
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

To: NATIONAL 1\RCHIYES & RECORDS ADMINISTRATION 

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

U S Department of Transportation 

JOB NUMBER 

Nl-406-09- / 7 
Date received 

. 
NOTIFICATION TO AGENCY 

2 MAJOR SUBDIVISION In accordance with the provIsIons of 44 U S C 3303a, the 
Federal Highway Admmistration d1spos1tion request, including amendments, Is approved 

1------------------------------- except for items that may be marked "dIsposIt1on not 
3 MINOR SUBDIVISION approved" or "withdrawn" m column 10 

Federal-Aid Divisions (Field Offices) - Administrative 

4. NAME OF PERSON WITH WHOM TO CONFER 

Victor S. Wagher 
5 TELEPHONE NUMBER ~ ~~~E 

1 
/ I,-., 

11 
.~~Ir~E UNITED STATES 

202-366-6672 r[ \lit.CH' v ~~ ~ 
--.. 

6 AGENCY CERTIFICATION 
I hereby certify that I am authonzed to act for this agency in matters pertaining to the disposition of its records and that the 
records proposed for disposal on the attached _12_ page(s) are not needed now for the business for this agency or will not 
be needed after the retention penods specified, and that written concurrence from the General Accounting Office, under the 
provisions of Title 8 of the GAO Manual for Gmdance of Federal Agencies, 

~ is not reqmred D is attached, or 

DATE SIGNATURE OF AGENCY REPRESENTATIVE 

~v.d- 7; J<!.:y {/.;(,/41%,, ,,1 Wt.~.__.._ 

7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

This schedule covers administrative records of the 
Federal-Aid Divisions (field offices) of the Federal 
Highway Admimstratlon (FHW A). This schedule 
supersedes SF 115 job number NCl-406-85-1 and 
portions of NC 1-406-85-6, both approved by the 
Archivist of the U.S. on November 13, 1986. 
Administrative records not covered here are covered 
by the General Records Schedules (GRS). 

Items marked with an asterisk(*) may contain 
sensitive and/or personal identifiable mformation and 
require controlled access and handling to safeguard 
against a breach of infom1ation (Privacy Act of1974 
and the Federal Informatzon Secunty Management 
Act of2002). 

D has been requested 

TITLE 

Records Officer 
9 GRS OR 

SUPERSEDED JOB 
CITATION 

10 ACTION TAKEN 
(NARA USE ONLY) 
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4. 

5. 

l1@@id@nt R@poi!t ¥il@s {P@l!sonal lRjU~! ¥il@s~. 
GRS 1/31 

GRS 23/1 

GRS 1/30B 

NC 1-406-85-1/4 

NCl-406-85-1/5 

C€lAsist €lf f@Fms, f8Jl€lfl8, 8€lff88fl€lAB8A88, MB F0lat0B 

m0Bi0al &AB iA!1!0stigati!1'8 f88€lfB8 F@lat0B t€l €lA tk0 

j€l@ ifljufi0s, !1Ji!k0tk0F €lf A€lt a 0laim ffif 8€lfflJl8Asati€lA 

\l1!a8 maB8, 0~rnluBiAg 8€lf!i8s fil0B iA tk0 ~mJ!l€l,100 

~1fatli0al F€llti8f anB 8€lf!i0s submitt0B t€l tk0 

D0JJartm0At €lf La@€lf. 

Qlf;PQf;l+IQ~i: Cut €lff €lA t0Fminati€lA €lf 

8€lfflJl8ASati€ln €lf WA8A B@aBhA0 f@f filiAg 0laim is 

fl&88@B D0stf€l)' 3 y0ws aft0F 0ut€lff:. 

,~_,1:dministf!ati{i1@ ¥il@s, G0A0Fal 8€lff88fl€lAB8H88, 

Jl8f8€ltm81 iAf@ffflati€lA, ffl€lAtkl,1 f8Jl€lfl8, A€lt88 €)ft 

m00tiAgs, s@k@Bul0s, tFifl f8Jl€lfl8, aAB €ltA8f 

B€l8Uffl@Ats F0latiAg t€l tk0 aBmiArntrntiv0 €lfl8Fati€lA €lf 

tk0 €lffi00. 

Dlf;PQf;l+IG~i: Cut €lff at 8AB €lf fis0al y0af. 

D0stF€lY 3 y0aFs aft0F @ut€lff. 

Ad{i1@1!8@ Adion ¥il@s. 9€l@Uffl8At8 fl8RaiAiAg t€l 

8fl88ifi0 0mJJl€l,100 aB!118f88 a0ti€ln sas0s, su0k as 

W€lfl€iAg JJaJl8f8, 8€lff88fl€lAB8A8@, hasl€gf€lUAB 

mat0Ftal, €lffi0ial fil0 8€lf!i0s, 8€lfli@s €lf 8€lurt B00isi€lA8 

anB &flf!8als. 

QISPQf;l+IQ~J: Pla00 iA iHa0ti!1'@ fil0 !iJ11h0A @as0 is 

@l€ls0B. Cut €lff iAa0tP1'@ fil0 at 8AB of fis@al ,·0w. 

+faASMif t€l F0B0Fal R00€lfB8 C0m0F €FRC~ ~ , 1@afs 

aft8f @Ut€lff. D0stwy 7 y0afs aft0F 0ut€lff. 

Performance and Strategic Plan Files. Include 
correspondence pertaining to preparation of Strategic 
Plan, copy of current Division Strategic Plan, and 
memoranda and correspondence relating to emphasis 
areas of Strategic Plan for Division offices. 

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

Appropriations Files. Correspondence and other 
files on apportionments, allotments, obligations, 
liquidations, expense vouchers, status of funds and 
accounts, checks and depositories, and 
reconciliations. Also includes reports on financial 
management reviews and correspondence on 
eligibility for participation. 

DISPOSITION: Retam apportionment memos until 
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7. 

a. 

funds expire. Cut off at end of fiscal year. Transfer 
to FRC 5 years after cutoff. Destroy 10 years after 
cutoff. 

Audit Case Files. Case files maintained by field 
offices of internal and external audits of Agency 
programs, operations, procedures, and audits of 
contractors and grantees. Files consist of audit 
reports, correspondence, memoranda, and supporting 
working papers. 

DISPOSITION: Cut off case file at the end of the 
fiscal year in which the case 1s closed. Destroy 6 
years after cutoff. NOTE For FIRE program 
documentation, see item 19 

Budget Files. Copies of invoices for 
communications, machine repairs, equipment rentals, 
reimbursable services with annual and quarterly 
reports, reconciliation reports, and other materials 
pertaining to the budget expenditures. 

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

Budget Report Files, Periodie rnr.rnrts OR the status 
of appropriatioR aeeouRts aRd apportioRmeRt 

Armual reports. 

DISPOSITION: out off at eRd of fiseal year. Destroy 
5 years after eutoff. 

AH other reports. Cut off at eRd offiseal year. 
Destroy 3 years after eutoff:. 

Building ServiHs Files, GeReral eorrespoRdeRee, 
ree~rrds of eoo,aiRatioR aRa app,oval, offieial file 
eopies, ood iRfof?fflatioR OR the DiviswR offiees 
mairneRMee, Fepairs, :reRovatioRs, desigRs, ete. 

DISPOSITIOJl.l: Cut off at eRd of fiseal yea:r. 
Destroy 2 yea,s after eutoff or 2 yeaFs after v1arraRty 

NC 1-406-85-1/6 

NC 1-406-85-1/10 

GRS 5/3 

GRS 11/1 

~ A@@ountahl@ Offieers' Files (Site Audit R@@ords), 
Files iRoludo SF 215 (D01rnsit Tioket), Fooo,ds of oash 
,eeeipts, vouehers, ood other aeeountiRg Feeo,ds 
maintaiRed foF site audit hy GAO audito,s, eonsisting 
of statemeRts of traRsaetions, statements of 

NCl-406-85-1/14, 
GRS 6/la 
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a0tHHifltability, 0oll00tiofl s0h01:htl0s, 0oll00tioH 
vou0h0rs, disburs0m0Ht s0h0dul0s, aisburs0m0Ht 
vou0h0rs, 88a all oth0r s0h0aMl0s Ema vou0h0rs or 
do0ttm011:ts us0d as s0h0dul0s or vott0h0rs, mrnlusiv0 
of 0omm0r0ial pass0Hg0r trEmsportatioH aHa ff01ght 
r00ords aHa payroll rn0ords. 

DISPOSITION: Q0stroy ~ y0ars Ema 3 moHths aft0r 
p0riod 0ov0rnd by a00ouHt. 

Tclc@ommuniHtions CcncFal Files. IH0lud0 pla11:s, 
r0ports, aHa oth0r rn0ords p0rtaiHiHg to 0quipm011:t 
r0qtt0sts, t0l0phoH0 s0rvw0, 88a Hirn H1att0rs. 

QISPOSITION. Cut off at 0Ha of i½s0al y0ar. 
Q0stroy 3 y0ars aft0r 0tttoff. 

Credit Card Files. Consist of memorandums, U.S. 
Government purchase cards (gasoline credit cards, 
small purchases credit cards) and Form FHW A-164 
Property Receipt and/or Receipt for Property 
Returned. 

DISPOSITION: Destroy 3 years after final payment. 

Correspondence Files. Includes general 
correspondence with States, external groups, and 
private citizens. This does not include the project 
correspondence that is part of the Federal-Aid Project 
Files. 

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

Delegations of Authority Files. Includes 
documentation and supporting papers pertaining to 
official delegations of authority regarding personnel 
administration, information and management 
services, acquisition management, and other 
approvals, e.g., payroll and time and attendance 
documents, travel vouchers, contracts, etc.; 
re-delegations of authority from the Division 
Administrator and other records of internal 
delegations of authority; and incoming requests for 
changes in delegations. 

DISPOSITION: Place m inactive file when 
delegation is no longer valid. Cut off inactive file at 
end of fiscal year. Destroy 6 years after cutoff. 

GRS 12/2b 

NC 1-406-85-1/23 

NC 1-406-85-1 /25 

NC 1-406-85-1/26 
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a. 

Dif!edi1i1e Files ~lnfflf!mation ~opies}, Csf!i€ls sf -
NC 1-406-81-1/27 A 
GRS 16/lA 

GRS 4/3 

GRS 7/1 

8tf€l€lti1i1@s, @a@l€gFsttH8 mat@Fial, 008 sthii!F mat@Fials 
F€llat€l8 t0 th€! €ii¥€l€lti!11€ls imf!l@m€ltttati0tt itt th€! fi€ll8 
Bffi€l€l8. Qffi€lial F€l€lBF8lrn€lf!iHg !11€lFBi@HB 0f 8i¥€l@ti!11€ls 
BF€! maitttaitt€l8 itt th€! WashmgtsH Ifoa8€lttffl€lFB' 
MaHag€lffl€lHt P,0grnms BH8 Attalysis Divisi@H 
(BAIM HJ). 

DISPQSl+IG~i: Diilstrny iH ag€lH€l)' wh@H H@ l0ttg€lF 
fi€l@8€l8 ftff @UBiH€l88 ft€l€l88. 

EHess Equipment Pl!ogf!am Fil@s, ltt€lltt8€l fil€ls att€l 
€l€lff€lBf!SH8€lH@€l F€llat€l8 ts thei €l~rneiss €l€lttif!m@Ht 
flF€lgFam (tFOOBl@f sf ¥€!0€!¥81 €ln€l€l88 €l€1Uifjffl€lftt t0 
Stat@ high¥11a,· a8miHistFati@HB ➔ iH@ltt8iMg l@tt@FB sf 
€lf€l8@Htial, €l€lttif!m@Ht @¥8@¥ files (£¥s l 22 aH8 
Bttf!f!Brt mat@Fial), jsttmal v0tt@h@FB, hills, arn:l titl@ 
t,oosw,s. 

+rnHsa@tistts 0f ms¥@ thafi $25,QQQ. 

DISPQSHIQM: D@strny (i y@BFB afi@F fiHal f!Bym@Ht 

+F8ft88@ti@H8 @f $25,QQQ €lf 1@88. 

DISPQSHIQ~~: D@strny 3 y@BFB afi@F fiHal f!Bym@Ht 

liiifliipeodituf!e AHouoting Genef!al ~Of!f!espondenH 
Files. C@¥F@Bf!0M8@H@@ aHSi,BF su@:i@@t files 
marntaiM@8 @,1 Di'l·isi@HB !1111hieh BF€! ¥€lBfl€lHBi@1€l f@F 
@Hf!€lH8ittt¥€l ae@@ttntittg, f!@rtaiHrng t@ th@ int€lmal 
€lfl€lFatisns 008 a8minist¥atisn th@rnsf 

DISPQSl+IQ~i: Cttt @ff at €lft8 sf fis@al y€laf. 
D€lstrny 2 y€la¥s afie¥ @tttsil 

FHWA Organization Files. Includes documentation 
and supporting papers pertaining to changes in the 
mission, functions, and organizat10nal structure of the 
Division Office. Includes approval documents and 
background information that provide rationale and 
justification for the changes, as well as organizational 
charts (before and after an organizational change) and 
related papers. 

Memorandums and other documents approving 
changes to the mission, funct10ns, and orgamzational 
structure; the rationale/justification for an 
organizational change (this can be of a summary 
nature); approved orgamzational charts depicting 
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a. 

b. 

organizational structure only, both prior to and 
following an organizational change; documents 
indicating concurrence, nonconcurrence, and/or 
comments; and key historical information. 

DISPOSITION: PERMANENT. Cut off files at end 
of fiscal year. Transfer to NARA 5 years after cutoff. 
[Larger Divisions currently have on hand 30-40 
pages; annual accumulation is only about 5 pages.] 

All other material that 1s not included in item 18a 
above, but supports organization-related proposals 
and changes. 

DISPOSITION: Destroy in Division Office when no 
longer needed for busmess needs. 

Financial Management Files - Financial Integrity 
Review and Evaluation (FIRE) Files. 
Correspondence, working papers, and reports on 
internal and external financial management. 

Correspondence and working papers, includmg FIRE 
review documentation. 

DISPOSITION: Retain copies of all required review 
documentation for a period of 3 years from the date 
of the annual certification supported by the review 
activities (see FHWA Order FHWA Order 4560.1 B). 

Final Reports. 

DISPOSITION: Cut off at end of fiscal year. 
Destroy 10 years after cutoff. 

FFC@dom of Information Ad (FOIA) R@qu@st 
Fil@s, Files el'eatea iH l'eSJHmse to l'O"tuests for 
iHfoffllatioH UHBel' the FOIA eoHsistmg of the iHitial 
re€}uest, a eopy of the reply thereto, iuia all relatea 
supportiHg fiJes whieh may iHeluae offieml file copy 
of Fe€}uestea l'eeoras eopy thernto 

CoFl'espoHaeHee aHa supportiHg aoeumellts 
€eneluaiHg the offieial file copy of the reeol'BS 
l'e€}Uestea if filea hereiH). 

€1) GrnHtiHg aeeess to all the Fe€}Uestea reeol'as 

DISP08ITIOM: Destrny 2 years aftel' aate of 
~ 

NCl-406-85-1/37 

GRS 14/11 
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(2) ResflsHdiHg ts re€1:ttests fur HSHeHisteHt reesrds; 
ts re€1:ttesters !f'i•hs fl¥8 31!ide i1u1de€1:ttate 
deserif!hsns, and ts thsse whs fail ts flay ageHey 
ref)rndttetisn f@e. 

€a) Re€1:ttests Hst Uf!flealed 

QISPQSl+IQ~i: Qestrs,! 2 ,•eaFs after date sf 
~ 

(h) Re€1:ttests af!f!ealed. 

QISPQSl+IQ~i: Destrny as awhsrized ttHder 
item 19. 

(3) QeHyiHg aeeess ts aH f)aFts sf the reesrds 
re€1:ttested. 

(a) Re€1:ttests nst Uf!flealed. 

QISPQSl+IQ~L Qestrs,• (i ,!ears after date sf 
~ 

€@) Re€1:ttests af)f)ealed. 

QISPQSl+IG~i- Destrny as attthsrized m1:der 
item 19. 

Qffieial esfly sfre€1:ttested reesrds. 

QISPQSl+IQ~i: Qisf!sse sf in aeesFdaHee ¥1•ith 
af)flrS;J;'ed ageHe,• disf!ssitisH iHstmetisH fur the 
related reesrds, sr with the related FQIA re€1:ttest, 
whiehever is later 

¥QIA Appeals ¥il@s, Files ereated in reBflSHse ts 
admiHistrati!1•e Uf!fleals ttftder the FQIA fur release sf 
iHfuFmatisH deHied h,· the agene,•, esHsistiHg sf the 
af!f!ellaHt's letter, a esfl'' sf the refll,· therets, aHd 
related BttflflSFtrng dseumeHts, whieh ma,· iHelttde the 
sffioial tile esf!y sf reesFds ttftder af)~eal sr OSflY 
theresf. 

GsFFeSflSHdeHee aftd SttflflSFtiHg dseuments 
(EXGLUQING the tile esf!y sf the reesrds ttHder 
af)f)eal if tiled hereiH). 

DISPQSl+IQ~i- Qestrs,· ti ,!ears afteF tiHal __,.,_ _,_J I £ ,,._~-- ..... ..-..4-

.. - -- '~ .l -~ -· -··- -· 

GRS 14/12 
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a11;1hieh a fO€J:UOsteF e€luld file suit, €IF J ,•eaFs afteF fotal 
adjudieati€ln ey e€luFts, €IF, Y.'hiehevef is lateF. 

Ofiieial file O€lf}Y Elf FOO€lFds under af}f}eal. 

QU,PQ~HTIQN: Qisf}€lSO €lf in ae0€lFdanee with 
af}f}F€lai1ed agene,1 disf}€lsiti€ln instmeti€lns f@F the 
Felated rne€lfd, €IF with the Felated FQIA FO€J:Uest, 
v,ihieheveF is lateF. 

¥QI/,. ~ontFol ¥il@s, Files maintained WF e€lntF€ll 
f}UFf}€lSes in FOSf}€lnding t€l FO€J:Uests, ineluding 
FegisteFs and sirn1laF FOO€lfds listing date, natuFe, and 
f}UFf}€lSO €lhe€J:uest and name and addFess €lf 
Fe€j'UeStOF. 

RegisteFs €IF listings. 

DISPOSITIOl'i: Qestrny (; yeaFs afteF date €lf last 

~ 

GtheF Hies 

DISPQSITIQl-1: DestF€l'' (; , 1eaFs afteF final aeti€ln e,• 
the ageney €IF afteF final acijudieati€ln ey O€luFts, 
whieheveF is lateF. 

¥QIA lbpoFt ¥il@s, ReeuFFing FOf}€lFts and €lne time 
inf@Frnati©n FO€J:UiFements felating t@ the FFeed©m ©f 
lnf@Frnati©n Aet, e~rnluding annual Fef}€lFts t€l the 
C©ngFess at the 9ef}artmental €IF Agonoy level. 

DISPOSITIQN: DestF€lY when 2 yeaFs €lid. 

Funds Accounting Files. Correspondence and other 
documentation in regard to accounting procedures, 
State audit procedures, and billing and voucher 
procedures 

DISPOSITION: Destroy when 7 years old. 

lnhi19 i1i@¥l' R@@oFds, C©FFeSIJ€lndene0, FOf}€lFts and 
€ltheF f@@©Fds Felat1ng t€l inter.iiews with emf}l€lyees. 

DISPQSITIQl'i: DestF€l'' (; m€lnths afteF the f}©sitrnn 
is fiHed €IF when 1 yeaf €lid if n© seleetrnn is made. 

n _____ Jr,_ __ _:, c, __ L! ~ ...., ..-• ..~ - -- ·-- .__, "· - ..... - & --

,. 

ORS 14/13 

ORS 14/14 

NC 1-406-85-1/41 

ORS 1/8 
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" NC 1-~06-85-1/86; 
GsFPBSflSll:d8tUl8, FBflSllts, aftd stlt8F FBBsFds Fl:llatiftg ts GRS 1/3 
the gefteFal admiftistFatisft ood €lflBFatisft sf fll:lFSSftftBI 
fttftetisfts, @tit eirnlttdiftg FeesFds SflBBifieaH,1 

dl:lseri@l:ld 8ls0,1.;1h@F8 ift this s0h0d1:d0 ood FBBSFds 
maifttaifted at ageftey staff fllatmiftg levels. 

DH,:PQgl+IQ~i: Gut sff at eftd sf kseal yeaF. 
Destrny 3 yeaFs afteF etttsff. 

Position D@s@l!il)tioo Fil@s. ReesFd ssf!,1 sf f!Ssitisft 
des8Fif)tisfts that melude tftffiffllatisft Sft title, seFies, 

~-
GRS 1/7B 

gFads, dtttiss, aftd F@Sf!Snsi@ihtiss, ood F@lated 
ds@Uffl8fttS. 

Drn:PQgl+IQ~i: QsstFs,1 2 '!@&fS ffl8F flSSitisA is 
a@slishsd sr deseFif)tisft is SUflBFsedsd. 

P¥inting R@quisition Fil@s, g~ l , PFiAtiAg ood 
Qiftdiftg Requisitisft ts the :Ptt@lis PFiAteF, DQ+ 

~-
NC 1-406-85-1/66; 

l +QQ 3, PFiAtiHg, QiftdiAg, QistFihutisft, Afld ~ditsFial GRS 3/6a 
S0F\1isss Reqttsst, ood F@lated ds@umeAts used ffiF 
Fequestiftg f!FiAtmg, @iftdiftg aftd distFi@uhsA. 

QIS:PQgl+IQ~,: DestFsy 3 yearn afteF esmf!letisft SF 
eaAeeHatisft sf Fequisitisft. 

Pf!i'fj•a@,• l.1:d (i @n@HI ldlmioistHti1t@ Fil@s,~-
GRS 14/26 

imJJlemefttatisA sf the :Pn\1ae,, Ast, ifteludiftg ftstiees, 
memsrnftda, rnutifte BSFPBSflSll:deftee, ood Felated 

ReesFds FelatiAg ts the gefteFal agefte,1 

FBesFd8. 

DIS:PQgHIQ~J: Destrny wk@ft 2 ysaFB sld. 

Program Control Files. Legislated Federal-aid 
programs kept for program control over the 

30. 
NC 1-406-85-1 /68 

allocation, plannmg and execution of the projects 
within a program which are handled at the Division 
office level. Files also include feasibility studies, 
allocation requests, budget expenditure records, status 
reports, general reports and correspondence from 
Headquarters, State offices, local governments, and 
private citizens. 

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

Pl!OIJ@l't,• and ~@f!\1ie@s P¥og¥am Files, Gsftsist sf~- _, r .. - ~. _].I -- - - ' ~·· --, . _'-'_...__ .... _.._..._ _ NCl-406-85-1/71;
C, ·-----& -~· 
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~fl¥€l"i'al, mate,ial €In fl¥€lg,ams f@r Sf!aee an€1 
e€lmmttnieatrnns management, ,eal f:Jf€lf:Jeft,• an€1 
f:JOf8€lnal flll€lflOR'' management an€1 O€l€lf€1inati€ln €If 
f:llans, aeqttisiti€ln, e€lnstmeti€ln, tthli~ati€ln 00€1 
maintenanee €If all I-1 IWA f:lll€lflOR'' !i1;1hieh ineltt€1e 
m€lt€lf !11ehieles, irnilities, fl¥€lflOR,1, eqttif:Jment an€1 
ree€lr€1s against theft, €1amage an€1 ei!i1il €1i8fflmooee, 
aeMttntability :f@r €lffie1al i€1entifieati€ln ear€1s an€1 
ere€1entials. 

Ql~PQ~l+IGl)ii: Cttt €lff at en€1 €If fiseal year. 
Qestr€ly 2 years after ettt€lfI 

PFOfHlF"' and SuFplus ¥iles, C@ff08fl€lll8enee, 
i1H·€liees, f!O{tttisiti€lns, €lffieial file O€lf:ll08, fl ers€lnal 
f:Jf€lf:JOR'' l€lss, in!i1ent€lries an€1 i€1enhi'ieati€ln, €1amage€1 
f:Jf€lf:JOft,,, standar€1s f@r f:Jttrehasiflg, eqttif:Jm@flt O€lfltf€ll 
sttt€1ies and €lthe, relate€1 inf@,mati@n f:Jeftaifliflg t€l 
f:lll€lf:lOR)' 00€1 Sttf:lf:llies that have beefl O€l€lf!€1inate€1 with 
the Aeqttisiti€lfl8 €lffiee. 

Ql~PQ~l+IQl)ir Cttt €If€ at en€1 €If fiseal ,,0ar. 
+rnnsfer t€l FRC 2 years after ettt€lff. lslestf€l)' ~ years 
after ettt€lff. 

Aequisition ¥iles. C€lnsist €lf fre an€1 f:l€l8t awar€1 
O€lfltraets, grants, O€l€lf:JOfati!1•e agreemeflts, inter afl€1 
ifltf!a agene,, ag,eemeflts, reqttisitrnns (1neltt€1iflg 
futl€1s @bligati@tt attth@nt,1), J!Mfehase €lrde,s, J!M¥ehase 
@ar€1 trattsaeti€lns, lease (n@t ineltt€1ing real f:Jf€lf:Jeft,1), 

afl€1 b€lfl€1 att€1 sttfet,, ree@r€1s, ifleltt€1iflg 
e@ff08fl€ltt€1enee, e€lf!ies @f f:lll€lfl@Sals, 00€1 ,elate€1 
W@fl€ing fl~ers f:JOftainittg t@ awanl, a€1ministrati@tt, 
reeeif:lt, insf:Jeeti€ln an€1 J:la,1ment E@ther thall real 
f:lll€lJ!OR'' 00€1 taH OHOmJJti€lll files). Files may 0€llltaitt 
settsihve O€lFf:J€lf!ate bttsiftess illfo¥mati@ll. 

Ree@ni O@JJies @f av;a,€1 iftstmments aA:€1 relate€1 
f:l~ef!B. 

(l) Awar€1s at €If bel€lw the simf!lifie€1 aeqtt1siti@ll 
tmesh@ld (as €1efille€1 at f.e€1ernl Aeqttisiti@ll 
Regttlati@ll (FAR) 2.101): 

QrnPG~l+IQl)ii: Qestrny 3 years aft@r fillal 
f:lfl;)1mettt 

(2) 1!).!1\1ar€1 files ab@\10 the simf!lifie€1 aeqttisiti@B 
tmesh€ll€1 (as €1efille€1 at FAR 2. HH ): 

n,_ ,- .J-, ______ ,_L_n.Tc<nn.c<T'T'Tr\"11. T- __ .... -
-- - - - -J ·- - ---

N 1-406-09-17 

GRS 11/1 

NC 1-406-85-1 /72; 
GRS 4/1-3 

NCl-406-85-1/94, 
NC 1-406-85-1/99 
GRS 3/3 
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34. 

after iiHal paymeftt 

Other copies of re eon.ls deseribed above Msed by 
eompoHeftt elemeHts of a proeuremeftt office for 
administrative puffJoses. 

DISPOSITIOM: Destroy tipon termination or 
eompletton. 

Data Submitted to the Federal Pro0uremeftt Data 
System (FPDS). EleetroHie data iile maimaiHed by 
fiseal year, eoHtaining unelassifi.ed reeords of aH 
proeuremeHts, other than small purehases, and 
consisting of information retJ_utred tinder 4 8 CFR 
UWl for transfer to the FPDS. 

DISPOSITIO~J: Destroy or delete when 5 years old 

Internal Financial Reports. Internal reports of the 
financial status of allotments, appropriations, 
apportionments, etc., used by management plus 

35 

reports of expenditures to Washmgton Headquarters. 

DISPOSITION· Cut off at end of fiscal year. 
Destroy 5 years after cutoff. 

State Highway Organization Files. 
Correspondence documenting State Department of 
Transportation delegations of authority, and other 

NCl-406-85-1/80 

a. 

types of action withm their organizations that affects 
the Federal-aid highway program. 

DISPOSITION: Destroy when updated by the State 
Highway Organization. 

Time and AttendanH Souree Retrnrds, Supporting 
doeMmentatioH for data eHtered ints DOT' s CASTLE 
system 

AH time Ma atteHdanee reeords MpoH whieh leave 
tHput data is based, sueh as time or sign in sheets; 
time eards; flmdtime reeords, leave a13plieations, 

NC 1-406-85-1/85 

eertifieates, Md related documents fer jury duty, GRS 2/7; 
mihtary duty, or eoMrt service; and authorized 
premium pay or overtime reeords, mamtained at duty 
post Mpon which leave input data is based 

DISPOSITIOM: Destroy ·,vhen 6 years old. 

Delegations of approval authority to non supervisory 
ifldividMals. 

NCl-406-85-1/59 
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.( 

~ DISPOSITION· Dostrny v.rhon 6 yoaFs old. 

~ 

+Fari•el Q,de, and :voueh@F Files, RoooFds Folating 
to FoimlmFsiftg indiri•id1:tals aft@ 1rn01io 1i·o1:toh0Fs f@F all 
tFa\•ol Folatod olaims f@F Foim@tusomont, 8tt@h as 
tFa\·ol OF@OF8, f)@F diem \'01:t@h0Fs, tFaft8fJOFtation 
FO€ftt@sts, hstol FOSOF\'atisns, and all 81:lflflOFtmg 
do@ttmonts Folating to sffioial tFa\·ol 0,• offiooFs, 
omf)loyoos, dof)ondonts, OF othoFs ~mthoFizod hy lavv 
to trnvol. 

GRS 6/lA 

DISPOSITIO~I· Dostrny when 6 yoaFs and 3 months 
el4 

~ 

Jiehi@I@ Files, ,1>1:00idoftt FOflOFts, goftoFal 
ooFF08f!Ondonoo, maintonan@o FO@©F@, offi0ial file 
OOf)ios aft@ Folatod data flOFtaining to tho maftag@mont 
of tho motoF vohi@lo ffoots in tho Divisions. 

A00idoftt FOflOFts and files. 

a=* 
DISPOSITIO~I: DostFo,• 6 ,•oaFs aftoF oaso is olssod 

OflOFatiftg and maintoftan@o 00FF08f!Ondon00 and files. GRS 10/5 

Mh 

0. 
DISPOSITIO~i: Dostrny when 2 yoaFs old. 

Re@oFds Management Files. GoFF08fl©n@oft@o, 
FOflOFts, a1:tth0Fizations, aft@ othoF FoooFds that Folato to 
tho managomont of agoft@'' FO@OF@s, inol1:tding 81:toh 
mattOF8 as fflFFH8, 00ff08fl0ft@On@o, FOflOFt8, mail, aft@ 

files maftagomont; tho ttso sf mioFofflFFH8, olootFoftio 
iftf@FFnation s,•stoms, aft@ ¥i©F@ flF©oossing; F@@oFds 
maftagomont sttF\•o,•s, ri·ital FoooFds f)rngFams; and all 
sthoF asf)oots of FO@OF@8 mooagomont not 0ovornd 
olsowhorn in this s@hodttlo. 

GRS 10/1, 2 

GRS 16/7 

DISPOSITIOM: Dostrny when 6 yoaFs old. 

40. 

Discretionary Program Files. General 
correspondence, congressional inquiries, approvals, 
and correspondence pertaining to the Discretionary 
Program funds. 

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

NC 1-406-85-6/16 
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