REQUEST FOR rRECOI?RDS DISPOSITION AUTHORITY
(See Instructions on reverse)

LEAVE BLANK

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

JOB NO

N ]-27-FP3- 2-

1 FROM (AGENCY OR ESTABLISHMENT)
Department of Transportation

DATE RECEIVED?_’/d‘y)

NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION
Office of the Secretary

In accordance w th the prowisions of 44 USC 33034 the disposal re
quest nc'uding amendments 15 aopruved except ‘or items that may

3 MINOR SUBDIVISION

Office of Small and Disadvantaged Business Utilizatio

be stamped Cicposa® 10t appreved ' or  withdedwa * e column 10

91
4 NAME Ot PERSON WITH WHOM TO CONFER 5 TEL EXT %%%{/
Marie HendriCkS 426_1930 Date Archivst of thil nied Starcs
.

& CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authonized to act for this agency in matters pertaining to the disposal of the agency’s records,
that the records proposed for disposal i this Request of __1  page(s) are not now needed for the business of

this agency or will not be needed after the retention periods specified

[} A Request for immediate disposal

kd B Request for disposal after a specified period of time or request for permanent

retentign—) .
C DATE D S Wj% E TITLE
3-8-83 rol A. Sutton OST Records Management Officer
9
ITEM NO With Inclusie Dates o Retention Penods) SRR E DR ACTION. TAKEN
OFFICE OF SMALL AND DISADVANTAGED BUSINESS UTILIZATION
This office provides policy direction for minority,
women-owned and small and disadvantaged business
participation in the Department's procurement and
Federal financial assistance activities.
1 OFFICE ADMINISTRATIVE FILES

A. General Subject Files.

Start new file yearly
Destroy when three years old

B. Reading or Chron Files.

convenience of personnel.

has been exhausted.

Correspondence, memoranda,
and other documents accumulated by offices that
relate to internal administration such as travel
and transportation, correspondence management,

and personnel and general housekeeping records.

Copies of correspondence
used solely as a reading or reference file for

Destroy when two years old or when reference value

7

" N0 MASS VATA CHANGE
Sent 4o UMF by Dinud-4/i/s3  Pgence -6/1f73 by Dm

STANDARD FORM 115
Revised April 1975
Prescnbed by Generat Services
Admynistration
LJPMR {41 CFR) 101-11 4



