been-converted-into-an
electronie-medinmbacked up,and-verified—Delete-electronie-files-2-years-after-cutoff:

H paper—Destroy-paper-documentst-year-after-ecutoff:

6 Appropriation Files. NC1-406-80-11/13

Contain records of laws on funds that are appropriated by Congress that relate to appropriations
and fund balances, disbursements and collections with particular attention to the current status of
the Highway Trust Fund and the effect of withdrawal in relation to interest accruals.

Disposition: Temporary. Cutoff at the end of each fiscal year. Determine medium of
recordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 10 years after cutoff.

If paper: Transfer paper documents to the FRC 5 years after cutoff. Destroy paper documents
10 years after cutoff.

7——DBudget-Backeround-Reeords———————————————————— GRS S/2

Woerking-papers;-eost-statements-and-data-acennulated-in-the-preparation-of-annual-budsget
estimates;-and-orteinating-otfices-copies-of reports-submitted-to-budget-offices:

Dispesition—Femporary—Cutoff at end-of each-fiseal-year—Deternine-medivm-of
recordkeeping-eopy-

H -electrenic:—Destroy-paper documents-after-the-information-has-been-converted-into-an
elee&em&med&um—baeked—ap—aﬁé#eﬂﬁed—Deleteelee&em&ﬁles+yeaf after-cutoff

H-paper:—Destroy-paperdecuments-1-year after entoff

8 Budget Executive Files. NC1-406-80-11/19

Consist of correspondence related to any request for budget action that concerns Headquarters or
field division offices.
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Disposition: Temporary. Cutoff at end of each fiscal year. Determine medium of
recordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files S years after cutoff.

If paper: Destroy paper documents S years after cutoff.

Budget Files. NCI1-406-80-11/20
Contain actual invoices for communications, machine repairs, equipment rentals, reimbursable
services with DOT and interagency components, bills for rent of offices, annual and quarterly

reports, working capital funds and all related materials pertaining to the budget.

Disposition: Temporary. Cutoff at end of each fiscal year. Determine medium of
recordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 5 years after cutoff.

If paper: Destroy paper documents S years after cutoff.

Budget Request Files. NC1-406-80-11/21

Contain three types of requests. These are Departmental, Congressional and OMB requests for
information from FMCSA on the funding requirements for the operation of its programs. Files
also contain requests for budget estimates, budget allowances, and appeals from operating
officials within the FMCSA pertaining to their budget requests.

Disposition: Temporary. Cutoff at end of each fiscal year. Determine medium of
recordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 5 years after cutoff.

If paper: Destroy paper documents 5 years after cutoff.



H—Credit-Card-Files: -6/1b;8

Ceonsist-of memorandumsH-S-Government-cards-(b-S—Government-purchase-eards-and
telephone-calling-eards); receiving-reports-andrelated-documentation:

Dispesition:-Fempeorary—Cutoff at-the-end-of each-fiscal-year—Determine-medium-of
recordkeeping-copy-

I eleetronie:—Destroy-paper-documents-after-the-information-has-been-converted-nto-an
electronie-medinm;-backed-up;and-verified—Delete-electroniefites-when-3-years-old:

H paper:—Destroy-paper-documents-when3-years-old:

12— Current-Year(BudgetReport)y Fles————————————GRS-584A

Eiles-contain-current-year-forms-SE133,-Report-on-Budget-Execuntion;-working papers-and
supperting-documents:

Dispesition:—Fempeorary.-Cutoff at-end-of each-fisealrear—Determine-medium-of
recordkeeping-copy-

H eleetronie:—Destroy-paper-documents-after-the-information-has-been-converted-into-an
eleetrenic-medium-backed-upand-verified—Delete-electronie-files 5-years-after-eutoff

H paper:—Destroy-paper-documents-S-years-after-cutoff

13— DisbursementFles———————————————— GRS 6/a

Contain->E-1221;-Statement-of Transactionsrecording-to-Appropriationsr-Funds-and-Reeeipt
Aecounts(Foreign-Service-Acecounts)—These-forms-contain-therecords-of the-moneys-paid-to
Dispesition:—Femporary—Cutoff at-the-end-of each-fiscal-year—Determine-medium-of
recordkeeping-copy-

H eleetrenie:—Destroy-paper documents-after the-information-has-been-converted-into-an
electronic-medium;,-backed upand-verified—Delete-electronie-files-6-years-and-3-monthsafter
cutoff

If paper:—Transferpaper-documents-to-the ERC 3-years-after-cutoff—Destroy-paper-documents-6
years-and-3-months-after entoff
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Execution Report Files. NC1-406-80-11/46

Contain computer printouts of employee levels, working papers, cost estimates, appropriations
and related financial statements pertaining to general operating expenses of each organizational
element of the agency.

Disposition: Temporary. Cutoff at end of each fiscal year. Determine medium of
recordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 5 years after cutoff.

If paper: Destroy paper documents 5 years after cutoff.

Financial Management Files. NC1-406-80-11/48

Consist of trip report findings on anything dealing with financial management in the States,
working papers on special reports and financial reviews of FMCSA division offices on how their
financial management programs are working.

Disposition: Temporary. Cutoff at end of each fiscal year. Determine medium of
recordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 10 years after cutoff.

If paper: Destroy paper documents 10 years after cutoff.

Fiscal Services Program Files. NC1-406-80-11/50

Consist of correspondence, associated accounting and budget work papers, allotment control
sheets, budget information, fiscal plans, obligations and outlays and other materials pertaining to
the office efforts to develop and coordinate the budget execution plan for the FMCSA to assure
the most effective and economical expenditure of appropriated funds.

Disposition: Temporary. Cutoff at end of each fiscal year. Determine medium of
recordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 5 years after cutoff.

If paper: Destroy paper documents 5 years after cutoff.
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+7—General-Ledger-Files: S22

Centains-general-ledgers e-finanetal status-and tions-of
EMCSA;-eurrent-status-of funds-avatlable-for-expenditures-and-show-debit-and-credit-entries-of
the-ageney—The-finaneial data-1s-posted-electronically-direetly-to-the-general- ledger:

recordkeeping-eopy:

H eleetronierDestroy-paper documents-atterthe-information-has-been-converted-into-an
eleetronic-medinm;-backed-up-and-verified—Delete-electronte-files-6-vears-and-3-menths-after
eutett '

H paper: Transfer paperdocuments-to-ERC3-years-after entoff—Destroy-paper documents6
years-and-3-months-after-cuteff

18— lLeave-ApplecationFles———————— GRS 2/6b

Eorm-OPM-11-er-equivalentplus-any-supperting-documentation-of requests-and-approvals-ef leave:
Dispesition—TFemporary—Determine-medium-of recordkeeping copy-

I eleetronier Destroy-paper documents-afterthe information-has-been-converted-thte-an
electronie-medium,; backed up;-and-verified;if necessary—Delete-electronie-files-after GAO-aundit
or-when-3-years-old,which-ever-is-sooner

H paper:-Destroy-paper-decuments-after-GAO-audit-or-when-3-years-old;-which-everissoener:

19— Management-ControlRecords———————————————————————————————— GRS 16/4——

Reeords-ereated-in-aceordanee-with-procedures- mandated-by-OMB-Cirenlar A-123,- Management
Aecountability-and-Control Systems,-and Publie-Eaw-97-255, - the Federal Managers Finanetal
Inteprity-Aet-Under-these-antherities,-ageneies-are- required-to-perform-evaluations-of their
aceounting-and-administrative-controls-to-prevent-wastefraud;and mismanagement:

A— Pelieyprocedurerand-guidanece-files:

Gepws—eﬁm%emal—dwee&ves—ma%aeé—by—th&age&eys -internal-control-staff (but-net

these-copies-matntatned-n-the-ageneys-offietal-file-of internal-directives):external
direetives-sueh-as-OMB-Ciretlar A-123+-and-correspondence-outlining-peliey-and

procedure-for-performing-management reviews:
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Dispesition:—Femperary—Destroy-when-superseded-
B-—Management-control-plans:

Comprehenstve-plans-documenting-the-ageney's-efforts-to-ensure-comphanee-with-OMB
Cirenlar-A-123-

Dispesition:-—Femporary—Destroy-when-superseded-:
€—Risk-analyses:
Reperts-and-supperting-materials-used-to-documentreview-of program-areas-for
suseeptibility-to-loss-or-unautherized-use-of resources; errors-in-reports-and-information;
and-illegal-and-unethical-actions:
Dispesition:—Fempeorary—Cutoff closed-files-annually—Destroy-after next review-eyele:
DB— Tracking-files:
Eies-used-to-ensure-the-completion-and-timeliness-of submission-of feederreports;
ineluding-schedules-of evaluations;interim-reportinglists-of unitsrequired-te-repert-and
eerrespondencerelating-to-the-performance-of the reviews:

Dispesition-Tempeorary—Destroy1-year-atterrepoertis-completed:

20— Menthly RepertFiles———— GRS S/3

Contain-SE132-Appertionment-and-Reappertionment-Schedules-SE-133;-Repert-on-Budget
Exeention—OMB-Cirenlar- A1 -requires-these-reports—Alse-inchuded-in-thesefiles-are-weorlang
papers-and-supperting-decurments:

Dispesition-Femporary-Cutoff at-end-of each-fiseal-year—Determine-medium-of recordkeeping
eopy-

H—eleetreniee@estrey-paper—deeumems—a&efmelmfemaﬁen-has-beeﬂeemeﬁeéwe—an
electronicanedium;,-backed-up,and-verified—Delete-electronie-files-5-years-aftereutoff:

H-paper:-Destroy-paper-documentsS-years-after-cutoft:


https://electro0.ic

21— Noncommercial-Reimbursable-Travel-Eies: S93a—

Ceopies-of recordsrelating-to-reimbursing-tndividuals,suehas-travel erders, per-diem
vouchers-and-all-other supperting decumentsrelating-to-efficial-travel-by-officers;
employees-dependents;-or-others-autherized-by-law-to-travek

A——Travel-administrative-officefiles:

Dispesition—TFempeorary—Cutoff at the-end-of each-fiseal-year—Determine-medivm-of
recordkeeping-copy-

I eleetronie:—Destroy-paper-documents-after-the-information-has-been-converted-into-an
electronic-medinm; backed-uprand verifted—Delete-electronie-files-6-years-after-entott:

H paper:—Destroy -paper-documents-6-years-aftercutotf:
B-— Obligatien-copies:

Bispesition-—TFempeorary.—Destroy-when-funds-are-obligated:

22— Printing Requisitionfiles. —————————————— GRS 132,

23

Centain- DOT Form-1700-8; Duplication Request-and- DOT-Form-17003-Printing, Binding;
Distribution-and-Editerial- Service-Requests; related-memeoranda-and-documents-used-in
requesting-printing and-distribution services-for EMCSA-DOT-Eorm-1700-8-isused-in-the-initial
; terine allnrnt } duplicating servi 1 des info . ,
quantity;kind;-eolor-and-size-of the-material-to-be-printed-DOT-Form-1700-3-is-submitted to
OST-to-previde-prnting-and-distribution-nstractions;-the requisttion-number,-deltvery
nstructions-appropriation-number-for-bHling purpeses-andis-approved-by-the Einanee Division-

Dispesition-Temporary—Cutoff aftercompletion-of job—Determine-medium-of
recordkeeping-copy-

H eleetrenie:—Destroy-paper-documents-after-the-information-has-been-converted-into-an
electronie-medium;-backed-upand-verified—Delete-electronie-files-1-yearaftercutoft

H paper:—Destroy-paper-documents-1-yearaftercutoff

Reimbursable Agreement Files. NC1-406-80-11/116

Contain a completed copy of DOT 2300.1, Reimbursable Agreements, which are used by the
operating elements of DOT, if funds are available, to place orders with other agencies for



materials, supplies, equipments, work on services when both agencies have an interest in the
goods or services to be provided.

Disposition. Temporarytt Place in inactive file on completion of contract. Cutoff
inactive file at end of fiscal year. Determine medium oftrecordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 10 years after cutoff.

If paper: Transfer to FRC 3 years after cutoff. Destroy paper documents 10 years after cutoff.

24— Reportson-Obligations—————————————————————————————————— GRS 5/3

25

Periodicreports-on-the-status-of approepriation aceounts-and-appertionment:
A—Annual-report-(end-of fiseal-year):

Dispesition—TFempeorary—Cutoff tnactive-file-at-end-of fiseal-year—Determine
medinm-of recordkeeping-copy-

I eleetronie:-Destroy-paper documents-after-the-information-has-been-converted-into-an
electronic-medinn-backed-up,-and-vertfied—Delete-electronte-fles-5-years-aftereutofft

H-paper:—Transferto- ERC-3-years-after-eutoff—Destroy-paper-documents-5-years-after
cutoff:

B.—All-etherreports:

Dispesition—Femporary—Cutoff inactive-file-at end-of fiseal year—Determine
medium-of recordiceeping-eopy-

H eleetronie:-Destroy-paper documents-after-the-infonmation-has-been-converted-into-an
electronic-medivm;,-backed-up;-and-vertfied—Delete-electronie-files-3-years-after-cutoff:

H paper:—Destroy-paper-documents3-years-after-eutoft:

Status of Contract Authority Files. NCI-406-80-11/134

Contain Treasury Form BA-73104, Status of Contract Authority, which is prepared annually by
FMCSA for the Treasury Department reflecting the balance of unfunded contract authority at the
beginning of the fiscal year and the unfunded contract authority at the end of the period. The

10



source data used is from the general ledger trial balances and public laws from Congress. (NCI1-

406-80-1t1/134)

Disposition. Temporary. Cutoff inactive file at end of fiscal year. Determine medium
of recordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 10 years after cutoff.

If paper: Destroy paper documents 10 years after cutoff.

26— Supervisor’s-PersonnelFes————————————————— GRS H18a
Ceorrespondence,forms,and-other recordsrelating-to-positions;-autherizations-pending-actions;
pesition-deseriptionsrrequestsfor personnel-action;-and-records-on-individual-employees
duphieated-tn-or-not-appropriate-for-the-OPE:

Dispesttion :-Temporary.—Determine-medium-of recordkeepng-copy-

I eleetronie:-Destroy-paperdocuments-after-the-infonmation-has-been-converted-into-an
eleetrenic-mediumy-backed-uprand-vertfied—Review-annually-and-delete-superseded-or-obselete
eleetrenic-filesr-orfilesrelating-to-an-employee-within-year after separation-or transfer:

H -paper:-Review-annually-and-delete-superseded-or-obselete-electronie-files,-or-filesrelating to
an-employee-within-1-year-after-separation-or-transfer:

27— TravelOrder-Fles———————————————————————— GRS 943

Recordsrelatingto-reimbursing-individualssuch-as-travel-orders-per-diem-vouehers;
transpertation-requests-hotel-reservations;-and-allsupporting-documentsrelatine to-official-travel
by-efficers-employees-dependentsor-others-authorized-by-law-to-travek
A—TFravel-administrative-office-files:

Dispesition—TFemperary—Cutoff at-end-of the-fiseal year—Determine-medium-of
recordkeeping-eopy-

H-eleetronie:—Destroy-paper documents-after the informationhas-been-converted-into-an
electronic-medium;-backed-up,and-verified—Delete-electronie-files-6-yearsaftereutoff

H paper:—Destroy-paper-doeuments-6-yearsaftereutoff:

11



B-—Obligation-copies:
Dispesition—TFemporary—Determine-medinm-of recordkeeping-copy-
H-eleetronie:—Destroy-paper- decuments-after-the-information-has-been-converted-into-an
electronic-medinm;backed uprand-verified—Delete-electronie-files-when-funds-are
obligated:

I paper:—Destroy-paper-documents-when-funds-are-obligated:

28— Time and-Attendance SourceReeords——————— GRS&/F———

Adl-time-and-attendanee-records-upon-which-leave-input-data-is-based;-such-as-time-or sign-in-sheets;
time-cards-(such-as-Optional- Horm-(OE - H30)-Hex-time records:-leave-apphieations for jury-and
military-duty:;-and-autherized premium pay-or-overtimer- maintained-at-duty-post-upen-which leave-input
data-ts-based—Recoerds-may-be-in-either machine-readable-or-paper-form——

Dispesition—Tempeorary—Cutoff at-end-of fiscal year—Determine-medinm-of recordkeeping
€opy-

H-eleetronie:—Destroy-paper-decuments-after-the information-has been converted-inteo-an
eleetronic-medinm;-backed-up;-and-verified—Delete-electronie files-after GAO-auditor-when-6

H paper:—D estroy-paper-decuments-atter- GAO-audit-er-when-6-years-old-whichever-is-soenes:

20— Training Records{Emplovee}——————————————————— GRS H29b—
Cerrespondence, - memeoranda;, reports,and-otherrecords-relating-to-the-availability-ef training
and-employee-participation-in-tratning programs-spensered-by-other-government ageneies-or

Dispesition—TFempeorary—Cutoffatthe-end-of fiscal-year—Determine-medium-of recordkeeping
&opy-

Hf-eleetronie:—Destroy-paper documents-after-the information-has-been-converted-into-an
electronic-medium;-backeduprand-verified—Delete-electronte{Hes-5-years-aftereutoft

H-paper:—D estroy-paper-documents-S-years-after-euteft:
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Treasury Form Files. NC1-406-80-11/142

Consist of Treasury Form BA-6727, which is a Statement of Appropriation Account containing
Section I, balances as of quarters end and Section II, Accrued Expenditures. Files also contain
Treasury Form 6728, Report of Selected Balances for Stating Budget Results on the Accrual
Basis for Special Trust Funds Receipt Accounts. These two reports are required by the Treasury
Department quarterly. Summary trial balances are used as source data. Copies maintained in
FHWA for reference.

Disposition: Temporary. Cutoff at the end of fiscal year. Determine medium of recordkeeping
copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 10 years after cutoff.

If paper: Destroy paper documents 10 years after cutoff.

Treasury Report Files. NC1-406-80-11/145

Contain reports required annually by OMB under Treasury Department Circular 965 which is
sent to the Treasury Department on the balances of individual appropriation funds using
Treasury Department Form BA-R-2108, Statement of Unexpended Balances of Appropriation
Funds and Restorations, Treasury Form TSF-6654, and Cash Balance Review from Treasury,
showing FMCSA cash balance for the end of the fiscal year for FMCSA to reconcile their
balances. Files also contain information on funds transferred from other agencies to FMCSA and
the transferring of funds by FMCSA to other agencies. Included in this are working papers and
other supporting documents. Copies maintained in FMCSA for reference.

Disposition: Temporary. Cutoff at the end of fiscal year. Determine medium of recordkeeping
copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 10 years after cutoff.

If paper: Destroy paper documents 10 years after cutoff.

Word Processing and Electronic Records.

Electronic copies of records that are created on electronic mail and word processing
systems and used solely to generate a record keeping copy of the records covered by the
other items in this schedule. Also includes electronic copies of records created on
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electronic mail and word processing systems that are maintained for updating, revision, or
dissemination.

A.

Copies that have no further administrative value after the record keeping copy is
made. Includes copies maintained by individuals in personal files, personal
electronic mail directories, or other directories on hard disk or network drives, and
copies on shared network drives that are used only to produce the record keeping

copy.

Disposition:t Destroy/delete within 180 days after the record keeping copy has been
produced.

Copies used for dissemination, revision, or updating that are maintained in addition
to the record keeping copy.

Disposition:t Destroy/delete when dissemination, revision, or updating is completed.
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