NCD

LEAVE BLANK

REQUEST FOR AUTHORITY
TO DISPOSE OF RECORDS

(See Instructions on Reverse)

EE RECEIVED

MAR 1977

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

1. FROM (AGENCY OR ESTABLISHMENT)
Department of Transportation

2. MAJOR SUBDIVISION
Federal Aviation Administration -

WC 1

[JoB NO.

%37 77 8

NOTIFICATION TO AGENCY

R In accordance with the provisions of 44 U.S.C. 3303a the dis-
including smendments, is approved except for

posal request,

+, d

“‘with-

7 items that may be
drawn’’ in column 10.

3. MINOR SUBDIVISION
__Headquarters, Regions, Field
4. NAME OF PERSON WITH WHOM TO CONFER
Fae Screws

Ms.

5. TEL. EXT.

426-8735

/2-2-77

posal not approved’’ or

6. CERTIFICATE_ OF AGENCY REPRESENTATIVE:

(Date)

Archivist of the United States

| hereby certify that | am 2uthorized to act for this agency in matters pertaining to the disposal of the agency’s records; that the records proposed for disposal in this Request of

13/27

page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified.

A&&Mwuf st Lo Sy

gt Lo

Date (Signature of Agency Representative) (Title)
ITEM' NO. (With Inclusies Dates o Retention Periods) Sﬁ'g"gLEOOR ACTION TAKEN
EXTERNAL RELATIONS RECORDS -1350,15
Revtine 1200(1)
J 1 General Cerrespondence Files. yCerrespondence, reports, (a)
and related documents pertaining to activities promoting
civil aviation development, encouraging aviation educaw=
tion, fostering public understanding ef agency mission
and activities, and disseminating informatien to the
public, but EXCLUDING files described elsewhere in this
! paragraph@(—‘wm mmua\)
when [
* | (a) Agency office of primary interest., Destroy after f
! two yearsold. ATE [
| (D) PRIl cther cFFices -- destoywhen one year cid. el29)77 1350,15 {
MANAGEMENT PROGRAM RECORDS b y’ﬂ3‘77 132(2 ()1) ‘
a

Directives case files, Official case files for internal

FAA directives prescribing policies, organization, or
procedures, or providing information essential to the
administration or operatiens ef the agency., Each case
file inéludes a printed copy of the directive, record
of clearance and approvals, and significant background
decuments. fJere ,wéu&, nuwmetitaiiy RTB8

v)777
(a) Case flles for national, regisnwide, or centerwide

directives containing jepewperm—er—sermanemt—maeteriadt—

-€suweh—as—orders and handbooks; notices that change existe

ing er presceibe new policies, organization, er procedures;

notices approved by the Administrator, Deputy Administrawar,

asseciate administrater, or regional er center directers

%* regardless of subject matter}. Permanent, Place in L
115-106 > NNF + Ay esioy /&/5/"‘77 “ .
o WNE = (2] 5 )77 B 0"[\ fems
‘e b L ! 3.4 - - —_
STt £ i

STANDARD FORM 115

Revised January 1973

Prescribed by General Serviras
Administration

FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority — Continuation

JOB NO.

PAGE OF

7.
ITEM NO

8. DESCRIPTION OF ITEM
{With Inclusive Dates or Retention Periods)

2 of 36
9.

10.
SRR T | ACTION TAKEN

inactive file vhen directive fs superseded or caunceled,

Transfer inactive file to Pederel Records Cmter—tftet—“’ n
Offer to NARs wfter 20 ynu.k&er

no wore than A yrs. cid. when. 17_’ 5 2’33177

SECURTTY RECORDS s

Identtttcntinn m.u.

(a) Xdentification cards, such as Form DOT F 1600.1.3, or
equivalent, building and visitors passes, end other creden-
tials,

Destroy upom return to fasuieng office.
(b) Applications and receipts for identificstion creden-

and other sccountable rocordo.

Destroy upon return of identification media to issuing
office.

Personnel Security Files (PSP's). Piles containing the
original PAA reports of investigstions on FAA employees
or spplicants for FAA employment, veporta or investigative
materials acquired from other sgencies, and documents
transferred from Official Investigative Case Files to the
PSP, PSP's are included in the FAA's Investigative
Record System (DOT/PAA 815). The investigative veports
are used to evaluate security clesrance eligibility, to
resolve allegations of irrvegularities or miaconduct of
employess or other security/suitability mstters, ete.
EXCLUDED are investigative reports and relsted materials
furnished to the FAA by the United Stetes Civil Service
Commission (USCSC) and those acquired from agencies other
than the USCSC as a direct result of personnel security
processing for which disposition instructions are provided
in the Federal Personmel Msnusl and YAA Order 1600.18,
Personnel Security Progrem,

(2) ZAA Applicants

1. _lggdtmntory Caaes

3 1f nonselected, destroy PSF one (1) year
after date of nonseleetion.

b If hired, follow guidelinss for FAA employees.

2. Dero;atory c“n

1350.15
1600(8)

1330.15
16C0(10)

.,

115-203

Four copies, includirg original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority — Continuation ﬁos NO.

PAGE OF
3 of 36

7.
ITEM NO

8. DESCRIPTION OF ITEM
{With Inclusive Dates or Retention Periods)

9

i 10.
S/‘\JBSELEO(.)R ACTION TAKEN

8 If nonselected, and the PSP contains an FAA
Report of Investigstion (FAA Yorm 1600.32). —Retedin
-and- Bestroy the PSY five (5) years after date of non-
selection. RIB11  Sqfaslt?

b  If nonselected, and the PSF containg the result
of a National Agency Check (NAC), NAC snd Written
Inquiries (RACI), Limited Suitasbility, Full Field Inves-
tigetion, or FAA Report of Record Review, process in

sccoxdence with ﬂub*ﬂhtd—?roctdtma—w—&mms
order 1600.18B FAR  Persenne] Secvrity Pre remt ) GS ey be avuemr.\fed.

RT8 ofay J77 s
¢ 1f hired for either nbn&enuttve org/::&‘nuun

position, retain the PSF and follow guidelines for FAA
saployees, belew,

(OYFAA Bwployess

1, Nonderogatory Cases. Destroy PSF's thirty days
after termination of employzent. -Be&iffn—éhc Security
Termination Statenent, FAA Form 1600.25, one yesx from

¢ t . R1S
date of separation a-\°-“l1; e

2. Derogatory Cases.

& EKetained by the servicing Air Transportstion
Security or Investigations and Security Divisions in the
srea of last exployment, Destroy five years fiom the

date of separstion.

A b Files on individusle who are involved in
1itigation, sppeals, or other administrative proceedings
at the time of separation or when such action commences
following termination, Destroy five years after finsl
administrstive action.

3. ZTransfers. Transfers to another DOT Administration.

Yorward the ¥iP's to ASE-200 for trsnsmittal to the
cognizant DOT Adminiatration in accordance with FAA
Order 1604.1B,

Zersonnel Security Clesrance Control Files. Card files [1330.15
contalning clesrance {nformation such as FAA Form 1600.43,1600(11)
or equivalent. Destroy seven yesrs from dste of separa-

tion ss required by DOY Order 1630,2, DOT Personnel

Security Program,

Officisl Investigative Case Files. These files are N-237-75-8

prepared on each subject of an fnvestigation. They
serve 89 the repository for originsl copies of letters

115-203

Four copies, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority — Continuation

‘ JOB NO.

PAGE OF

4 of 36

7.
ITEM NO.

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9

MPL 10.
SﬁogLEOOR ACTION TAKEN

xe

7

-purpose but not later thsn five yesrs from the date of

of request, copies of {nvestigative reports and documents
of official administrative actions taken following an
investigation, They sre maintained in the FAA's Investi-
gative Record Syatem.

(s) QOffice of Ovigin

1. Xnvestigstrions of Applicants and Ruployees.
KXCLUDES eaployee "locate" investigations. Upon cospletion
of investigation of administrative action, transfer perma—

abowe:— . Permencnt-eontents—include—original ceples of
latters of request, investigative reports or amemorands,
documents of official investigetive sctions, original
coples of signed walvers, interview logs, statements, &

+he previsons © above.  ATB  Glad]77 s glazln
. . o ste i «

Destroy upon completion of administrative action or-whon-
they-have—served—their—purfosebut—mot—luter—thanfive—

5 yrs, From cdate of last entry, whicheujr ts Sconep,

‘he Empleyeels Pgsa-nneque viily File (PSE) v destray PSF in” accerdemee
[
£

3. Alrman/Atrcraft Record Searches. Destroy those
juested ek aneies upon completion of administrs-

£ v

tivr appeal gctions or
*glazliy

4. Othexr Investigett Rot Listed Above., EXCLUDES
“locate ' investigations and aircraft/sirmev record
searches requested by other agencies,

-of-five years folloving last completed action of litiga-
tion or five years from the date of last inguiry or entry
into the file end—then—destroy:— RID,) ., ] 23177

(b) lead Office. Destroy investigative case file 60 days
after referral to the Office of Origin.

1sst emtyy into the file. ﬂﬁ!ﬂ

(c) ASE information coples of Reports of Investigation
received from an 0ffice of . ﬁ‘ ixin o4 Lesd Office.

Destroy 90 days after completion of final action.
Corresporvlence RTB (f2i]77 S gfa3i7?
nve ive ; Files. The investigative
administrative files contain correspondance, reports,
complaints, and other documents apsrt from those ordine
arily filed in general correspondence files, Officisl
Investigative Case Files or P3F's but which have o

retrieval or reference value to the investigations

other evidentisry materials from the ofFicial investiqate Cose ﬂe.:z

s
Wayfr7  &lasly7

116-203

Four copies, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
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‘ . o . \ . JOB NO. PAGE OF
Request for Records Disposition Authority — Continuation 5 of 36
7. 8. DESCRIPTION OF ITEM SAMng'E OR 10.
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN

progrem. Destroy contents three years from date or origin

*3 Icvestigetive Index Files. Consist of FAA Forms 2816 or |1350.15
1WR)I.&0 or othe:r index cards which refer to a subject of (1600 (13)
inveatigatfon or FAA investigstive reports, or are main-
toined in lieu of an FAA Report of Investigation, or
thosc used u8 &8 reference source to other msterisls indexs
ed in the FAA's Investigative Record Syaten.

(z) PAA Investigstions of Applicents and Employees.

Destroy five years after destrasiion of the PSF.

(b) Other PAA Investigations, Destroy those index
cards that refer to FAA investigstions on other than
enployees or applicants, or that are maintained in licu of
en FAA Report of Investigstion twenty yesre after
creasion of the fndex card.

Correspeaclence s glazl7?

(c) Investigative #sdministretive-Card Files., Destroy

five years after destruction of the relzted £ile material.
Reports Abovt
(d) 4 Brolen Afrcraft and Aircraft Engsged in Illegal
Activities. Destroy five years after creaZion.
RT%’gﬂ {77 S g'g_?’ 7
ADMIRYSTRATIVE SBERVICES RECORDS 1350,15
Admin strative 1760 (1)
9 General Correspondence Files. ) Correspondence, reports, Ferms,
snd other papers relating to administrative support
sexvices including the ecquisition, production, and
distribution of printed matter. still shotography and
graphic orts services; motion picture production; library
services; dats processing; mail ond wessenger operstions;
and telephone and telegraphic services,

* (o) Ahency Office of primary interest. -Permanent,
‘frensfer—to—TPederal—KecordesCenterafter—fouryesrs—

3

] R
Des‘i‘rzu.( whew & yrs, cld 8%13’175 8l;'3[77
PUBLICAYIONS RECORDS 1350.15

1710(1) (&)
10 Publicotions Piles. Officin
internal publizatfion, a on, and
similar matorisl,
% ;
Trensfer to the Fodérsl Records Center after
Lour ycars. Offer to RABRe ufter IC yesrs,
See atfached Shee-f-/ £ o
115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services
Administration
GO 1975 O - 579-387 FPMR (41 CFR) 101114
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Internal Publications Files, Each FAA internal publication, advisory

circular, regulation, and similar material, with supporting case file,

if any, maintained by the issuing or controlling office.,

(Arranged numerically) 5  cubic ft. per year.('c/ecg}{copg of each pub/im-
ion

a. Record copy, each internal publication--PERMANENT. Place in
inactive file when superseded or cancelled. Transfer to FRC
4 years later, Offer to NARS 10 years later,

b. All other copies, each internal publication--Destroy in agency
when no longer needed for administrative purposes.

c. All related case files--Transfer to FRC when 4 years old. Destroy
when 10 years old.
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R est for Records Disposition Authority — Continuation JOB NO
equ P y 6 of 36

9.
7. 8. DESCRIPTION OF ITEM SAMPLE OR X
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

DEFENSE READINESS AND CIVIL DRFENSE RECORDS

1 Defense resdiness plenning files. Records documenting the 1350.15
adainistraction of defense readiness and civil defense 1960(1)
plans end ptbgt;!;l, including consolidated or comprehen-
sive reports reflecting Agencywide results of tests
conducted under emergency plans; recotd'copies of each
plan and directive lssusd with related significant
background papers; and related correspondence.

when
* Destroy -after 5 yearsuld. sl Sq)prl

SGEICY LYEURAFY MANAGEMENT RECORDS, The records described
Selov »+» genersted inm activities pertinent to the devel-
opment, utilization, and msintenance of the Agency's air-
craft fleet, including rental aircraft., They relate to
the allocation of FAA sircraft resources; the operstion
of Agency and rentsl sircraft; and the performance of
related maintenasnce wmodification, standardizstion, snd

engineering functions,

12 %W& Corrupondcncq reporl:a amd | 1350,15
studies; tielatéd 'dat [ d¥intained by the Agency 4000(1)
offfice of primary interest doctmenting 1ts responstdili-

ties for plamiing, development, direction and evalustion

of national Agency aircraft mansgement policies and

prograns. RT 1 S gfash?
L Transfer to Pederal Records Center a&%ﬁ four yearsold,
Federal Records Center destroy three years sfter receipt.
13 Alpgraft Maintgnagce instryction {iles. Menuals, circulars 1350.

semorandums, change orders, aircraft electronic equipment | 4100(2)
modifications, field maintenence bulletins, safety _
clrenlary, svicnic test eonigent wodifications, nd
reloted sircraft and cwionic osintesance dizrectives,
wish supenriing cose Liles, 18 isauy.

L] (a) t tain fan ox controll
office. Plese in inactive file vhen superseded or
canceled. Trsnsfer to Federal Records Center after four
years, PFederal Records Center to destroy six years
after receipt,

(b) ALl others. Destroy when superseded or canceled.
FLICHT SAYETY RECORDS., The records described below relstl

to type, production, and sirworthiness certificatfon of
aircraft; inspection and surveillance of flight opera:ionﬂ

115-203 Four copies, includirig original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Administration
GPO - 1975 O - 579-387 FPMR (41 CFR) 101-114
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Request for Records Disposition Authority — Continuation ' JOB NO P;GE EF 36
[¢]
9.
7. 8. DESCRIPTION OF ITEM 0.
ITEM NO (With Inclusive Dates or Retention Periods) SG"SELE‘O?R ACTIORJ TAKEN
maintenance sctivities of sir csrrier and genersl
viation sfircraft; exsmination and certification of air~ PEVIRS

s imstructors, designated exsminers, and air sgencies;
sgistration of asircraft and recorditicaocn of aircraft
rances; flight inspection; and the investigstion of
ircraft sceidents, incidente, and violstions,

14 & rds 1350.15
Rovt"® 8000(1)
(1) Genersl coryespondence files., Correspondence,
eports, end related documents pertaining to the administra-
tion of programs for the safety of flight of civil aircraft
assuring the eirvorthiness of sircraft, the competence
of sirmen, the sdequacy of flight operations snd msinten-
ance activities, and the evaluation of inflight fscility
performance but RACLUDING files described elsewhere below,

» (s) Agency Office of primsry intersst. Transfer
to Yederal Records Mt:raﬁop four years, Federsl

years sfter receipt, gTﬁu f

Records Center to destxoy s

L . r B T, ' L)
and_evalustion of sssigned programe. Tramsfer to Federal
Records Center after—four years,, Federal Records Center
to destroy six yesrs after receipt,

(¢) ions ta offices or

dence files other thasn those described else where in this
paxsgraph, Destroy-sfter five years, EXCEPT that field
narrative reports sre to be dutrcycdkt:{\w tWO yesrs, |y

(d) IXiight standards field offices. Destroy m
two yearsoll,

2Q PR inue
activi . corﬂapoMumn, nyoru. aud
related documents concerning issuance of originasl,
smended, and supplementsl type certificates.

when old
Destroy sfter five yearsp SXCEPT files should be screened
prior to destruction to determine 1if certsin docusents
should be withdrawn and filed under gpoa 34 & 39 Netew,

PYPR SUNFIPNGITE NECORD,
VIOLETIOR INVESTIGATION AND REPORTING RECORDS

15 Violation report and investigation files. Documents 1350.18
relating to the reporting and investigatfion of violstions |B030(1)
of rules, vegulations, orders, and miniwmum stsndarde for

115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Admimistration
GPO 1975 O - 579-387 FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority — Continuation JOB NO 8 o 36
9.
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (With Inclusive Dates or Retention Periods) sﬁhoAFB,LEO(?R ACTION TAKEN
E1Ight safety, such as FAA Form 8030-2, Enforcement
Inveatigative Report, and predecessor forms,
In aqemcy

(a) - Regional Fiight Standsrds offices. DntroyAattet necestany

wo-—yesrs: folow-up v correchide actien fs completed,

() riight Standexrds field offices.

B E five acticn
Destray tn anenty whew netesscry Folltw-vp + eosred
1) ek plete "

(./77
% 9'5

t
SMMC{C\ s Noarenal Eleld office ,-- ‘LsPer Yo ERC when )
estr 4 years affter receipt in ce, Rre
T&Y M 3/.1:./;7
¥ 16 3 » Cage files relating to 1350.153

R 119 ’ }

he developme tion of Civil Air Reguletions 8040(1)
(CARs) and Federal Avistion Regulations (FARs), specfel
onditions, sirworthiness directives Airworthiness and
Dperations Review Progrems sud related rulemsking sctivi-
ties, denials of petitions for rulemaking, grants or
denials of exemption petitions, and amendments or denisls
£ reconsideration of operations specifications.

(s) Agency office of primary interest,
1 Civil Afr Regulations (CARs). Transfer to Federal

ords Center gem yossrs fxon the ismmed dets of fiasl sule
vizhinauwel aotise. Yederal Recorde Center to destroy
yeiTs £TCer YECEIPT.

2 Federal Avistion Regulations (FARe). Transfer to
ederal Records Center ten years from the issued date of
inal rule or withdrawal notice. PFederal Records Center
o destroy five years after receipt,

3 Special Conditions. Transfer to the Federal Records
nter two years from the issued date. VFederal Records

nter to destroy yhrus ypesrs after ressdon,

4 Aixvorthiness Directives. Trensfer to the Federal
ecoxds Center ten years from the issued date, PFederal
cords Center to destroy Fiw: years sfter receipt,

- 2 Afrworthiness snd Operations Review Progrsms and
related rulemaking activities., Transfer to the Pederal
Records Center two years from the issued date of final
rule or withdrawal notice. Federal Records Center to
destroy five years after recejpt.

115-203 Four copies, includirig original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Administration
GPO 1975 O - 579-387 FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority— Continuation

v JOB NO.

* ‘| PAGE OF

9 of 36

7.

ITEM NO.

8. DESCRIPTION OF ITEM
{With Inclusive Dates or Retention Periods)

9.
A 10,
SAMPLECR | ACTION TAKEN

17

18

19

{e) JFiight Stamdarss field offices. Destroy afeer

yeRt#i~  Uestroy whew pact 15 no longer (v existence. .
R \ hiz/77 A 111177

mlnl' ntrcn!t tuututm cmut.cntu !ﬂn. Case 1350.15
: ratiom P050(3)

& Denipls of pet{tions for rulesaking. Trausfer to
the Tederal Records Centar two years from the denisl date,
Faderal Records Center to destroy thuwe years afier vaseipt.

I Zetipions for exsmptions. Transfer to Federsl
Records Center two yesrs from the gramt or denisl date,
Federsl Records Canter to destroy ghwes yusra allier cesalnt,

£ racongidaxation Doerat -
Afiestions, Trassfer to the Poderal Records Center two
yeaxs from the fesusd date of smendwent or denisl, VFederal
Recavds Center to destroy thews puses after raseiyt,

he
'b)  Ze 1 tandards offices. Destroy-sfter ten
years{RICEPT that drafte end comeents om proposed FAR's
and CAR's are to be destroyed vhan no loager needed. ,ue o7

when
.wm‘h’ Ok{ ' K‘(ﬁblza Iq‘l
ATRCEAYY REGISTRATION AND RECORDATION RECORDS

owasrehip informstion, liem status, and airworthimess
data, snd related correspondence aad indemss.

when velume warbants,

Transfexr to Yederal Recoxds Canter

RTB (o)i3)77

{(spaxre parts) sgainst vhich liens have besp recorded,

when velume. oarraunts

Transfer o Fadaral Records Cemtar/ sfter—ten—vyesrs, ~Offer

mtitium. lmung c»puum und nhtcd corTase

when volume warrants. Dest

Transfer to Pederal Records Center/after—ten—yesars,

yonre;— stixw.‘ wrere—ro et TSI e on A T SR IATA
W gTR /13117 < ”(1.\71

MWTE: Items 17, 18, snd 19, He-saretmable—to-establish—
a—deseruation-schedule—since—this material must be tgtalm,l

aft r a and ileg., Case files |1350.13
contsining a history of registered aiveraft, iscluding 8050(1)

yeors— Decirey whew aircrafb is no lewqer i €Xistenmce, o 11-11~ 75

Joxiae, sropklisx, end logsgien files. Cese files con- | 1350,15
taining records of all engiunes, propellers, and locations | §050(2)

) L‘“"l whew

L e ra kit
& he \uM er
W oe|stence .

115-203

Four copies, including original, to be submitted to the Nationa! Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority — Continuation °
10 onf 38
7. 8. DESCRIPTION OF ITEM SAMF?,_'E OR 10.
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

as long as the aircrsft and/or parts sre in existence,

AIRMAN RECORDS

20 Alrman certification files, Files documenting the history 1350.15
of officisl actions 4in the igsuance of certificates and |8060(1)
ratings of airmen, and related correspondence,

(\)Q lS"‘Nd

(o) mwmww

1 Origing} records. nntroy;\a!ur ltn!.crofilmi.ng and

the £ilm s determined to be an adequate substitute for

the psper records, EXCEPT that routine correspondence not
having & direct bearing on the case, such as transmittale
and duplicate rvequests for fees, are to be destroyed after

one yesroid, - whew

* 2 Microfilm copies of the original records, Destroy

m sixty yesrsold, Rﬂ? J27

ATRMAN WRITTEN TEST RECORDS

21 Alrman written test active files., Master copies of curxent 1330.15
tests, and related revisions, comments, statistical 8080(1)

analyses and significant backgtound documents, maintsined

F| h Stanct < tio Ml‘ {
i + [z} a / } H e T
| 3 i! 33 Fie d OFfice, RTB, / ; q/

* Lromefer o airman written test historicsl file,

new-active |
Nen-Active

22 Airman written test -historicsl—files. Master copies of 1350.15
teats that have become inactive, with related test item, 8080(2)
testing situation snd applicant performance dsta and other
materisls transferred from the airman written test active

files (item(fl) above). Destroy mu' four years, |,

23 Atyman written test spplication iih . Application forms | 1350.15
(6080(3)

and related answer shests completed by applicante for
sirman certificates, Qe(omu’rwu\ Cenm Mrmen 4 Drrecals e%'sﬁj'

» (a) Oxiginale maintsined by Aemﬁcal-c‘ntu_ml_

Transfer to Federal Records Center
one yeax,), Records Center to destroy three years

after receipt, bm 47

(b) s of completed snswer sheets retained offices

aduinistering the tests. Destroy ai'-eer 60 daysdu)by

burning, or other mthoriaed means,”

115-203 Four copies, includirig original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Administration
GPO 1975 O - 579-387 FPMR (41 CFR) 101-11.4
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JOB NO.

Pa i

PAGE OF

7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
SAMPLE OR
JOB NO

11 pt 36

ACTION TAKEN

24

25

TYPE CERTIFICATION RECORDS,

Aircraft engineering files, Case files reflecting the
complete case history of engineering investigation,
testing and disposition (approved and dlsap%goved

of
or femental Clrerkre fc
requests for "Type Certificate'6r Fméendmentd” for A1r<"

craft, aircraft components, aircraft propellers, aircraft
accessories and accessory kits, and aircraft engines.
Consist of applications, correspondence, engineering data,
drawings, and specifications related to the prototype;
and project data, airworthiness certificates, directives,

ifications of the character required by regulations to be
made the subject of engineering investigation for compar-
ison with airworthiness standards for inclusion on the
"Type Certificate."

(a) Aircraft case files maintained by regional flight
standards offices. Transfer inactive files to Federal
Records Center. Federal Records Center to destroy when
aircraft no longer in existence.

(b) Equipment case files maintained by regional flight
standards offices. Destroyxten years after it is estab-
lished that a specific type o éhulpment no longer exists,

Y . P . 3 . -

Federal—Reecords—Center—Federal—Records—ECenter—to—destroy
4 ; i i (ho loager created
RTBg)al77 s gfavl77
Eype certification technical data files. Includes
Alterations and Repair Technical Data, drawings, test
reports, descriptive data and specifications comprising
the type design for type certificated aircraft models,

Transfer data files pertaining to certificated models to
the Federal Records Center when only a few aircraft
remain in service;
to uncertificated, incomplete projects when the project be:
comes inactive, Federal Records Center to destroy
when aircraft no longer in existance,

NOTE: Items 24(a) (c), and 25, These files must be
retained as long as the aircraft are in existence} -there-

correspondence and publications related to subsequent mod-

transfer technical data files pertaining

1350,15
8110 (1)

1350.15
8110(2)

fore, we—are-unable—to—estabtish—adesrrocrion Schedule,

preservation;—
RTG |27

efadl?

- e offored—to ARG FLf foliow ol

115-203

Four copies, including original, to be submitted to the Nationa! Archives STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114
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JOB NO

"12%¢ 36

7.
ITEM NO

8. DESCRIPTION OF {TEM
(With Inclusive Dates or Retention Periods)

9.
SAMPLE OR
JOB NO

10.
ACTION TAKEN

26

27

28

ORIGINAL ATRWORTHINESS RECORDS

Field airworthiness certification and approval files,
Correspondence, applications, statements of conformity,
copies of certificates, number assignment cards, and
related documents maintained by flight standards field
offices.

(a) Civil airworthiness files,
certificate is issued.

Destroy two years after

fw acemn e
(b) Military airworthiness files. Destroyacase files
qﬁﬁs? two years,i4. Statements of conformity and airworthi-
ness certificates to be retained in issuing
office. R |41
T ageney

bjat
, . . . he
(c) Export airworthiness files. Destroy,case files Sgtég
two yearsgld. Statements of conformity and airworthiness

certificates to be retained permanently by issuing office,

a‘ a-
w\’/& ko‘v’x‘a';%-Hems*; RTE b/l‘! ”7‘[

NOTE: 1Item 26 (b) and (c¢). These records must be
readily available in the certificating office as long as
the aircraft is in existence.

vatil awrer
no lowcer eFTSi‘SJ

FLIGHT INSPECTION RECORDS

omL""a
General correspondence files. | Correspondence, reports,
and related papers pertaining to the administration and
operation of programs of flight inspection and evaluation,

. when
(a) Agency office of primary interest.

and operation of aircraft assigned for flight inspection
purposes is to be destroyed after three years., 4, Eﬂiﬁ7
W ren

(b) Flight Standards National Field Office and Regional
Flight Standards Qffices. Destroy %feer five years.iq,
heamo

Flight inspection performance files. Workload data
regarding number of facilities checked, average and total
hours on types of facilities, number and type of discrep-
ancies discovered, and utilization of aircraft.

Destroy after six
yearsdd, EXCEPT that correspondence pertaining to maintenance

1350.15
8130(1)

1350.15
8200 (1)

RTB
bf3c177

1350.15
8200 (2)

(a) Flight Standards National Field Office, Flight Ingpecﬂion

Field Offices and Regional reports, Destroy afEer

one year olid. E‘:B 8'77 when.
62 when cld

(b) Monthly Summaries. Destroy after five yearsjpunless

accrued £o6¥ annual summaries.,
wm FIMQ cF

115-203

Four copies, including original, to be submitted to the National Archives

PO T3 O - 574-387
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JOB NO.

PAGE OF

7

8. DESCRIPTION OF ITEM

9 i31 oﬁm

SAMPLE OR

ITEM.NO (With Inclusive Dates or Relent\n\on Periods) JOB NO. ACTION TAKEN
I CAA-
i (c) Annual Summaries. Destroy after six yearsqld.If
annual summaries are not prepared, monthly or quarterly
summaries will be retained to the six-year limit, RTB
/%77
29 Flight inspection report files. Reports of flight inspec-;1350,15
tion of aids to air navigation, and related recorder chart$8200(3)
graphs, bearing error reports and correspondence,.
(a) Flight inspection reports,
%

tordginal—flight—inspeetion—repor
documentation (Refy 28 U.S. C. 1732). TR gl 7!

1 Flight inspection field offices. Destroy two
years after evidence of microfilming is furnished to the
originating office by the Flight Standards National Field

Office. A reproduced copy of the original as—well—as—the—-

~t—eonstitutes legal

Lf?

2 Flight Standards National Field Office (FSNFO).
Destroy after microfilming, and copies have been deter-
mined to be adequate substitutes,

(b) Microfilm copies of flight inspection reports.

l- Official record copy maintained by FSNFO., Destroy
five years after decommissioning of facility.

whew
2 All other microfilm copies. Destroy af&er two

years gid, gﬁﬁa%h7

3 Flight Standards National Field Office (FSNFO).
Transfer duplicate film copy of flight inspection reports
to the Federal Records Center on yearly basis, Federal
Records Center to destroy five years following decommis-
sioning of facility,

NOTE: 1Item 29(b)3. A film copy of flight inspection
reports must be retained as long as the particular facility
remains in commission (28 U,S. C. 1732), A duplicate film
copy 1is retained in the Federal Records Center in the event
the original is destroyed or damaged by fire, natural
disaster or other means.

(¢) Flight inspection recorder charts and associated data
maintained by flight inspection field offices.

1 Site evaluation records. Destroy two years after
the facility is commissioned or the site is rejected.

2 Commissioning records. Destroy five years after
the facility is decommissioned.

115-203

Four copies, including original, to be submitted to the National Archives

GO 1175 () - 574387

STANDARD FORM 115-A

Revised July 1974
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Administration
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' " | PAGE OF

7.
ITEM NO

8. DESCRIPTION OF {TEM
(With Inclusive Dates or Retention Periods)

N
toft36
0. 5
SAMPLE OR

10.
JOB NO. ACTION TAKEN

%

*#30

31

*32

3 Periodic, special and surveillance flight inspec-
tion records. Retain one-year history of facility imn
working files, EXCEPT "after accident flight check data."
Destroy '"after accident flight check data" five years
after anniversary date of accident.

RTB |2t

most—reeent—eycter— when superseded. @re
| (,,/9.‘1/77

(e) Data sheets, polar plots of coverage patterns, error
curve graphs and other flight inspection reporting data

facility is decommissioned,

Instrument approach procedure files (FAA Form 8260 series,
or equivalent.,

neAUra
rel
Destroy when superseded, canceled, EXCEPT thosejfiles in
use at the time of an accident/incident which may result
in litigation,whick Filesare o be destroyed T years aFter
date oF acavdéut / in ardent, RTB

Zfial?? q|77
MAINTENANCE RECORDS s g/

Air carrier maintenance files, Case files documenting
the certification, inspection, and surveillance of main-
tenance activities of scheduled and non-scheduled air
carriers,

whew
(a) Regional flight standards offices., Destroy after ten

ears}¥EXCEPT that basic certificates, specifications, and
uthorizations are to be destroyed eight years after being

after five years, EXCEPT that basic certificates, speci-
ications, and authorizations are to be transferred five
ears after being superseded or canceled.

(b) Flight standards field offices., Destroy after five
years, EXCEPT that basic certificates, specifications,
and authorizations are to be destroyed after five years
pfter being superseded or canceled,

Systemsworthiness Analysis Program Reports. Destroy
after inspection is repeated in the same area, system or
Fubsystem of an operator's program,

!
f

’ when
4 Shipboard TACAN records. Destroy efter two yearsuold.

(d) SAFI raw data files. Destroy all-but—ene—eopy—of—theT

not covered elsewhere. Destroy five years after the related

superseded or canceled. Transfer to Federal Records Center

1350.15
8300(2) (a

N?

115-203

Four copies, including original, to be submitted to the Nationa! Archives
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10.
ACTION TAKEN

33

34

36

OPERATIONS RECORDS

Air carrier operations files, Case files documenting

the certification, inspection, and surveillance of
operations of scheduled and nonscheduled alr carriers.

(a) Regional flight standards offices. Destroy after
ten years, EXCEPT that basic certificates, specifications
and authorizations are to be destroyed eight years after
being superseded or canceled. Transfer to Federal
Records Center after five years, EXCEPT that basic
certificates, specifications, and authorizations are to
be transferred five years after being superseded or
canceled.

(b) Flight standards field offices. Destroy after five
years, EXCEPT that basic certificates, specifications,
and authorizations are to be destroyed five years after
being superseded or canceled.

Airport traffic and taxi pattern files,

(a) Regional originating office copies. Destroy ten
years after being superseded or canceled,

(b) Other regional office‘copies. Destroy when super-
seded or canceled or no longer required.

(c¢) Flight standards field office copies. Destroy when
superseded or canceled or no longer required,.

Systemsworthiness Analysis Program Reports. Destroy

after inspection is repeated in the same area, system or
subsystem of an operator's program.

PUBLIC RELATIONS RECORDS

Informational release files, Records documenting the

J
&)transcrlpts of press conferencesﬁ
7 speeches 9te1ev131on and radio scrlpts 6b10graph1es,
)

1350.15
8400 (1) (a)

1350.15
8400(10)

1350.15

public release of information concernlng Agency activitie$1210(1)

and accomplishments, consisting oflg%ess releases,
*ilcatlons Yofficial

grggbﬁg_preﬁentatlo Eg_gxhlgégf, and other f:;za%iy
b

related indexes. Fer all iV e F{-/qr. l) amdl '4) arromged chre.
)) ") + '1) arrenged. Lq Su‘))ed’/ al) arranged Ckmno\o(“tcal\q -

(a) Re1e351ng office (record set only). Permanent,

Transfer to Federal Records Center four years after close

¢ lco)‘\ cu(lt.(j
3) coer, h5

of file or sooner if inactive., Offer to NARS efter 5 yeyrs]a}er.

+itle,

RTB 4 m
%)gl;gP}P

Four copies, including original, to be submitted to the National Archives and Records Service

GPO : 193—0-711-917
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10.
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37

P:'lezl'ﬂ
[

217
T ehns?

38

39

when e (stger neecded

(b) All other offices. Destroy -efter—purpose—served,

for clwinTstrative pvrposes.
CIVIL AVIATION SECURITY RECORDS

R
2518}77

Civil Aviation security rulemaking project files, Case

files reflecting the development of new of amended

Federal Aviation Regulations, and grants or denlals F
exemption petitions, Briomqed by preject number. 1 cw BH{yc

Hcd suppl o Final Tt reperis- interpal c:omv{mcd-mn Cu. resSpoy
o») m Ve derelmined -L-.,% s1gFm\fréum(- Y project oFficer,

gt
Transfer to Federal Records Center five years“”ﬁ%%5¥31‘°

aahgu +as vuume_}wm'rm-‘s OFfer ‘Ifg/\)ARQ a\f. s . tadec. N
AW o mwedere] -- wears . fetio
MOTOR VERTCLY MANAGEMENE RECORDS 't Completion cf Final

Motor vehicle management files. Documents relating to
the management, operation and maintenance of motor
vehicles,

(a) Motor vehicle accident files maintained by trans-
portation offices. Destroy three years after case is
closed,

(b) Vehicle release and transfer files.
year after vehicle leaves Agency custody.

Destroy one

(¢) Motor vehicle operators files, including driver
tests, authorization to use, safe driving awards, and
related correspondence. Destroy three months after
separation of employee or three months after recision
of authorization to operate Government-owned vehicle,
whichever is earlier.

AIRPORTS AND OTHER LANDING FACILITIES RECORDS. The
records described below relate to the administration of
programs promoting the development of a national

system of public airports. These include airports
system planning; administration of the Federal-aid
airport program; conveyance of land for public airport
purposes; providing standards for design, construction,
maintenance, and ground safety at civil airports; and
related activities,

GENERAL RECORDS

ﬁou\h:\@
General correspondence files. p Correspondence, reports,
and related materials dggumenttng the planning, coordin-
ation, and establishment oF a national system of civil
airports; developing a national airport plan; granting

1350,15
1650 (2)

dence , ere e

h of  Final

action .

1350.15
4670(1)

1350,15
5000(1)

Tve Svmwmar q)

Four copies, including original, to be submitted to the National Archives and Records Service

GPO . 19%63—0-711-917
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Federal funds to airport sponsors; transfer of public
lands for airport purposes; review of claims for repair
of public airports damaged by Federal agencies; enforcing
compliance with laws and regulations affecting airports
constructed with Federal funds; compilation of airport
data; and development of standards for airport planning,
design, construction, and maintenance; but EXCLUDING
files described elsewhere in this paragraph.

whewn
* (a) Office of airports programs. Destroy im-20 years.old.

Transfer to Federal Records Center after four yearsgld .
BB ( [30i77 lad e

(W7 =77
* (b) Regional headquarters airports offices. Destroy—ia

20 years,iq, Transfer to Federal Records Center after four
years,, wher

. wihen
(¢) Airport district offices. Destroy after four yearsahlf
yhiie
40 Military utilization of civil airports filesaﬁfCorres- 1350.15
pondence, reports, and other documents relating to 5000(2)
military and joint civil-military use of public airports,
. . . : . B
not filed in airport project files, 32/30,77

h
* (a) Office of Airports Programs, Destroy Fa%0 years.old.
Transfer to Federal Records Center after ten years,j,
Wwheae ’

(b) Regional headquarters airports offices. Destroy
five years after restoration and claims related to
military use at the individual location have been settled.

(c) Airport district offices. Destroy five years
after restoration and claims related to military use at
the individual location have been settled.

ATRPORT MASTER RECORDS

41 Airport Master files. Documents relating to facilities at| 1350.15
civil airports in the United States and its possessions, 5010(1)
including FAA Form 5010-1, Airport Master Record, FAA
Form 5010-2, Landing Facility Information Request, or
equivalents, and related materials,

* (a) Case files maintained by office of airports programs.
Bestruetion—not—authorirzed—eon—sactive—sairportsr Case files
transferred to Defense Mapping Agency Aerospace Center
after airport (other than those with Federal agreements)
is in abandonment status for three years, ferse ke&uh&q LW
Defemse Maﬁnnq Rgemey, RTB )z2of7y

(b) Regional headquarters airports offices. Destroy FAA

Form 5010-1 and related correspondence and reports when

115-203 Four copies. including original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Admimistration
GO 1975 O - 579+387 FPMR (41 CFR) 101-11 4
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7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

42

43

44

*46

superseded by current form; destroy instructions pertain-
ing to the preparation of FAA Form 5010-1 when superseded
or canceled,

(c) Airport District offices. Destroy three years after
airport is abandoned, or no longer required for current
operations.

Airport Facility statistical files, Statistical summaries
and studies prepared from machine tabulations of airport
facilities data.

(a) Master location list of airports and special studies
and summaries. Destroy when superseded,

Airport identification files., Card files, consisting of

FAA Form 2056, or equivalent, containing summary data on
airports and airport facilities.
Deg\’(‘M

Destruetionnot—autherizedronaetive—airpores: ) Card files

lare—destroyed on Airports (other than Federal agreement

airports)yin abandonment status, fer—three-years- __
3 yrs. affer besng placed RTE 8l77

ATRPORTS SYSTEM PLANNING RECORDS

Airports economic studies and publications files.

Studies made in formulation of economic criteria of
community needs and analysis of community requirements for
establishing airport facility priorities,

(a) Record copy of publications and background material
for unpublished studies. Destroy aﬁfer ten yearsyjy, KB
when

(b) Background material of publications. Destroy after
ten yearscld, Whean

City Summary and economic analysis files., Destroy affef
ten years, , when

ENVIRONMENTAL PLANNING

Draft and final section 102(2) (¢) Environmental Impact
Statements (EIS), Terminated Section 102(2)(c) and

Section 16(c) (4) - Coordinated Negative Declarations (ND)
and Section 4€f) Project Filés. Project files on approved
airport projects consisting of the above-mentioned impact
statements and all related correspondence and documents.

(a) Office of Airports Programs.DThree yvears after the
Federal Aviation Administration has approved the EIS or ND

1350.15
5010(2)

1350.15
5010(3)

1350.15
5030 (2)

o] 2ef77

1350.15
5030(3)

115-203

Four copies, including original, to be submitted to the National Archives
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PAGE OF

7.
ITEM NO

8. DESCRIPTION OF iTEM
(With Inclusive Dates or Retention Periods)

" 19 96—
SAMPLE OR

10,
JOB NO | ACTION TAKEN

47

48

=/

for a proposed action, the subject files may be sent to
the Federal Records Center.@)Controversial projects may
not be sent until three years after any litigation has
been resolved. Tkmmver;éﬁf the EIS or ND were prepared
for future projects which will be evaluated and which are
intended to have a prior finding action applied, the EIS
or ND must be retainedXﬁﬁ?f& adﬁfnihtrgxiv3 action has
been taken on the last project,;f : destroyed
ten years after the material has been received by the
Federal Records Center, ngﬁm/17

(b) Regional Airports Divisions/Airports District Offices
When the project or projects for which the EIS or ND was
prepared are constructed or completed, including Federal
funding, the files may then be sent to the Federal Records
Center.éplf the EIS or ND were prepared for future project%
for which gﬁggipi ngging affirmation action was intended,
the filesKmust be retained in the region or district

office until the *ast prgject is federally funded and
e

completed;wuﬁég%¥%§rfgn yedrs after the material is
received in the Federal Records Center, RTHB bl3‘177

FEDERAL-AID AIRPORT PROGRAM/AIRPORT DEVELOPMENT AID
PROGRAM RECORDS

Airport project program data files., Documents relating
to the development of annual, FAAP/ADAP programs, including
field submissions, program revisions, and related materials

maintained by the Airports Service [ihese cre backgrovacl Suppert
for establishwment of a qramt agreewment between the Feleral GoJevh
ondd State, Ly, or private &irpect. ]

Destroy afﬁﬁf twenty years, y Transfer to Federal Records

Center after Fe ears
en e N yearsgyja, QrB[algaH?

SURPLUS AIRPORT PROPERTY RECORDS

Surplus airport property files. Case files relating to
the disposal of surplus Government airports and airport
facilities and equipment, containing declarations, surveys
deeds, agreements, leases, charts, compliance recorts, and
related correspondence.

(a) Office of airports programs. Bermanent- Transfer
to Federal Records Centerj tweifEy 5¥d : 2 Jeonve

anee—to—thre—public—agency
Destray when land reverts 4o Federal Goverument

(b) Regional headquarters airports offices., Screen
annually and destroy material of expired temporary value,
such as duplicate copies, transmittals, expired leases;

Ves

ord. ol related, Federol obhgo&«c‘ns ave sexed or comcellyd . QS"'IH

1350.15
5100 (7)

popers
v et

1350.15
5150(1)

3?34\74

115-203

Four coples, including original, to be submitted to the National Archives
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7. 8. DESCRIPTION OF ITEM : 10.

ITEM NO (With Inclusive Dates or Retention Periods) Sﬁl\oﬂgLsoOR ACTION TAKEN
transfer skeleton file of basic documents and compliance
enforcement records to the nearest Federal Records Center

. Vawwme wdcCamts,
-For—permanent—pregervation when the
reverts do Fedem( overumment and all
m&” é"l‘emt or Ngat fichs are seifled or Comeeiled. ,,-H'-”’
TRANSFER OF PUBLIC LANDS RECORDS eﬁ%’7h7 ~

49 Section 16 and 23 files, Case files relating to transfers|1350.15
of Federal land to public agencies for use in connection 5170(1)
with public airports.,

cCer +
* (a) Office of Airports Programs. \f$mu rRste -
e o 5 e O—NARS—A e eR—yeé ﬂ'}"ﬁ
gc_b oy whes r{'ﬁ“ﬁ tfezﬁh herzdeml Gouernmwr daMOl all H|7'77
2] 124, a
COMPLIANCE NRORCHMENT RECOATE™ Are ewlea e cancelle Aor-n-71

50 Compliance enforcement files. Case files relating to 1350.15
activities concerned with effecting compliance with laws, [5190(1)
regulations, and agreements regarding airports sponsored
under DLAND and DCLA programs (AP-4),

* . Pefmaneaﬁ-

(a) Airports Serv1ce wolers .a”wM+gransfer to Federal ne
Records Cen er
dectl opvigation uvadec pProgr %E‘,
217
./’II 7
© - %7’77 gl
DESIGN, CONSTRUCTION, AND MAINTENANCE RECORDS

51 General technical correspondence files., Documents 1350.15
relating to airport engineering, design, paving, turfing, [5300(1)
drainage, landscaping, architecture, zoning, and related
subjects, [ Informcdion 15 publishedd as cum adutsory Clreviar, an

wrernal FAR vahc‘cchc.c %
777

* (a) Regional headquarters airports offices., Destroy
five years after notice of deactivation of airports.

52 Drawings, tracing, and sketches. -Petzit—drawings;—teyeuts|1350.15
ﬁef—bﬁi+é%ngs7fEhﬁ+1ﬂHnﬁﬁh—sketehes—ﬁf—prﬁposed—airfie%dsméaOO(5)(e)
primery—interest.; Rerciaviteal No\-/xgcxhcnal Choct (ANC) dm,ww\(} dyplicede

cepres eF fraciqs, drawings, + Skefches; + Lre W Inary drowings , all ‘CubmiHed 1o [FAA
by &ltperr sponsers seeking reclemal arel build clrperts,

* (a) —Linen—set—and—record—ecopyofANCdrawings—Destroy
five years after notice of deactivation of airport,

RTR 7hilr7 S 9/-25/77

53 Wind rose charts, Charts showing wind trends for four-to {1350,15
eight- year periods prior to compilation, prepared from 5300(6)
material received from the Weather Bureau.

115-203 Four copies, inctuding original, to be submitted to the National Archives STANDARD FORM 115-A

GO 1975 () - 579-387

Revised July 1974

Prescribed by General Services

Administration
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7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Penods)

MPL 10.
SAMPLE R | ACTION TAKEN

*

*54

*55

*56

*57

(a) Record copy. Destroy five years after notice of
deactivation of airport,

PLANNING GRANT PROGRAM

Airport Master Planning and Systems Planning Project Files|

Case files on planning projects affected by agreements
with the Federal Government under the Planning Grant
Program (PGP) consisting of project applications, grant
agreements, airport planning program action forms, grant
payment forms, audit reports, correspondence, and related
documents.

(a) Office of Airports Programs, Transfer to Federal
Records Center after financial completion of project,
Destroy after ten yearslafer, ej‘g/;ah?

(b) Regional Airports Division/Airports District Office.
Maintain one copy of project files in either Regional
Airports Division or Airports District Office, Transfer
to Federal Records Center no sooner than five years

after project completion, Destroy ten years after financis
completion of PGP project,

Completed Airport Master Plans and Systems Plans.

Completed master plans and system plans prepared under the

Planning Grant Program CcﬂSTS“H'V\q ¢k erPOP‘[‘S '?-‘Pi&MC PrQ‘PQ"etL b‘(
stotes + seut $e¢ FAR L7 review. Rq$%[/77 < g/asnGy

(a) Office of Airports Program. Destroy when superseded

or obsolete,

(b) Regional Airports Dimision/Airports District Office.
Maintain one copy of final plans in Regional Airports
Division and/or Airports District Office. Destroy when
superseded or obsolete giving consideration to longevity
of plan recommendations and environmental studies prepared
as part of a plan or which references completed plans.

Unprogrammed Airport Master Planning and System Planning

Project Files. Correspondence and other papers relating

to PGP projects on which no funds were allocated.
Destroy after- three years

whew vld '2’\45,13/77
CIVIL RIGHTS RECORDS

Civil rights general files, Correspondence, reports, and

related materials documenting the general administration
of equal employment and civil rights programs, including

Whe

1350.15
3700 (1) ()
N -174 1147, Thom |

115-203

Four coptes, includirig original, to be submitted to the Nationa! Archives

GrO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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9.
8. DESCRIPTION OF ITEM SAMPLE Op:n!fb

7. o " “-’z'i;
ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTION"TAKEN

youth opportunity, upward mobility, Federal Woman, and
fair housing., Includes status reports, EEO Counselor

data, and evaluations, - s )
o) status reports + evalvations~- PERMANENT, Offer 4 PMARS whed

0 years old Bl - lew B yr- (Eq subjecd.

.b) Al other records -- Ded-m.«l when 5 yrs. eold-

RTB
&130[77 /
ACQUISITION RECORDS S E/

2117y

*58 Canceled Bid Files. Case files on bids for which no
contract was awarded and bids subsequently canceled,

Destroy one year after cancellation,

The records described below relate to the management of
Air Traffic, including the allocation and utilization of
airspace; administration and operation of air navigation;
flight assis tance, and communications facilities; promul=-
gation of air traffic regulations and procedures; opera-
tional telecommunications matters; and flight information
and cartography.

PLANNING RECORDS. \

i
*59 Air Traffic Place Name Files, consisting of working E ‘
library of raw research data, special reports, corres- '
pondence used for future planning of the National Airspace
System, as well as program background information.

Destroy when five years old.

AIRSPACE ALLOCATION AND USE RECORDS

60 Airspace docket files. Consisting of official documents | 1350.15
in terminal and en route airspace rulemaking actions | 7400(2)
containing petitions, notices, comments, and related NC-a237- 75.-,7//
correspondence. |
Ttem I‘/'
® Transfer to Federal Records Center five years after close; J
of case. Federal Records Center destroy five years later.
Justification for change. Material in the docket file
is published in the Federal Register which is permanently !
retained. Actions can be restructured using the Federal l
Register. |
1
61 Airspace rulemaking project files. Consisting of case 1350,15 |
files relating to the designation alterations or reveca- [7400(3) t
tion of navigable airspace by rule, regulation or order. c |
> -2374 75~
( Arramged chrowcloqreally Yherevnder by reqion, Wherevnder /VI*Q Zj g
by wvmber) |, em
[~ S \ [V (1"‘— /qr.
115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services
Admunistration
GO 1773 O - 5Tu=387 FPMR (41 CFR) 101-114
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7.
ITEM NO

62

63

64

*65

*66

&
. Case Frles {_E[qﬁa% £ W
Transfer to ederal Records Centera

-after three years
| whew y bidl

8, DESCRIPTION OF ITEM
cluswe Dates or Retention Perio

KoK IBITED  AIR S BACE -~ %em/m/e/ur

9.
SAMPLE OR
JOB NO

» %
LI B PR 2

10.
ACTION TAKEN

five ZearSA

CLer Yo 067s old,. , RTB

<2/1i3
s gl

b. Al oHiers .- Tramsfec to FRC S yrs. abter close of cuse. Destroy 5
Airspace General Project Files. Consisting of case
files or staff studies relating to topics such as new
types of airspace designations, research and procedures,

elose—of—case.

Destroy five years after close of project.

Non-rulemaking files, Circulars and related data
concerning non-rulemaking actions,

when .
Destroy after two years.id,

OBSTRUCTION EVALUATION RECORDS

Obstruction evaluation case files, Documents relating
to aeronautical studies of the effect of proposed
construction or alteration on the use of navigable air-
space,

(a) Files containing information on structures that do
not exceed obstruction standards of FAR Part 77. Destroy
ﬁf&er three years,|q,

RT(E[;S[”

(b)

Files containing information on structures that

were circularized for comment and/or of a controversial
‘Permament.

nature, Transfer to Federal Records Center

Destroy whew strvcture s AFsmond bed .

OE Docket Files.
Administrator, co
correspondence

Official dockets of petitigh to the
erning determinations,
d denials or grants of
Sf?&Vto Federal Records
Of?er €6 NARS after fiftefn years far

Justificatfon: Files are subject t¢/ litigation at any

e

ATC AUTOMATION PROGRAM

koﬁ,he g f27
(1) General Correspondence files. A Correspondence, of2l?
reports and documents pertaining to planning, establish=
ment of requirements, evaluation, development, maintenancg
and testing of the NAS en route and terminal automation

27
5 (77

MrS. feter,
1350.15
7400(4)

]71%%-%%

1350.15
7460(2)

|
exceed obstructions standards of FAR Part 77 and which !
|
I

lalm 7
‘1@a;bw/ﬂi

vt-17

éﬁ&ee&'

?253¢x»

115-203

Four coples, including original, to be submifted to the Nationa! Archives

G0y 1973 (- 3T4e387

STANDARD FORM 115-A
Revised July 1974

Prescribed by General Services

Adminustration
FPMR (41 CFR) 101-11 4
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Jtem 65,

‘I’ ". R3a.
OE Ddcket éiles. Official dockets of petitions to the Adﬁinistfator,

. I3 3 ! 3
concerning determinations, comments, correspondence, and denials or grants
of petitions.

a. Records relating to proposed obstructions that are NOT constructed--
Transfer to FRC 3 years after file is closed. Destroy 25 years later.

b. Records relating to proposed obstructions that ARE constructed--
Transfer to RC 3 years after notification of completion of construction.
Destroy when obstruction no longer exists.
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7. 8. DESCRIPTION OF ITEM SAMPQL'E OR 10.
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: . trred—t £ ¢ . , e
Included are documents on policies and procedures related
to each model and version of the NAS automation systems,

Destroy two years after superseded or after associated
model is no longer subject to configuration management
control,

* (2) Configuration Management Files. Correspondence
relating to configuration decisions of proposed modifi-
cations to the NAS hardware and software systems,

Destroy two years after rejection or withdrawal,

* (3) Baseline Specifications of NAS System Models &
Versions. Consisting of NAS management decisions under
Configuration Management Control which specify hardware
and software configurations for operational and support
systems,

Transfer to Federal Records Center when model no longer
subject to configuration management control, Federal
Records Center destroy four years later.

* (4) System Maintenance Records, relating to the reporting
and resolution of hardware and software discrepancies,

Destroy when associated model is no longer subject to
configuration management control.

* (5) Operational and Support Systems Manuals, User |
manuals not under configuration management (66 (2) above)

Transfer to Federal Records Center when model no longer
subject to configuration management control, Federal
Records Center destroy four years later,

*® (6) Design Records of NAS System Models & Versions. Not
under configuration management item 66 (2) above)

Transfer to Federal Records Center when model no longer
subject to configuration management control. Federal
Records Center destroy four years later.

RESFARCH AND DEVELOPMENT RECORDS. These records are
created in connection with technical and scientific
research and development programs relating to the develop-
ment of new systems, facilities, and devices and the
improvement or refinement of existing systems, facilities,
and devices including asircraft, aircraft engines and

115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Administration
GHGo 770 0 - 57Y-387 FPMR (41 CFR) 101-114
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1. 8. DESCRIPTION OF ITEM SAMPLE ORT- S =16,
ITEM NO (With inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

and equipment, They involve all phases of research and
development, including planning and the establishment of
requirements and preliminary characteristics, experimen-
tation, design, engineering testing, and evaluation,

Hdhde
67 GENERAL RECORDS . gt
fovt®
(1) General correspondence files. r Correspondence, 1350.,15
reports, and related records maintained bymfhawéksngz: 9500(1)

office of primary interest relating to thgkp anning,
management, evaluation, and accomplishment of research
and development programs, policies, and procedures.

when
® Transfer to Federal Records Center eftex five yearsusid.
Federal Records Center to destroy after twenty yearslater
R’T67/l3/77

(2) Technical boards and committees files., Records on |{1350.15
boards and committees studying assigned technical research 9500(2)
and development problems, including requirements for or
the authorization of projects, the scheduling and phasing
of projects or programs, and the control and coordination
of research and development project phases, Consist of
agenda, minutes of meetings, and documents relating to
the establishment, revision, or termination of projects;
and papers reflecting the group's actions, recommendation§,

I

|

{

!

and accomplishments,

* (a) Official files of the committee or board
maintained by the chairman, secretary, or other designee,
Transfer closed files to Federal Records Center after '
two yearsﬁﬁwfgaz¥51 Records Center destroy twenty five
years later, R@£“3)77

(b) Copies of committee or board files distributed
to members, Destroy when superseded or obsolete or upon
termination of membership, whichever is earlier,.

|
j

(3) Research and development project files. Case files |1350.15 ‘
maintained by laboratories and other activities and offices 9500(3)
responsible for research and development functions i
reflecting a complete history of each project or task from !
initiation through research, development, design, and !

testing to completion., Consist of project authorization
documents; project cards; technical characteristics; test
and trial results; drawings, specifications, and photo-
graphs considered essential to document design, modificatilons,
and engineering development; technical and progress
reports, notices of completion; and correspondence
influencing the course of action taken on a project,

115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Admirustration
Gis 1875 € - 576-387 FPMR (41 CFR) 101-114
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7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

ot
Ay

AL
Iy

Transfer to closed project file upon completion or
termination; transfer closed g}le to Federal Records
oS

Center efter three yearsiﬁﬁfedergi Records Center destroy
i 5 Lot
twenty five yearsldler, Rfﬁ7ﬁ3/77

(4) Laboratory notebooks. Notebooks containing techni-
cal and scientific data accumulated in the conduct of
research and development projects.

(a). Notebooks containing data determined to be
duplicated in technical reports or in project case files,
or to be of such a nature that their retention would not
add significantly to the project file. Destroy six
months after completion or termination of related project.

(b) All other notebooks. Transfer to Federal
Records Center after five years 4 Federal Records Center

destroy twenty fgarsiakf; Ry8
“13l77

(5) Technical report files. o0fficial file copy of each
technical report or unpublished manuscript of report
prepared in connection with a project or task. (g"' }’(\‘1 I“P“‘“
.. PERMANENT, when Suiue
Transfer to Federal R((;,Fco‘}'gsm%enter after five yearsold.
enty yearsleter. RTB 4/iq/|77
be All other copres ~- Destray whew ne ionger neected For reflesouce,
(6) Drawing and specification files.

each drawiné and specification showing final design and
technical characteristics of items developed.

Transfer to Federal Records Center one year after
superseded. Federal Records Center destroy twenty five
years aPtec super seded,

(7) Progress report files. Reports showing initiation,
progress, or degree of completion of projects or tasks,
submitted by research facilities, laboratories, or

project offices to higher authority, and related papers.

(a) Reporting office copies. Destroy one year
after completion or cancellation of related projects,

(b) Freeder reports used for compilation of consoli-
dated reports. Destroy upon submission of consolidated
report,

(c) _Consolidated reports, and any feeder reports
used for preparation thereof containing technical or
scientific data not fully documented in the consolidated
reports. Transfer to Federal Records Center after five

years,

Official file copy ¢f 1350.15

Federal Records Center destroy -after twenty years Jbfec.

1350.15
9500 (5)

1350.15
9500 (6
#) )

’

S 2lazfm

9500 (7)

1350.15
9500 (8)

B
R;ﬁ4l77

115-203

Four coples, Including original, to be submitted to the National Archives

STANDARD FORM 115-A

Revised July 1974

Prescribed by Genera! Services
Administration

FPMR (41 CFR) 101-114

GPO 1975 () - §79=387
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7.
ITEM NO

'

8. DESCRIFTION OF ITEM
(With Inclusive Dates or Retention Periods)

X Dol
AMPL » 2108
SJOB SSDR ACTION TAKEN®

68

*

69

FACILITIES AND EQUIPMENT. Thé Tecords described reldté

to the construction commissioning, installation, mainten-
ance, inspection, and relocation of air navigation, air
traffic control, and aeronautical communications systems,
facilities, and equipment.

GENERAL RECORDS ‘ ﬂTB/th7
Qoul-mé’ b
(1) General correspondence files. A Correspondence, report
and related documents accumulated in the administration
and operation of programs for the survey, installation,
construction, maintenance, and inspection of air naviga-
tion, air traffic control, and aeronautical communications
facilities and equipment; and the determination of
requirements for the procurewent, manufacture, and distri-
bution of equipment, but EXCLUDING files described
elsewhere in this paragraph.

(a) Correspondence files of the Agency office of
primary interest, and that portion of files of regional

headquarters offices relating to the development of

policies and standards in the management of assigned
programs. Destroy aéfer five years,.|d,
when

(b) Correspondence files of regional headquarters
offices (other than that portion described in (a) above).
Destroy after five years,iy,

whew

(¢) Correspondence files of systems maintenance
field offices relating to the inspection, repair, and
servicing of facilities and equipment. Destroy after two

W heu

yearsd.,

(2) Air marking program files. Documents pertaining to
providing visual ground markings to guide pilots of
aircraft not equipped or unable to use electronic naviga-
tional aids. Acramqed dy suvbject. ‘/g cw - P+ fun

(a) Agency office of primary interest. Permanent.
Transfer to Federal Records Center when inactive. Offer
to NARS after 10 yearsJafer

WA&h,
(b) Regional headquarters offices. Destroy after
one year .o/,

o

PLANNING RECORDS

Overseas planning files. Correspondence, memorandums,

reports, and related papers pertaining to the coordination

s 1350.15
6000 (1)

1350.15
6000 (2)

1350.15
6010(1)

115-203

Four coples, including orlginal, to be submitted to the National Archives

Gl 1975 ¢y - 579387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Admimistration

FPMR (41 CFR) 101-114
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1. 8. DESCRIPTION OF ITEM SAMPLE OR 10.
ITEM NO (With Inclusive Dates or Retention Periods) 10B NO ACTION TAKEN

of plans and policies for the establishment, development,
improvement, and maintenance of air nayigation facilities |
outside the continental United States.{fw by covudry, then theons log i cal ‘1)’ e ;AC”H/‘V
PERMAVENT, TromsPer 4¢ FRC whew 5 urs. old. OFfer +v NARS whiw 1S yrsloldd,

* Pestroy—four—years—after—completion—ofproject/program:-
RY8 ¢|sl17 ¢ gfaz )y
*70 F&E_Project Files. Case files pertaining to F&E project 1350.15

assignments, fund allocations, adjustments to F&E programs| 6020(4)
technical documentation, and project groupings and coding
maintained by regional headquarters offices.

(a) Correspondence with field-working parties, including
work orders, installation instructions, permanent instal-
lation adjustments, and weekly progress reports, or
equivalent. Destroy one year after decommissioning of
facility.

* (b) 1Instructions and implementation correspondence to
and from Washington offices. Destroy two years after
decommissioning of facility.

71 Project control files. Card files maintained by regional {1350.15
headquarters offices for each assigned F&E project, 6020(5)
reflecting project allotments, prcject cost, and periodic
status of physical progress.

(a) Monthly record. Destroy one year after close of
appropriation,

* (b) Final cost summary. Destroy 2 years after decommis-
sioning of facility.

72 Civil Réronautics Board Files. Stakements to the Board 1350.15
as to thegvailability of aids to ain\navigation along 6020(7)
existing or“proposed routes, and compubations and certifi-
cations regardy

cations Tegar ng flight mileages on whigh to bése air no londer
paym ’ creatp oL)

* Permanent. TransfeX to Federal Records when Npnactive. RTR 8[3/77
Offer to NARS after fiye years. S &)ag /7y
POLICIES AND STANDARDS RECORDS

73 Maintenance standardization files. Correspondence, 1350.15
memorandums, reports, and related papers pertaining to 6030 (1)
qualification and performance standards for facilities
maintenance personnel; training of maintenance personnel,
and analysis and modification of regional employee
standards and procedures for use in classifying facilities
and for computing personnel workloads; effective utiliza=~

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services
Administration
GPO 1075 O - 579-387 FPMR (41 CFR) 101114
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ote
w

74

75

76

3. 29 o; b

PL
SAMELE T | AcTION TAKEN

tion of maintenance personnel; promotion of training for
engineering personnel in schools; and field maintenance
organization structure, maintained by the agency office
of primary interest,

—to—NARS—after—l0—years————
DeS‘h'CLL{ when S Yrs: od. PT—B/3177

SYSTEM PERFORMANCE RECORDS

Maintenance operations evaluation files., Documents
accumulated by agency office of primary interest in the
review and evaluation of maintenance services rendered
on facilities and equipment

(a) Records pertaining to the summarization and analysis
of maintenance services performed by the regional offices.
Destroy after ten years.

(b) Facility technical imspection reports (6040-9 thru
15-series). Destroy when 2 subsequent reports are on
file or two years after decommissioning of facility
involved.

(c) Records of itineraries and assignments of inspectors.
Destroy after two years.

Technical inspection and evaluation files. Reports and
related documents pertaining to facility inspection and
evaluation, maintained by airway facilities field offices.

Destroy when two subsequent reports are on file or two
years after decommissioning of facility involved.

FREQUENCY MANAGEMENT RECORDS {ive

Ayt T3
(1) General correspondence files. 4 Correspondence,
memorandums, reports and related papers pertaining to the
requirements of the agency for radio frequencies, and
uniform practices governing the use thereof. Includes
subjects on allocation, assignment, cancellation, modula-
tion, and usage of frequencies, circuits, disaster
communications services, and similar subjects related to
radio frequencies.

R
Destroy after seve ears
8 y e ven years.ld, g]l&/77

(2) Frequency Assignment Files. Documents and corres-
pondence pertaining to assignment policy and procedures

and to the operation of facilities to which frequencies

115-203

1350.15
6040 (1)

1350.15
6040 (5)

1350.15
6050 (1)

1350.15
6050(2)

have-been._assigned, or _are to_be assigned.
Four coples, including original, to be submitted to the National Archives

GHO - 1075 (0 - 579387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Adm:nistration

FPMR (41 CFR) 101114
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PAGE OF
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ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

MPL 10,
SAMELELR | acTion TakeN

* 77

(2) Interdepartmental Radio Advisory Committee (IRA(
IRAC frequency lists and preface manual of regulations
and procedures and emergency readiness plan. Destroy
upon receipt of revised copy.

(b) TFAA frequency lists. Destroy upon receipt of .
revised copy.

(c) Miscellaneous frequency lists (Canadian, FAA,
AEC). Destroy upon receipt of revised copy.

(d) 1International Frequency Registration Board
(IFRB). 1IFRB publications. Destroy upon receipt of
revised copy.

(e) Frequency Assignment Subcommittee (FAS). TFAS
agendas. Destroy afﬁﬁ;ktwo yearsylq Rigvmhq

(£) Radio Frequency Appendex and Classified Frequengy

Supplement. Destroy ﬁfﬁtf two‘yearsvhi, R%?Wﬁﬂ

(g) Completed 0T-19 files. Destroy %ffer two yearsgld.
em

-
~.O o o de

(h) Station location files. -Pestroy—after—sevemr—

Destroy wham superseded. RTe ¢/32/7;
NOTE: 1350.15, Items 6050(4) and 6050(5) are
deleted and material incorporated in 76(2) above.

(3) 1Interdepartment Radio Advisory Committee (IRAC)
files. Case files reflecting agency membership on IRAC,
which assigns radio frequencies to Federal agencies,
containing agenda, applications for frequency assignments,
and minutes of meeting.

8
Destroy after two yearseld. R§}3/77
Wwhen

Teletype record books, GPO Number 50176, or equivalent
Transfer with equipment. Destroy when equipment is
removed from FAA inventory.

g|i%l77

1350.15
6050 (3)

1350.15
6500 (1)

115-203

Four copies, including original, to be submitted to the National Archives

GIYY - 1975 O - 571387

STANDARD FORM 115-A

Revised July 1974

Prescrnibed by General Services
Administration

FPMR (41 CFR) 101-114
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10.
ACTION TAKEN

k) 3

78.

79.

80.

_a,L55 Air Coordinating Committeepnumbered papers and

INTERNATIONAL REIATIONS RECORDS. The records described
below relate to the coordination of international acti-
vities of the agency, development and coordination of
FAA and U,.S. positions on matters considered by inter-
national civil aviation organizations, preoviding sec-
retariat services for the Interagency Group of Inter-
national Aviation (IGIA), and management of agency
foreign assistance programs.

General correspondence files. Correspondence, reports,
agreements, studies, and other documents reflecting the
planning, direction, coordination, and evaluation of
international aviation programs of FAA, and the develop-
ment of international aviation policy with other United
States Government agencies, industry, foreign governments,
and international bodies, maintained by the Agency office
of primary interest .(Pre by S“bje°;3 Co- H e 4y,

wheu_
Transfer to Federal Records Center after tour

Permanent.
QB - Jualy

years g, Offer to NARS after 20 years.lofer,

o)

(hee )
Air Coordinating Committeepand International Civil
i Documents produced and

Aviation Organizatiocn}
accumulated in connection with the development and pre-
sentation of the position of FAA and its predecessors

on ACC matters to ACC panels, subcommittees,and sectioms,

and on ICAO matters, and to implementation of .
recommenda tions, includiig Mynotes of Pic Uau(‘gaflow + cther commi e
cerrespendenc e, aAru by SULJ‘QH-) Ca"3 o B fyr

(a) Offices responsible for coordinating on ACC and

ICAO matters. Permanent Transfer—to—Federat-—Records

€enter—after—five—years. Offer to NARS -after-28-years.
when Ho cld

(b) All others. Destroy after one year,ld,

- whem
ACC liaison files. Documents accumulated in the coordi-
nation and conduct of Agency participation in ACC acti-
vities and in briefing designated representatives prior
to meetings of ACC,

Py
1) Iy

o . $oa. Fal = «J LR 3 2 . e 1
oo ImmatiImECommiccCcCc a1t SO T VIS TOnNS dlilivr—STo™

lowger eveanted 1
andt ICARO

T ne

-opera-tion+—

Offer
Ca- B cu

related indexes and correspondence., Permanent.
to NARS after 20 yearsgid,  ( frr by subject).

committees——Dpestroy-when—no—longer—required—+for—current—

1350.15
1240(1)

1350.15
1240(2)

es, pepers,
a7
e g/a3

1350.15
1240(3)

#4-/qn

({TB,,]M"” s ghiln

pncl

77

115-203

Four copies, including original, to be submitted to the National Archives

STANDARD FORM 115-A

Revised July 1974

Piescrived by General Serviscs
Admuristration

FPMR (41 CFR) 101-11 4

GIy 2 1975 O - §78-387
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9 32 of, 2%

ACTION TAKEN

81.

82.

83.

*

by

Coordinating Committee,

Designations of Agency representatives to the Air
Destroy when superseded.

LAWS AND LEGAL MATTERS RECORDS. The records described

below are generated in accomplishing the legal work of
the Agency, including the providing of legal counsel and
advice on matters pertaining to Agency functions; the
Administration of Agency legislative, enforcement, rules,
drafting and interpretation,rules codification, -
claims, and contract appeals programs; and the conduct of
litigation in which the Agency is involved or has an
interest.

General correspondence/files. Correspondencé, reports,
and other records maifitained by legal offigles reflecting
the development and Accomplishment of policies, programs,
and processes governing all phases of agbigned legal
responsibilities,/but EXCLUDING files described elsewhere.
C Arr. sub)eet)., fw. & e B[ yr

whei
Permanent. Trdnsfer to Federal Recgfds Center gfter four
years ), 0Offey/ to NARS after 15 yea 5 Joter. RI?/B)77

Legal opinion files. Documents reflecting legal decisions
or opinions on questions arising in connection with laws,

regulations, and other matters affecting FAA, and related

indexes,

Permanent. Transf f/io Federal Records Cewter after five
years. Offer/§9/ﬁ§RS after 15 years. Rﬁﬁ.ﬂ

a2l g);fd
S

LEGISTIATIVE RECORDS,

(1) Legislative history files. Case files compiled by
legal offices on enacted legislation, Congressional reso-
lutions, Executive grders, and proclamations of interest
to FAA, supporting papers, and comments reflecting FAA's
position and related indexes. RT
qﬁ/77

Permanent. ansfer to Federal Recdrds Center after five
years. Offér to NARS after 20 yegTs.

(2) Llegislative proposal files. Cases files accumulated
by legal offices on proposed or introduced legislation,
Congressional resolutions, Executive orders, and procla-
mations, consisting of draft proposals, supporting papers,

and comments setting forth FAA's position, and related
indexes.

S

o

1350.15
2000(1)

S5

———

d

9

-~

~

1350.15
2050(1)

;/33/97

1350.15
2050(2)

1350.15
2010(1)

see
atlached
Sheet

Slau

See
atlached

sheet
32 o

See

aﬁ+acﬁe¥
Sheet
BZlaf

115-203

Four coping, Including original, to be submitted to the Nationat Archives

VIt 21975 ) - 573-987

AR

STANDARD
Revised July
Prescnted b

FORM 115-A
1974
v General Services

Administration
FPMR (41 CFR) 101-11 4
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Ttem 82. Legal Opinion Files. Documents reflecting legal decisions or opinions on
questions arising in connection with laws, regulations, and other matters
affecting FAA, and related indexes.

a. Precedential Decisions--Microfilm a 5-year block in accordance with
provisions of Federal Property Management Regulation 101-11.5,
and destroy paper records when acceptable microfilm copy is obtained.

b. Microfilm--

1. Record copy--FERMANENT. Offer to NARS with record copy of
accompanying AVLEX Subject Index upon filming and verification
of quality of film. (Arranged by document number, i.e,,chrono-
logically.) ca. 2 rolls for every 5 year block.

2. Microfilm duplicate--Destroy in agency when no longer needed
for legal research.

3. All other copies--Destrcy in agency when 5 years old.

Ttem 83. IEGISLATIVE RECORDS

(1) Legislative History Files. Case files compiled by Legislative Staff oh
enacted legislation, Congressional resolutions, Executive Orders, and
proclamations of interest to FAA, consisting of draft proposals, supporting
papers, and comments reflecting FAA's position, and related indexes.

a. Legislation of limited applicability to FAAy-Transfer to FRC five
years after enactment. Destroy 5 yeurs after receipt in FRC.

b. Legislation directly and significantly affecting the FAA--PERMANENT.
Transfer to the FRC when inactive. Offer to NARS 10 years after
receipt in FRC. (Arranged by subject of legislation.)

6 cu. ft./year. .

i ts, and other records
tem 81. General Correspondence Files. Correspondence, reportis, :
tem maintained by legal offices reflecting the development and accompllshmentzl
of policies, programs, and processes governing all phases of assigned leg
respénsibilities, but EXCLUDING files described elsewhere.

a. Correspondence resulting in opinions, correspondence with Natignal Trans-
portation Safety Board, and other correspondence of a substantive nature.

PERMANENT. Transfer to FRC when 4 years old. Offer to NARS 15 years
later. (Arranged by subject) ca. 2 cu. ft./yr.

i i i i i iation medical denials,
b. eries on violation history, duplicate copies 9f avia
3gutine correspondence requiring no further action, or other correspondence
reflecting housekeeping actionss-Deatroy when 1 year ol@.



Request for Records Disbosition Authority — Continuation

‘ ' : J,Ao.

—

PAGE OF

' 3 of %6
9.
7. 8. DESCRIPTION OF ITEM 10.

ITEM NO (With Inclusive Dates or Retention Periods) Sﬁl\ggLsOOR ACTICN TAXEN

(a) Records' of proposals that are enacted, Transfer
to legislative history files and transfer oclispdse of
accordingly. (Resc- RIB i J77
(b) Records of proposal not enacted.
* (1) Proposals initiated by FAA and those
initiated outside FAA relating to aviation
matters., ZRermament. Trzgns er to Federal Records
—— R ak e r close of Ceso,
Center after five years, ofter—toNARS-after 20 l“l77
years Joter. e I
(2) All others. Destroy after-four years alter cliose of-caste.
—

84, Rules docket files. Official dockets of proceedings in 1350.15
rulemaking actions and petitions for exemption, containing 2100(1) See
formal petitions, notices of denial, final rules and atlacked
exemptions, notices of proposed rulemaking and related sheetyg
comments, reports and transcripts of additional pro- Rt “)”/77 <>- 23 A
ceedings, and related correspondence, & LT <

. . ' > S2b

* Permanent. ransfer to Federal Re¢tords Centet aft five ~
years, fer to NARS after 20 ytars,

85. Legal interpretations files, Documents reflecting legal 1350.15
interpretations of Civil Air Regulations, Federal Aviationm 2130(1)
Regulations, special regulations, regulations of the
Administrator, and related legislation.

Destray in aqemcy whew no longer needed Cor legl researpl purpeses.

% - .

[ = £ . . = Pederat— fZTB //77
; 103 77
-2-0—yeara— i)

86. Legal enforcement files. Case files relating to legal 1350.15) see
actions taken with respect to alleged violations of civil 2150(1)(> aflaehed
air safety regulations, consisting of violation reports, Sheet
technical analyses, evidentiary materials, sanction docu- 334
ments, and related correspondence.

* (a) Precedent—s>tbi~gg cases involvigﬁ{irline transport
pilots and air carrierthw cases aleed to the Civil
Aeronautics Board or highelNaut itv, and special cases
processed by the Washington péadwquarters legal office)qs sefected LLlOGC,,
Permanent, Transfeg t eral Redoxds Center two years

ofB 1 after settlement. 'OFfFf to NARS efter years]ﬁ(ﬂrr, }’j( casé #), ce- L |ca Pl/q,-,
1 arer
ghal Ca.css record copres . '
(b) All othersaA estroypten years after settDewent. Trads-
fer to Federal HKecords Center two years after secthegent. i
115-203 (c)“ﬁ\l’;ﬂ:& —c—“; coplos, Inciuding original, to be submitted to the Natlonz! Archives - STANDARD FORM 115-4

R R

CSF?E'

'Desm when | year oid,

Gray- 197, O - 379-3817

Revised July 1374

Prascnbed by Genaral Senares
Administration
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é%% Ttem 84. Rules Dockets Files. Dockets relating to creation of a new FAR or
amendment of an existing FAR, Each docket contains some or all of the
following documents: proposal, notice of proposed rulemaking, written
material received from the public in response to the notice, petitions
for rulemaking and exemptions from the rule, petitions for rehearing
or reconsideration, petitions for modifications or revocations, notices
granting or denying exemptions, reports of proceedings such as oral

arguments or formal public hearings, notices denying proposals, final
rule or order.

A. General Rulemaking dockets. (Arranged numerically by docket number).

1.) Dockets relating to substantive rules that attracted great public

'j or industry attention and response, signified an advance in aero-
3 technology, had significant impact on general and/or commercial

flying, or signified a major development in the history of the
agency, AS SELECTEP BY THE OFFICE OF GENERAL COUNSEL,

e, S 10O e B “Yre
PERMANENT. Transfer to FRC 30 years after close of file., Offer
to NARS 25 years later.

ST

W iy M

2.) Unselected dockets--Transfer to FRC 30 years after close of file,
Destroy 25 years later,

b. Exemption dockets (non-medical).

Transfer to FRC 5 years after termination date, Destroy 5 years
later,

Exemption dockets (medical).

1) Denied exemptions--Transfer to FRC 2 years after close of file.
Destroy 5 years later,

r
AL T, s i Sl A A A -
(e
L]

2) Granted exemptions--Transfer to FRC 2 years after close of file.
Destroy 30 years later.

d. Special conditions dockets.

Transfer to FRC 30 years after close of file. Destroy when FAA
cancels Type Certificate of aircraft.

e. Airworthiness directives dockets (Issued in Washington, DC).

Transfer to FRC when 30 years old. Destroy when FAA cancels
Type Certificate of aircraft.

f. Denials and Dispositions of petitions for rulemaking dockets.

Transfer to FRC 10 years after issue of denial., Destroy 25 years
later.

é@%@ g. Regional Airworthiness Directives Dockets and Regional Airspace Dockets

: (These are duplicate copies of the original dockets which originate
3 in regional offices).

Destroy in agency when no longer needed for reference.




: 334 m
e 0 = contimes - @ e

' ' H

h. Washington Airspace Docket.

10
Transfer to FRC 26 years after close of case. Destroy 25 years
later. 5 @

i. Washington and regional transmittal files, and non-codified items
such as notices of meetings, delegations of authority, organizational
statements, certification requests, and similar material.

Destroy in agency when no longer needed for reference.

Item 86. Legal Enforcement Files. Case files relating to legal actions taken
with respect to alleged violations of civil ajr safety regulations,
consisting of violation reports, technical analyses, evidentiary
materials, sanction documents, and related correspondence.

Copies semt v amd precessed by Waslhs ngtou HQ lLeqal OFfice —.
a.N[ransfer to FRC 2 years after settlement. Destroy 10 years after
settlement.

78
“ ///"’/77
s ujrl??

b, AUV other cepies - - bes‘t‘ro«o’-\v\, aqemey whew ne \mc(e,- eeded .
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ITEM NO.

8. DESCRIPTION OF ITEM
(With Iinclusive Dates or Retention Periods)

ot 3%
10.
ACTION TAKEN

9.
SAMPLE OR
JOB NO

87.

88.

89.

90.

Violation report files, Documents maintained by legal
offices reflecting enforcement activity, including FAA
Form 2391, Violation Report Data, or equivalent; summamsies
-of—sipnificant-anforceoment—aetions; digests of appeals to
CAB and related court decisions; and enforcement statis-
tical reports,

Dectroy ' agency wher ne loweger needed fo
Permamerrt—Fransfer—to—Federai—Reeords—Center—after—five—

AIRPORTS AGREEMENTS RECORDS

Airports legal assistance files. Correspondence, reports,
opinions, and related materials reflecting legal counsel
and review actions in connection with the administration
of the Federal Aid to Airports program.

- - Tromsfer +¢ FR
when inachive, Destroy & yrs . lofer. ,2.,-58/ 2 /7"5”77
CONTRACT APPEALS RECORDS l M

(1) Contract appeals ﬁi&es, Briefs, decifions, corre-
gpondence and other dgcuments compiled by legal offices
in appeals by contrgftors from decisio on disputed
questions by contrdcting officers,

Trafisfer to Federal Regords Center after four

to NARS after 20 yedrs.
ETB ,,/11/77
75,/;4)’77

Permanent.
years. Offe

LITIGATION RECORDS

Litigation action files. Case files consisting of corre-
spondence, pleadings, depositions, transcripts, and re-
lated materials pertaining to court actions arising out
of aviation tort and civil contract claims cases and
other Agency activities,

(a) Case files on leading litigation ca selected on

the basis of the following criteria:

S,

(1) Cases heard by courts on
levels.

e appellate or higher

(2) Cases resulting judicial interpretation of the
basic statutes froawhich FAA derives its authority,
establishing legal precedents with respect to FAA
programs.

1350.15
2150(3)

r reﬁereuze,

\|/l((77
1-77

1350.15
2210(1)

—_

1350.15
2240(1)

T

)

sSee

p. 3 oo
atrached,

1350.15

2300 (1) see

T34,
atocked

115--203

Four coplus, Including original, to be submitted to the National Archives

GINO 2 1875 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescrnibed by General Services
Adnunsstration

FPMR {41 CFR) 101-11.4
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Ttem 89, Contract Appeals Records

Briefs, decisions, correspondence, and other documents compiled by legal
offices in appeals by contractors from decisions on disputed questions
by contracting officers.

a. Cases selected by the OGC because of their precedential character.--
PERMANENT. Transfer to FRC 5 years after case is settled., Offer to
NARS 20 years after case is settled. (Arranged by forum--GAO, DOT,
CAB, Court of Claims, etc--thereunder by name of contractor) ca. 5 cu.ft/
year.

b. Unselected cases--Transfer to FRC 5 years after case is settled. Destroy
20 years later.

Item 90, Litigation Action Files. Case files consisting of correspondence,
pleadings, depositions, transcripts, and related materials pertaining to
court actions arising out of aviation tort and civil contract claims cases
and other Agency activities. (Arranged by docket number) ca. 10 cu. ft./yr.

a. Cases selected by the Office of General Counsel because of historical value
or legal significance (that is, cases that significantly interpret FAA
basic statutes and regulations, reflect significant developments in the
history of FAA programs, or are of considerable Congressional or public
interest), Volume of selected cases must ~ not exceed 10% of yearly
volume for all cases.--PERMANENT. Transfer to FRC 3 years after final
court action, Offer to NARS 20 years later.

b. All other cases--Transfer to FRC 3 years after close of case. Destroy
10 years later.

(e:re:,|b,77
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7.
ITEM NO.

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods) Z

9

AMPLE OR 10.
SR | ACTION TAKEN

91.

92.

(3) Cases closely associated wj
significant developments in ¢

(4) Cases of major econ

key issues o
history of F

programs.
ic significance.
(5) Cases linked wigfi Congressional inyfstigations, or
otherwise of demongtrated interest to Longressional

committees or thg” Executive Qffice the President, or
the subject of/considerable public/interest,

Permanent. Transfer
years after final ¢
20 years.

Service record cards. Official summaries of employment
history, SF 7, or its equivalent.

(a) Cards for emplovees separated or transferred on or
before December 31, 1947. Transfer to National Personnel
Records Center, St. Louis, Missouri in accordance with
Federal Personnel Manual Supplement 293-31.

FINANCTAL MANAGEMENT RECORDS. The records described be-
low are accumulated in connection with the financial
management of the Federal Aviation Agency. The records
disposition standards provided apply to records generated
in the development and execution of FAA programs and
activities relating to budget formulation, presentation,
and administration; accounting matters, including pay-
roll and pay administration; financial reporting; and
auditing.

Exception. Regardless of the retention period specified,
records relating directly to an unsettled claim by or
against the United States, current or pending litigation
or investigation, and exceptions taken by the General
Accounting Office, will not be disposed of until final
settlement or clearance of the matter,

BUDGET RECORDS

H

3ite files)
(1) General correspondence files.A Correspondence, re-
ports, and related materials accumulated in the course
of budget and fiscal program activities, including policy
formulation and implementation, preparation and justifi-
cation of estimates, apportionment and reporting, and
related matters affecting Agency expenditures, but
EXCLUDING files described elsewhere in this paragraph.

1350.15
3290(6)

1350.15
2500(1)

115-203

e ———

Four coples, including original, to be submitted to the Naticnat Archives

GIPO - 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prosciibed by Gencral Sennices
Admenistration

FPMR {41 CFR) 101-11.4
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9.
SAMPLE OR
JOoB NO

36135 jols3

ACTION TAKEN

*

X
A\ ‘\ l5\

5 y

i
< gla‘4 I

A
=

Offer—totARS—afeer—iS—years
sahishieds FRC desteay 4y Uears lafer,

PR

93.

|

I

(a) Agency office of primary interest.
Transfer to Federal Records Center whew
ty ency ad pinistratwe needs hau
RTB f14]77
(b) Budget offices at regional, office, service, and
Aeronautical Center level. Destroy after five years,\)
whem -

“Permarrent.,

(c) All others. Destroy after two years,iy
whem *

(2) Reimbursable agreements files., Case files relating
to reimbursable agreements entered into with the Agency
for International Development, Department of Defense, and
others to furnish supplies, equipment, and services re-
lating to aviation to foreign countries, consisting of
memorandums of agreement; project implementation orders;
obligation, expenditure, and billing documents; and
related correspondence,

Permanents Transfer to Federal Records Center four years
after close of fiscal year covered by agreement. -
Lto—NARS after 15 years afder receptan FRC. R;ﬁ%hﬁ < g Jaq 177
ponoed . . : . annvel
(3) ) Budget estimate files. Record copies ofjestimates,
fodmo appropriation language sheets, charts, narra-
© Paprised 2 A
tive statements, related schedules and data, copies of
Congressional hearings, and related Committge reports and
legislation. 3/ ew.Fi-fur- (Por. M\runolcgicaﬂ«( by F‘z’)3
(peard. cFeshMaﬁs(prﬁNd of agpreprioctions lamquag@ cheets ) charts, S‘dewud‘s, rd
(a)_}CopiesAprepared, consolidated, or maintained at the
Agency level. Permanent. Transfer to Federal Records
Center afeer five years,j, Offer to NARS after 15 years lafer]

1) MMl othey fetords- -Deshroy in ageney Whew nenlewger needed for reforence
(4) Agewcy Review Board files. Fide-Year Program sum-

maries and oceedings on Budget Year timates,

.

(2) Agency officeof primary interest (rec
Permanent. Transfer™No Federal Records Center
years. Offer to NARS afgr 15 years.

fter five

F beew

1350.15
2500(2)

1350.15
2500(3)

Errrmpe—a-cd
lafed. schedule
—

1350.15
2500(6)

(b) All others. Destroy aftedr\purpose has been serve

JProperty management report files. Reports generated in prop- 1350.15
4600 (2)

“erty and supply management activities other than those

specifically covered elsewhere.
(a) FAA Depot report file indicating property on hand,
items shipped, items received/ and other shipment data.

pestroy when 10 years old.

b

iaiiamaal

:nu.;k)

)

Cee

attached
sheet
3bao_

)

a)

115-203

Four coples, including original, to be submitied to the Nationat Archives
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STANDARD
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TTACHMENT

Ttem 92(4).

Béa

A

Records of the Agency Review Board. Records include minutes and

related correspondence, agendas, and other background papers for
Board meetings; Special Studies notebooks; and Spring Preview
notebooks.

ae

1)

?)

3)

4)

Agency Office of Primary Interest.

Record copy of Minutes of Borad meetings. (Arranged
chronologically by FY) ca. % cu. ft./yr.

PERMANENT. Transfer to FRC when no more than 10 years old.
Offer to N4RS 15 years later.

Agendas, correspondence, and other background papers related
to Board meetings, and duplicate copies of minttes.

Destroy when no longer needed for reference.

Spring Preview (Five-Year Program Notebooks).
(Arranged chronologically by FY). ca. % cu. ft./yr.

PERMANENT. Transfer to FRC when no more than 10 years old.
Offer to NARS 15 years later.

Special Studies Notebooks. (Arranged chronologcailly by: FY]
1

ca. 3 cu. ft./yrd

PERMANSNT. Transfer to FRC when no more than 10 years old.
Offer to NARS 15 years later.

other offices,

Destroy when five years old.


http:PERHA.t'.J"ENT.to



