
• •REQ.~EST FOR RECORD.ISPOSITION AUTHORITY 
- (See Instructions on reverse) 

LEAVE BLANK 

JOB NO 

TO: GENERAL SERVICES ADMINISTRATION, 
__N_AT_I0_N_A_L_A_R_CH_IV_E_S_A_N_D_R_E_C0_R_D_S_S_ER_V_IC_E_,_W_AS_H_IN_G_T_0N_,_D_C_2_04_0_8__-t DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) $EP 1 6 197S 
De artment of Trans o ta • NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 

Office of the 
3. MINOR SUBDIVISION 

In accordance with the prov1s101s of 44 USC 3303a the disposal re 
qupst, 1nclud1ng amendments, ;s approved except for ,terns that may 
be stamped "d1sposa 1 not approved" or "withdrawn" 1n column 10 

Departmental Office of CitlLRity•~Q----r---------1 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT. 

Martha D. Jones 426-4648 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized 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 2 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

[i] B Request for disposal after a specified period of time or request for permanent 
retention. 

E. TITLEf ~GNATURE OF AGENCY REPRESENTATIVE 

OST Records Mana ement Officer 
9.7. 10.SAMPLE ORITEM NO ACTION TAKENJOB NO 

This proposed schedule is submitted for the Departmental 
Office of Civil Rights. The series of records enumerated 
herein are currently unscheduled. 

Records which are disposable by authority of the General 
Records Schedule are excepted from this request. 

115-107 STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 



-Request for Records Disposition Authority- Continuation PAGE OF 

2/2 

7. 
ITEM NO. 

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

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

1. Reading Files. Copies of letters sent from the Depart­
mental Office of Civil Rights. 

Destroy when 3 years old. 

2. Internal Working Papers. Material collated and reference
by the Departmental Office of Civil Rights in effecting 
reports and studies. 

Destroy when 3 years old or upon completion of report or 
study, whichever is sooner. 

d 

3. Subject Files. Includes all other subject files of a 
general administrative nature, including copies of 
correspondence, reports, and miscellaneous supportive 
data. 

Destroy when 3 years old. 

IJOB NO• 

115-203 Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO • 1975 0 - 579•387 FPMR (41 CFR) 101-11.4 




