
..e
 
LEAVE BLANK NAAA u•• 0"1 ,EQUEST FOR RECORDS DISPOSITION AUTHORITY ' JOB NUMBeR ,

(5.11 Instruction. on '.v.,...)	 NI-:434 9-/3 
TQ	 NA ONAl ARCHIVES and RECORDS ADMlN1S1RAnON (NIR) CA TE RECEIVEO '
 

WAS INGTON. DC 20408 , 3-3D-9B
 
1. FROM ( ency 01 establlsnment) NOTIFICATION TO AGENCY 

epartment of Energy . washington,	 DC 20585 
1ft accordance with thl provi,ion, or H 
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DEPARTMENT OF ENERGY
 

ADMINISTRATIVE RECORDS SCHEDULE 10:
 
MOTOR VEIDCLE MAINTENANCE AND OPERATION RECORDS
 

These records pertain to the management, maintenance, and operation of motor vehicles. 41 CFR 
101-38 prescribes policies and procedures. Standard Form 82 which is an annual motor vehicle 
report required by the Office of Federal Supply Services, General Services Administration, is the 
only standardized record. Certain cost and inventory control forms have been developed, but they 
are not mandatory. This schedule covers records pertaining to the daily use and operation of the 
vehicles. 

In general, records pertaining to motor vehicles reflect a threefold responsibility: (a) the 
accumulation of cost and operating data for internal accounting and management purposes and for 
reports submitted to the Office of Federal Supply and Services (Standard Form 82, Agency 
Report of Motor Vehicle Data); (b) the maintenance of the vehicles themselves; and (c) protecting 
the interest of the Government in accident claims against it. The records themselves consist of 
chauffeur service logs and reports, vehicle repair and maintenance check-off sheets, cost ledgers, 
and claims correspondence and forms. 

All records described in this schedule are authorized for disposal in both hard copy and electronic 
formats. 

l.	 Motor Vehicle Correspondence Files. (GRS 10, item 1) 

Correspondence in the operating unit responsible for maintenance and operation of motor 
vehicles not otherwise covered in this schedule. 

Destroy when 2 years old. 

2.	 Motor Vehicle Operating and Maintenance Files. (GRS 10, item 2) 

a.	 Operating records including those relating to gas and oil consumption, dispatching, 
and scheduling. 

Destroy when 3 months old. 

b.	 Maintenance records, including those relating to service and repair. 

Destroy when 1 year old. 

3.	 Motor Vehicle Cost Files. (GRS 10, item 3) 
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Motor vehicle ledger and work sheets providing cost and expense data.
 

Destroy 3 years after discontinuance of ledger or date of work sheet.
 

4. Motor Vehicle Report Files. (GRS 10, item 4) 

Reports on motor vehicles (other than accident, operating, and maintenance reports),
 
including SF 82, Agency Report of Motor Vehicle Data.
 

Destroy 3 years after date of report.
 

5. Motor Vehicle Accident Files. (GRS 10, item 5) 

Records relating to motor vehicle accidents, maintained by transportation offices, including 
SF 91, Operator's Report of Motor Vehicle Accident, SF 91A, Investigation Report of 
Motor Vehicle Accident, and SF 94, Statement of Witness. 

Destroy 6 years after case is closed. 

6. Motor Vehicle Release Files. (GRS 10, item 6) 

Records relating to transfer, sale, donation, or exchange of vehicles, including SF 97, The 
United States Government Certificate of Release to Obtain Title to a Motor Vehicle. 

Destroy 4 years after vehicle leaves Departmental custody. 

7. Motor Vehicle Operator Files. (GRS 10, item 7) 

Records relating to individual employee operation of Government-owned vehicles, 
including driver tests, authorization to use, safe driving awards, and related 
correspondence. 

Destroy 3 years after separation of employees or 3 years after recision of authorization to 
operate Government-owned vehicle, whichever is sooner. 
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