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REQUEST FOR RECORDS DISPOSITION AUTHORITY 

To NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 
FROM (Agency or establishment) 

U S Department of Transportat10n (DOT) 

MAJOR SUBDIVISION 
Federal Highway Administrat10n (FHW A) 

JOB NUMBER 
Nl-406-09-' 3 

Date received 

NOTIFICATION TO AGENCY 

In accordance with the provIsIons of 44 U S C 3303a, the 
dIsposItIon request, including amendments, Is approved 

1---------------------------~ except for items that may be marked "d1spos1t1on not 
3 MINOR SUBDIVISION approved" or "withdrawn" In column 10 

Office of Admimstrat10n (HAD) 

5 TELEPHONE NUMBER 4 NAME OF PERSON WITH WHOM TO CONFER 
(202) 366-6672 Victor Wagher 

6 AGENCY CERTIFICATION • 
I hereby certify that I am authonzed to act for tills agency m matters pertammg to the d1spos1t10n of its records and that the 
records proposed for disposal on the attached _35_ page(s) are not needed now for the busmess for tills agency or will not be 
needed after the retent10n penods specified, and that wntten concurrence 
prov1s1ons of Title 8 of the GAO Manual for Gmdance of Federal Agencies, 

C8] 1s not reqmred D 1s attached, or 

DATE SIGNATURE OF AGENCY REPRESENTATIVE 

s._; -r:. -' -_ J. r,Jctf ruk., A✓ v~~-~ 
8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION7 ITEM NO 

This schedule covers the records of the Office of 
Admimstrat10n (HAD) and other admimstrative files 
maintained in the Washington Headquarters Offices 
of the Federal Highway Administrat10n (FHWA) 
This schedule pnmanly supersedes SF 115 Job 
number NCl-406-80-11, approved by the Archivist 
of the US on July 2, 1981 Administrative records 
not covered on this schedule are covered by the 
General Records Schedules (GRS), issued by the 
Nat10nal Archives and Records Administration 
(NARA) 

Items marked with an astensk (*) may contain 
sensitive and/or personal identifiable informat10n and 
reqmre controlled access and handling to safeguard 
against a breach of informat10n (Privacy Act of1974 
and the Federal Information Security Management 
Act of2002) 

from the General Accountmg Office, under the 

D has been requested 

TITLE 

Records Officer 
9 GRS OR 10 ACTION TAKEN

SUPERSEDED JOB (NARA USE ONLY)
CITATION 

NC 1-406-80-11 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
Prescnbed by NARA 36 CFR 1228 



1 Administrative Files Con tam correspondence, 
pers01mel matenal, trammg matenal, budget matenal, 
daily, weekly, monthly and bi-weekly reports, 
commumcations with other agencies, meetmg 
matenals, and other related documents pertammg to 
the daily operat10n of the office 

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

NC 1-406-80-11, 
item 3 

2 Associate Administrator for Administration Files. 
Consist of general correspondence and emails with 
background notes, workmg papers, speeches and 
presentat10ns, prehmmary files related to the 
development of pohcy and gmdance, and other 
related documentat10n assistmg the AA to caiTy out 
his or her miss10n on admmistrative matters 

DISPOSITION Temporary Destroy/delete when 3 
years old 

Biographical Sketches. Contam, along with picture, 
summary of work expenence, education, awards as 
well as title of present posit10n occupied by key 
executives m FHWA Sketches are used for public 
affairs purposes and conferences Sketches are 
distnbuted to the Office of the Admimstrator, 
Associate Adnumstrators, Staff Office Duectors, 
Divis10n Admimstrators and Federal Lands Highway 
Divis10n Engmeers 

NC 1-406-80-11, 
item 15 

3 Record Copy 

DISPOSITION PERMANENT. Place 111 mactive 
file upon separat10n from FHW A Cut off mactive 

NC 1-406-80-11, 
item 17a 

file every 10 years and transfer to NARA upon 
breakmg 

4 All other copies 

DISPOSITION Temporary Destroy 1 year after 
separation 

NC 1-406-80-11, 
item 17b 

5 * Delegation of Authority Files. Include 
documentat10n and supportmg papers pertammg to 
delegat10ns of authonty from the Secretary of 
Transportat10n to the Federal Highway 
Admmistrator, and subsequent delegations from the 
Adnumstrator to headquarters and field officials of 
the Agency These files also mclude records of 
mternal delegations of authonty that are made withm 

NCl-406-80-11, 
item 38 
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6 

7 

8 

9 

FHW A headquarters and field orgamzations 

DISPOSITION Temporary Place m mactive file 
when delegation is mvahd Cut off mactlve file at 
end of fiscal year Destroy 6 years after cutoff 

Directives Files. Consist of official file copies, 
d1rectlves, background matenals, and other papers 
related to the development ofFHWA directives, 
mcludmg changes that are authonzed issuances and 
used as a pnmary means of issumg pohcy 
mstructions and procedures Record copies are 
mamtamed m the Management Programs & Analysis 
Division (HAIM-10) 

Notices Official Agency ISsuances contaimng 
mtemal pohcy, mstruchons, or procedures that 
generally has a short-term duration, typically, not 
extendmg beyond a 1 year penod 

Record copy 

DISPOSITION PERMANENT Place 111 

machve file when superseded Break mactive 
file every 5 years and transfer to National 
Arcluves upon break 

All other copies 

DISPOSITION Temporary Destroy m agency 
when no longer needed 

Orders Official Agency ISsuances contammg 
111temal pohcy, mstructlons, or procedures expected 
to remam m effect for more than 1 year 

Record copy 

DISPOSITION PERMANENT. Place m 
mact1ve file when superseded Break mact1ve 
file every 5 years and transfer to National 
Archives upon break 

All other copies 

DISPOSITION Temporary Destroy m agency 
when no longer needed 

N 1-406-04-1, Item 
la 

N 1-406-04-1, Item 
lb 

NCl-406-80-11, 
Item 39d(l) 

NC 1-406-80-11, 
Item 39d(2) 
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Joint Interagency Orders and Notices. Official 
issuances of pohcy, mstructions, or procedures that 
are adnumsteredJomtly by FHWA and other DOT 
Operatmg Admimstrations (OAs) 

New 

10 Record copy 

DISPOSITION PERMANENT. Place m 
mactive file when superseded Break mactive 
file every 5 years and transfer to National 
Arcluves upon break 

11 All other copies 

DISPOSITION Temporary Destroy m agency 
when no longer needed 

Federal-Aid Policy Guide (FAPG), fonnerly the 
Federal-Aid Highway Program Manual (FHPM) The 
F APG, tennmated as a category of directive by 
issuance ofFHWA Order 1321 IC, contamed the 
Federal-Aid Highway Program (FAHP) 
regulations published m Titles 23 and 49 of the Code 
of Federal Regulations (CFR), as well as the non­
regulatory supplements and non-CFR related 
gmdance matenal It was designed to provide 
gmdance for the F AHP when the FHPM was 
cancelled m 1991 The FAPG and its supplements 
contamed the ctment policies, regulations, and non­
regulatory procedural gmdance related to the F AHP 
and FHWA's Federal Lands Highway Program 
Most of these are mamtamed m HAIM-10 

New 

12 Record copy 

DISPOSITION PERMANENT Place m 
mactive file when superseded Break mactive 
file every 5 years and transfer to National 
Archives upon break 

13 All other copies 

DISPOSITION Temporary Destroy m agency 
when no longer needed 

14 Background and supporting documents 

DISPOSITION Temporary Destroy 5 years after 
directive is canceled, superseded, or obsolete 
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15 * I Directory Files. Contam changes made penodically 
to U S Government Manuals, the Congress10nal 
Directory, the Federal Register and others Files also 
contam requests for the changes by related 
orgamzations and agencies affiliated with FHWA and 
DOT 

DISPOSITION Temporary Destroy when 3 years 
old 

NCl-406-80-11, 
item 40 

16 * Employee Master Record Files. Consist of Form 
FHWA-21, Authonzat10n for Paid Overtime and 
Holiday Work and for Compensatory Overtime, used 
for the appropnate officials to approve overtime and 
other documentat10n used to develop predetermmed 
control totals to assure accuracy of salary payments 
and deduct10ns 

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

NC 1-406-80-11, 
item 44 

17 * Employment Correspondence Files. Contam 
copies of letters mqumng about employment, 
requestmg literature of special mterest on trammg and 
career opportumtles m FHW A and other mformat10n 
pertammg to FHW A personnel trammg and employee 
development pro grams 

DISPOSITION Temporary Cut off at end of fiscal 
year Destroy 2 years after cutoff 

NCl-406-80-11, 
item 45 

18 * Foreign Country Files. Consist of correspondence, 
financial data, reimbursable agreements, and other 
papers related to FHW A mvolvement m work done 
with foreign countnes 

DISPOSITION Temporary Cut off at end of fiscal 
year Transfer to FRC 3 years after cutoff Destroy 
10 years after cutoff 

Mission and Organization Files. Include 
documentat10n and supportmg papers pertammg to 
changes m the miss10n, funct10ns, and orgamzat10nal 
structure of Agency headquarters and field offices 
Approval documents and background mfonnahon are 
mcluded that provide rationale and Justification for 
the changes, as well as orgamzat10nal charts and 
related papers 

NC 1-406-80-11, 
item 51 

19 Order contammg organizat10nal charts and changes 
(record copies) as well as key documents that provide 
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rationale, Justification, and histoncal mformation for 
orgamzational changes 

DISPOSITION PERMANENT. Cut off files at end 
of fiscal year Transfer to the FRC 5 years after 
cutoff Transfer to National Arcluves when 10 years 
old 

20 All other matenal, such as documentation that 
supports orgamzation-related proposals and changes 

DISPOSITION Temporary Destroy m agency 
when no longer needed 

Grant Case Files (Non-Acquisition). Contam 
fellowship grants, scholarship grants, grant 
agreements, modifications and supportmg 
correspondence 

21 

DISPOSITION Temporary Cut off at end of fiscal 
year Destroy when 5 years old 

Management Project Study Files. Includes files 
and supportmg papers pertammg to studies, surveys, 
and special management reviews for which the office 
has exercised lead or pnmary responsibility Files 
may mclude copies of final reports, correspondence, 
notes, drafts, background matenals, questionnaires, 
statistical data, process flow charts, and other papers 
related to the plannmg and complet10n of these 
efforts 

22 

DISPOSITION Temporary Cut off at end of fiscal 
year Transfer to FRC 5 years after cutoff Destroy 
10 years after cutoff 

Monthly Transaction Reports. Files contam 
purchase orders, mvmces, backup matenal, 
disposition repoiis and related data hsted on non­
expendable property accounts and transactions 

23 

DISPOSITION Temporary Cut off at end of fiscal 
year Transfer to FRC when 2 years old Destroy 6 
years and 3 months after final payment 

Motion Pictures, Sound and Video recordings, and 
related records. Motton Picture films, sound 
recordmgs, video recordmgs, whether analog or 
digital, and related records created or produced or 
acqmred from outside sources by the FHWA. For 
each type of aud10visual record designated as 

PREVIOUS EDITION NOT USABLE 115-109 

NCl-406-80-11, 
item 54a 

NC 1-406-80-11, 
item 54b 

NC 1-406-80-11, 
item 60 

NC 1-406-80-11, 
item 69 

NCl-406-80-11, 
item 75 
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24 

pem1anent, the specific record components reqmred 
by 36 CFR 1228 266 are listed below 

Motion Pictures FHW A-sponsored films for 
distnbution (mfonnat10nal films) The ongmal 
negative or color ongmal plus separate optical sound 
track, an mtennediate master positive or duplicative 
negative plus optical sound track, and a sound 
projection pnnt Films made for mtemal use 
(program films) The ongmal negative or color 
ongmal plus sound, and a project10n pnnt Acqmred 
films Two projection pnnts Unedited footage, out 
takes and tnms, showmg unrehearsed histoncal 
events or lustoncally sigmficant phenomena The 
ongmal negative or color ongmal and a work pnnt, 
properly arranged, labeled, and descnbed 

Sound Recordings. 
a Analog sound recordmgs The ongmal tape, tape 
master, or earliest generation of the recordmg and a 
subsequent copy for reference if one exists 
b Digital sound recordmgs The ongmal digital 
recordmg (regardless of form, such as digital 
computer audio file at lughest resolut10n, preferably 
as uncompressed aud10, or CD quahty aud10 files) 
and two CD copies If computer digital audio files, 
transfer on a portable Hard Dnve 1s acceptable 

Video Recordings. 
a Analog video records Videotape The ongmal or 
earliest generation videotape and a reference copy 
Industnal-quahty or professional videotapes shall be 
used as ongmals (e g, BetaCam) Reference copies 
can be on VHS 
b D1g1tal video recordmgs The ongmal digital 
recordmg ( regardless of fom1, m the lughest 
resolution as digital source files or as recorded on a 
professional digital tape m an edited master and as 
unedited matenal), and a DVD copy for reference 
use 

Official record set The ongmal master sound or 
video recordmg, or the ongmal film negative and one 
pnnt of mot10n picture film that document FHW A's 
miss10n, program, and activities Includes FHW A-
sponsored productions mtended for pubhc 
distnbution, FHW A-sponsored trammg productions 
that explam Agency funct10ns and activities, 
recordmgs ofpubhc meetmgs and speeches, FHWA-
sponsored conferences, guest speakers, testimony of 
Agency officials before Congress and at other 

NC-406-75-1 item 2 
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hearmgs, and mterviews with FHW A officials and 
staff, and other productions created to dissemmate 
mfom1at10n to the pubhc regardmg FHW A 
operations and programs 

DISPOSITION DISPOSITION PERMANENT 
Cut off at end of calendar year Transfer copies to 
NARA two years after cutoff 

25 

26 * 

National Cooperative Highway Research 
Prngram. Consists of correspondence, fundmg 
procedures, State agreements, copies of vouchers, 
reimbursable agreements, and financial data related to 
the program of research for highway systems wluch 
mvolve R&D studies 

DISPOSITION Temporary Place m mactive file 
after completion of program Cut offmactlve file at 
end of fiscal year Transfer to FRC 3 years after 
cutoff Destroy 5 years after cutoff 

Human Resources Accountability Review Files. 
Contam general correspondence, background 
matenal, classification actions, external agency 
evaluation repoi1s, and mtemal evaluation studies of 
management programs Files also contam 
quest10nna1res that have been sent to FHW A 
employees on the1r workmg conditions 111 the office, 
desk audits, and position descnpt10n reviews for 
Washmgton Headquarters, Resource Centers, and 
divisions 

DISPOSITION Temporary Cut off at end of fiscal 
year Destroy 111 agency when 5 years old 

Still Photography Files For each type of 
photograpluc pnnt, negative, and shde designated as 
pennanent, the specific record components reqmred 
by 36 CFR 1228 366 are hsted below 

Black-and-white photographs An ongmal 
negative and a captioned pnnt, or the caption 
mfomrntion can be mamtamed m another file such as 
a database if the photo file number is clearly 
co1Telated If the ongmal negative is mtrate, unstable 
acetate, or glass-based, a duphcate negative on a 
polyester base is also needed 

Color photography The ongmal color negative, 
color transparency, or color shde, a captioned pnnt of 
the ongmal color negative and/or captiomng 

NCl-406-80-11, 
item 78 

NC 1-406-80-11, 
item 88 

NC-406-75-1, 
NC 1-406-80-11, 
item 93 
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27 

28 

29 

30 

111format10n as descnbed above or an ongmal color 
transparency of shde, and a duplicate negative, shde, 
or transparency if one exists 

Slide sets The ongmal and a reference set and 
related aud10 recordmgs and scnpt 
Filmstrips The ongmal and a reference set 

Digital photographs Born digital or scam1ed 
images that meet the current NARA transfer standard, 
"Expandmg Acceptable Transfer Reqmrements 
Transfer Instruct10ns for Permanent Electronic 
Records - Digital Photographic Records, issued 
November 12, 2003 

Photographs depictmg sigmficant events, 
personahtles, and other subjects relatmg to the 
mission and activities ofFHWA Included are 
photographs of dedicat10n ceremomes and official 
events, v1S1ts from officials and sigmficant citizens, 
and maJor program activities 

Photographs (black and white photographs, color 
photographs, shde sets, and filmstnps) 

DISPOSITION PERMANENT Cut off annually 
Transfer to NARA m 5-year blocks when the oldest 
records 111 the block are 10 years old 

Digital photographs (born digital or scanned) 

DISPOSITION PERMANENT Cut off images 
after 2 years and transfer digital images m the 2-year 
block nnmediately to NARA 

Official portraits of the FHW A Admimstrator and 
other semor FHW A officials 

Photographs (black and white photographs, color 
photographs) 

DISPOSITION PERMANENT Cut off at the end 
of each Admuustrator' s tenure and transfer to NARA 
3 years after cutoff 

Digital photographs (born digital or scanned) 

DISPOSITION PERMANENT Cut off images 
after 2 years and transfer digital images m the 2-year 
block immediately to NARA 

NC-406-75-1, Item 
2 

NC-406-75-1, Item 
2 
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31 Duplicate photographs and negatives 

DISPOSITION Temporary Destroy when no 
longer needed 

32 Printing Requisition Files. Contam DOT Form 
1700 8, Duplicat10n Request, DOT Form 1700 3, 
Pnntmg, Bmdmg, D1stnbution and Ed1tonal Service 
Requests, Standard Fom1 -1, and GPO Form 2511 
Pnnt Order, related memoranda, and documents used 
111 requestmg prmtmg and d1stnbution services for 
FHWA DOT Fonn 1700 8 1s used m the 1mt1al 
request for ordenng all pnntmg and duplicatmg 
services and provides mfomrntlon as to the quantity, 
kmd, color and size of the matenal to be pnnted 
DOT Fonn 1700 3 1s submitted to OST to provide 
pnntmg and d1stnbutJon mstructions, the reqms1tion 
number, delivery mstruct10ns, appropnation number 
for billing purposes and 1s approved by the 
Publication and Visual Commumcat10ns Team SF-1 
Form is submitted to GPO to request pnntmg 
/bmdmg /d1stnbution services GPO Fom1 2511 1s 
submitted to contract pnnters to request 
pnntmg/bmdmg/d1stnbution services thrn GPO 

DISPOSITION Temporary Destroy 4 years after 
completion ofJob 

NC 1-406-80-11, 
item 99 

33 Program Improvement Files. Includes records and 
supp01img papers peiia1mng to Agencywide program 
mitlatives and special project ass1gmnents for which 
the office has exercised lead or pnmary 
responsibility Examples mclude documents 
implementmg Presidential or 0MB directed program 
nutiatives, as well as correspondence, papers, and 
background mformation concermng strategic 
plannmg, orgamzat10nal assessments, quahty and 
productivity improvement, and budget development 

DISPOSITION Temporary Cut off at end of fiscal 
year Transfer to FRC 5 years after cutoff Destroy 
10 years after cutoff 

NC 1-406-80-11, 
item 103 

34 Property and Services Program Files. Consist of 
general correspondence, records of coordmation and 
approval, matenal on nationwide FHW A programs 
for space and commumcations management, real 
property and personal property management and 
coordmat10n of plans, acqmsit10n, construct10n, 
utihzatJon and mamtenance of all FHW A property 

NCl-406-80-11, 
item 110 
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which mclude motor vehicles, facilities, property, 
equipment and records agamst theft, damage and civil 
disturbance, accountability for official identification 
cards and credentials and the establishment of orderly 
evacuation m the event of disaster or attack. 

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

35 Property and Supplies Files. Consist of 
correspondence, copies of mvoices and requisitions, 
personal property loss, inventories and identificat10n, 
damaged property, standards for purchasmg, 
eqmpment control studies and other related 
mformation pertammg to property and supplies that 
have been coordmated with the Office of Acqmsit10n 
Management 

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

NCl-406-80-11, 
item 111 

36 Reference Files. Files contain copies of mfom1ation 
used as ready reference on subJects of current or 
ongomg mterest These files may contam copies of 
pubhcat10ns, directives, pictures, correspondence and 
the hke. Official file copies are not to be placed in 
these files nor are the files to be considered pendmg 
files where official file copies are kept on a tentative 
basis 

DISPOSITION: Temporary. Destroy m agency 
when no longer needed. 

NCl-406-80-11, 
item 115. 

37 Safety Program Files. Consist of correspondence, 
official file copies, reference matenals, workmg 
papers, and other related documents pertammg to the 
accident prevention program and FHW A 
Occupational Health and Safety Program. 

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

NCl-406-80-11, 
item 124 

38 Verification in Hours Status Files. Files contam 
documents received from management venfying 
hours of FHW A employees and used for audit 
purposes 

DISPOSITION: Temporary. Destroy when 6 
months old. 

NC 1-406-80-11, 
item 148 
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39 I Posters. Posters created by FHW A for distribution 
Government wide or to the pubhc. 

DISPOSITION: PERMANENT Transfer 2 copies 
to NARA upon publication. 

FHW A Publications Records accumulated m 
ed1tmg, prmtmg, and pubhshmg FHWA publications, 
gmdes, handbooks, booklets, brochures, and 
newsletters These publications may be m hard copy 
or electromc fonnat. 

New 

New 

40 Record copy of each publication 

DISPOSITION. PERMANENT. Transfer 2 copies 
of each publication to NARA munediately upon 
publication. Consult with FHW A Records Officer 
for specific transfer procedures. Electronic 
publications will be transfened m a fonnat and on a 
medmm acceptable to NARA at the tune of the 
transfer 

41 I Photographs, negatives, and prmts used m 
pubhcat1ons, EXCLUDING ongmal photography 
under items 27-30 

DISPOSITION Temporary Destroy when no 
longer needed for busmess needs. 

Freelance Editorial Vendors Files Documents 
relatmg to freelance editonal vendor services, 
mcludmg mdexmg 

New 

42 Invoices, log of cunent budgetary balance, mailmg 
hsts, and related records 

DISPOSITION· Temporary. Cut off annually. 
Destroy when 3 years old. 

43 Resumes, examples of work, and evaluations 

DISPOSITION: Temporary Destroy when 
superseded or obsolete. 

Technical Advisories (TA) TAs contam detailed 
tecluuques or tecluucal matenals, advisory m nature, 
and are dU'ected toward State Highway Agencies, 
Governor's Highway Safety Representatives, or local 
government jurisdictions, as well as FHW A offices. 
T As are gmdance and not used to impose 
reqmrements or issue policy. TAs were recently 
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termmated as a category of Agency duectlve but will 
likely contmue to be issued as gmdance. Legacy T As 
are currently mamtamed by HAIM-10, but TAs will 
be owned by the F AHP program offices m FHW A 
Headquarters which provide national leadership, set 
pohcy, and provide gmdance m specific program 
areas Although these documents are hsted m the 
web based Federal-Aid Highway Program Pohcy and 
Gmdance Center (PGC), the program offices are the 
content owners of the documents and are responsible 
for mamtammg the ongmals 

44 Record copy. 
NC 1-406-80-11, 

DISPOSITION PERMANENT. Place m inactive 
file when superseded. Break mactive file every 5 
years and transfer to National Arcluves upon break 

item 39E 

45 All other copies. 

DISPOSITION· Temporary Destroy in agency 
when no longer needed 

46. Background and supporting documents 

DISPOSITION: Temporary Destroy 5 years after 
directive is canceled, superseded, or obsolete. 

Audit Case Files 

47 Case files mamtamed by the Office of Information 
and Management Services of mtemal and external 
audits of Agency programs, operat10ns, procedures, 
and audits of contractors and grantees Files consist 
of audit repoiis, correspondence, memoranda, and 
supportmg workmg papers 

DISPOSITION· Temporary Cut off case file at the 
end of the fiscal year m wluch the case is closed. 
Destroy 8 years after cutoff. 

48 Case files maintamed by other FHW A offices of 
mtemal and external audits of Agency programs, 
operat10ns, procedures, audits of contractors and 
grantees Files consist of audit reports, 
correspondence, memoranda, and supportmg workmg 
papers 

DISPOSITION Temporary Cut off case file at the 
end of the fiscal year m which the case is closed. 
Destroy 6 years after cutoff. 
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