
JOB NUMBER 
REQUEST FOR RECORDS DISPOSITION AUTHORITY N 1-406-08-4 

To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION
 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001
 

1 FROM (Agency or establishment)
 
NOTIFICATION TO AGENCY
 US. Department of Transportanon (DOT) 

2 MAJOR SUBDIVISION In accordance with the provisrons of 44 usc 3303a. the 
Federal HIghway Adrmrustranon (FHW A) disposition request, including amendments, IS approved 

I--;o-~:c-=;:;-;:::-:-=::::::-::-=::::-:-:--------------------l except for Items that may be marked "disposition not 
3 MINOR SUBDIVISION approved" or "withdrawn" In column 10
 

Office 0 f CI vil RIghts
 

5 TELEPHONE NUMBER DATE ARCHIVIST OF THE UNITED STATES 4 NAME OF PERSON WITH WHOM TO CONFER
 
202 -366-04 71
Lue J. PIckens 

6 AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency 1\1 matters pertauung to the disposinon of ItS records and that the 
records proposed fOI disposal on the attached __ 7_ page(s) are not needed now for the business for thrs agency or WIll not be 
needed after the retention pen ods specified, and that written concurrence from the General Accounting Office, under the 
P10\'1510ns of TItle 8 of the GAO Manual for GUIdance of Federal Agencies, 

[gJ IS not required D IS attached, or D has been requested 

DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE 

~/.J 1/.J.fC5 1/d~ 4'. -tth_:;L .A. Records Officer 
9 GRS OR 10 ACTION TAKEN 

7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB (NARA USE ONLY) CITATION 

ThIS schedule covers program records of the Office 

of CIvil RIghts (HeR) mamtamed in the Washington 
Headquarters Office of the Federal HIghway 

Adnurustration (FHW A). ThIS schedule supersedes 

SF 115 Job number NCI-406-80-4, approved by the 

Archivist of the US on August 26, 1980 

Admmistratrve records of this Office are covered by 

the FHW A Records Disposttion Schedule for 

Washington Headquarters Adnurustrauve Files and 

the General Records Schedules (GRS) 
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1	 Administrative Files. Consist of correspondence, 
memoranda, and related matenals of a general nature 
that are concerned with the overall functional 
responsibihties of the office. 

DISPOSITION: Cut off at end of fiscal year. 

a.	 Ifpaper: Transfer to Federal Records Center (FRC) 
2 years cutoff. Destroy 5 years after cutoff. 

b	 If electromc· Delete 5 years after cutoff. 

2.	 Affirmative Action Plans. Files reflecting FHW A's 
(Headquarters and Divisions) good faith effort to 
eliminate past and present discnrnmation In all 
federally assisted programs, and to ensure future non-
discnmmatory practices 

DISPOSITION. Cut off at end of fiscal year. 
Destroy 3 years after cutoff. 

3	 Areawide Plans. Affirmatrve action plans and 
related record and report matenal approved by the 
Department of Labor to increase minority and female 
utilizanon m crafts of the construction mdustry in a 
specified geographical area pursuant to EO 11246, as 
amended and takmg the form of either a "Hometown" 
or an "Imposed Plan". "Hometown Plans" are 
voluntary and "Imposed Plans" are mandatory. These 
records may contam sensitive and/or personal 
identifiable information and require controlled access 
and handlmg to safeguard against a breach of 
mformation (Privacy Act of 1974 and the Federal 
Information Security Management Act of 2002). 

DISPOSITION: Place in closed case file when case 
IS closed. Cut off closed case file at end of fiscal 
year. 

a	 If paper: Transfer to FRC 6 years after cutoff 
Destroy 9 years after cutoff 

b.	 If electromc: Delete 9 years after cutoff. 

4.	 Budget Material. Budget submissions sent to 
FHW A budget office and correspondence on budget 
submissions. Budget estImates showing the amount 
of money requested for FHW A by the Department of 
Transportation (DOT) from Congress. These records 
may contain sensitive and/or personal identifiable 
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information and require controlled access and 
handlmg to safeguard agamst a breach of 
mformation (Pnvacy Act of 1974 and the Federal 
Inforntation Security Management Act of 2002) 

DISPOSITION Cut off at end of fiscal year. 
Destroy 3 years after cutoff. 

Consolidated Compliance Reviews. Reviews and 
evaluations of all sigmficant construction 
employment m a specific geographical area. These 
records may contam sensitrve and/or personal 
identifiable information and require controlled access 
and handlmg to safeguard against a breach of 
information (Privacy Act of 1974 and the Federal 
Information Security Management Act of 2002) 

DISPOSITION Place m closed case file after 
complenon of review. Cut off closed case file at end 
of fiscal year Destroy 3 years after cutoff. 

6.	 GantFaet Gamplianee Reviews, ReviC\vs made by 
Gl'vlI Rights afficlals te deteFmiHe WHetHer 
caHtmctars are m camphaHce 'Nlth BElHal 
BmplaymeHt GppaftHHlty EBEGj caHtract pracedHres. 
Files caHsist af re~'ie'i'.' schedHlmg, caHtractar 
HahficahaH, prehmiHary aHalysls, aHsite ~'eflficahaH 
aHd iHtePt'iews, e*it eenfereaees, camphaHce 
detem~iHatiaHs, aHd fefffial HatlficatiaHs. These 
recards may caHtam seHsitl'.'e aHdfar persaHal 
laeHhfiable mfeFmatlaH aHd feEll:llrecaHtralled access 
aHd haHdlmg te safegHard agamst a breaCH af 
mfeFmatiaH (-12nwle.'p',4et: fJ:jt. 19 74 flmi the Fedemi 
Injorl1lfltlOll Seeunt)' },t/ElIlflgemelll Aet of2002). 

:gISPGSITIGN. Place m cia sed case file after 
camplehaH af re'.,ie:w. GHt aff clased case file at eHd 
af fiscal yeaf. 

a.	 U:~a~eF TraHsfer ta FRG 3 years after cHtaff. 
:gestrey 7 years after cHtaff. 

b	 If electreHic :gelete 7 years after cHtaff. 

7.	 GantFaet Gamplianee Reviews ESpeeial Gasesj. 
GaHtract camphaHce re~'le'",'s af seHsltpt'e HatHre af 
speCial iHterest, ar pracedHre, iH wHich caHtractars 
Ha~'e beeH affered ar have reElHested hearmgs 
regardmg tHeir HaHcamphaHce WitH Fedeml EEG 

regHlatlaHS THese recards may c8fltam seHsltl'.'e 
ana,/ar persaHal IdeHhfia13le mfefffiahaH aHa reElHlFe 
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controlled access and handlIllg to safeguard agaIllst a 
breach of Illforrnation (Prl~!f1cyAct &}1974 f111(;/ the 
F'eriemllnjormf1tlOll SeCllrzty },/f1l'lf1gemellt Act of 
2002) 

DISPOSITION' Place III closed case file after 
completion of reVIew. Cut off closed case file at end 
of fiscal year. Destroy 7 years after cutoff. 

8.	 Coordinations. Proposed actions that the Office of 
Civil Rights has commented on and those that the 
office has requested comments on. 

DISPOSITION: Cut off at end of fiscal year. 
Destroy 3 years after cutoff. 

9.	 EEO Assurances. Correspondence documenting the 
States responses to a requirement by the Federal 
Highway Act of 1968 to develop effective programs 
to ensure the provisions for equal employment 
opportumty in the employment of federally assisted 
contractors. 

DISPOSITION' Cut off at end of fiscal year. 

a	 If paper' Transfer to FRC 2 years after cutoff 
Destroy 5 years after cutoff 

b.	 If electronic: Delete 5 years after cutoff. 

10.	 EEO Compliauee Reyiews. Files documentIllg each 
State's total highway agency program, inc1udIllg the 
affinnatlve actiOn plans for Illsunng compliance \vlth 
Federal reqUlrements both III State highway agency 
internal employment and in employment on Federal 
aid construction prOjects. 

DISPOSITION: Cut off at end of fiscal year 

a	 If paper Transfer to FRC 2 years after cutoff. 
Destroy 7 years after cutoff. 

b.	 If electronic' Delete 7 years after cutoff. 

11.	 EEO Internal Training Material. Files relate to 

programs designed to assist minorities and women m 
receivmg training to increase their participation and 

upward mobility in the skill crafts on highway 
projects, They consist of correspondence, statistical 
data, and directives in support of the EEO programs. 
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DISPOSITION: Cut off at end of fiscal year. 
a If paper· Transfer to FRC 2 years after cutoff 

Destroy 8 years after cutoff. 

b. If electronic: Delete 8 years after cutoff. 

12. External Complaints. Discnmmation complaints 
filed with FHW A against contractors by employees 
of the contractor stating that an act or an acuon 
whether intentional or unintentional, through which a 
person in the U.S. solely because of race, color, 
religion, sex, or national origin, has been excluded 
from participation in, denied the benefits of, or has 
been otherwise subjected unequal treatment under 
any program or actrvity receiving financial assistance 
from FHW A under TItle 2, United States Code 
(U.S C.) These records may contam sensitive and/or 
personal identifiable information and require 
controlled access and handling to safeguard against a 
breach of informanon (Privacy Act of 1974 and the 
Federal Inform ation Securzty Management Act of 
2002) 

DISPOSITION Place m closed case file when case 
ISclosed. Cut off closed case file at end of fiscal 
year Destroy 3 years after cutoff. 

13. Internal Diserimination Complaints. FlIes 
conslstmg of acts or actions '.vhether mtentlOnal or 

actiVity ';vIthin FH\VA:. These records may contain 
sensitwe and/or personal Identifiable infomlatIon and 
reqUIre controlled access and handlIng to safeguard 
agamst a breach of information (PrrvflcyAct afl974 
flllfl the Fedeml InjormfltlOll SecurzzyAfallflgement 
Act af2002) 

DISPOSITION Place m mactIve file after resolutlOn 
of case. Cut off machve file at end of fiscal year. 

a. Ifpaper: Transfer to FRC 2 years after cutoff. 
Destroy 4 years after cutoff. 

b. If electronic: Delete 4 years after cutoff. 
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14. Disadvantaged Business Enterprise (DBE) NC 1-406-80-4, 
Program Files. Files contain information on item 16. 
businesses that are at least 50 percent owned by 
mmonty members or in the case of publicly owned 
businesses at least 51 percent of the stock IS owned 
by minonty group members 

DISPOSITION: Cut off at end of fiscal year. 

a If QaQer Transfer to FRC 3 years after cutoff. 
Destroy 9 years after cutoff 

b. If electromc: Delete 9 years after cutoff. 

15 Reference Files. Contain copies of information used NC 1-406-80-4, 
as ready reference m subjects of current or ongoing item 17. 
interest These files may contain copies of 
publications, directives, pictures, correspondence and 
the hke, Official file copies are not to be placed in 
these files nor are the files to be considered pending 
files where official file copies are kept on a tentative 
basis. 

DISPOSITION Destroy m agency when no longer 
needed. 

16. On-the-Job Training Supportive Services NCl-406-80-4, 
(OJT/SS) Files. Files relate to programs designed to Items 18, 19, and 
support the funding of the external trammg program. 26. 
Include special proj ects such as those whereby 
contractors tram special rmnonty groups (like Native 
Americans and Asian Amencans) increase their 
parncipation in the highway programs. Also includes 
information on the Youth Opportumty Program 
(YOP), a program to promote employment 
opportumties for disadvantaged youths by FHW A, 
State highway agencies, contractors, subcontractors, 
consultants, and local governments 

DISPOSITION: Cut off at end of fiscal year. 

a. If QaQer: Transfer to FRC 2 years after cutoff. 
Destroy 5 years after cutoff. 

b If electromc: Delete 5 years after cutoff 
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17.	 Show Cause Notices. Written notifications and 
related correspondence to contractors based on the 
determmations of the reviewer (or in appropriate 
cases by higher level authority) to be m 
noncompliance with the equal opportunity 
requirements, The notice informs the contractor of 
the specific basis for the determmation and provides 
the opportunity, withm 30 days from receipt, to 
present any explanation why sanctions should not be 
Imposed. 

DISPOSITION: Mamtam 30 days 111 separate file 
and then transfer to appropnate compliance review 
file for disposal accordmg to Item 6 

18.	 Title VI Assurances. State assurances and related 
matenal TItle 49, CFR, Part 21, requires assurances 
from States that no person m the U.S. shall, on the 
grounds of race, color, or nanonal ongm, be excluded 
from parttcipation in, be denied the benefits of, or be 
otherwise subjected to discnmmation under a 
program or activity for which the recipient receives 
Federal assistance from DOT, including FHWA. 

DISPOSITION' Destroy in agency when superseded. 

Title VI External Complaints. Complaints based 
on act (or action) whether intentional or 
unintentional,	 through WhICha person m the U.S 
solely because of race, color, rehgion, sex, or national 
origin, has been excluded from participauon in, 
denied the benefits of, or has been otherwise 
subjected to unequal treatment under any program or 
activity for which the recipient receives Federal 
assistance from DOT, mcluding FHWA, under TItle 
23, U.S C. These records may contam sensitive 
and/or personal identifiable information and require 
controlled access and handlmg to safeguard against a 
breach of in formati on (Privacy Act of 1974 and the 
Federal Information Security Management Act of 
2002) 

DISPOSITION: Place 111 closed case file when case 
ISclosed Cut off closed case file at end of fiscal 
year. Destroy 3 years after cutoff. 

20.	 Title VI Reviews. FIles mdicating that a TItle VI 
Recipient ISeither in cornphance or noncompliance 
youth TItle VI requirements can demonstrate that 
every good faith effort towards acluevmg this end has 
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been made. These records may contain sensitrve 
and/or personal Identifiable information and require 
controlled access and handlmg to safeguard agamst a 
breach of mformation (Privacy Act of 1974 and the 
Federal Information Security Management Act of 
2002) 

DISPOSITION: Place in closed case file after 
completion of review, Cut off closed case file at end 
of fiscal year 

a. If paper: Transfer to FRC 2 years after cutoff. 
Destroy 6 years after cutoff. 

b. If electroruc: Delete 6 years after cutoff. 

21. Title VI Program Areas. FIles for all FHW A NCI-406-80-4, 
program areas that reflect the technical Item 25. 
implementanon of TItle VI m that particular area. 

DISPOSITION' Cut off at end of fiscal year. 

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

b. If electronic: Delete 10 years after cutoff 
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