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J&J~c/7 ""'t 
REQUEST FciR ·REC0RD,SPOSmON AUTHORITY LUvt aLANK 

, CS•• ln1trucUon1 on ,.w-ernJ .1011 HO 

TO GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 2M08 

1. FROM CAGENCY OR ESTASUSHMENTJ 

•. NAME OF PERSON WITH WHOM TO CONFER L TEL EXT. 

426-0534 
I. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authori~ed to a~t for._this agency in matters pertaining to the disposal of the agency's records; 
th~t the records proposed for disposal m this Request of 3 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. 

L TITLE 

Chief, Organization and 
Mana ernent Pro rams Division 

7. I. DESCRIPTION Of: ITEM 
ITEM NO CWiltl lnclu"we D1tn or Retenbon Penoda) 

1. Administrative Files. Contain general
correspondence, budget material, personnel 
matters, travel and training material, 
congressional and intergovernmental data; 
requests from the business community, highway
industry groups, governmental agencies and 
States for documents or miscellaneous material 
involved in highway transportation activities; 
and related material having an·impact on FHWA 
programs. 

2. 

Disposition: Destroy when 2 years old. 

Briefin~ Material Files. Contain material 
prepare for the President, Vice-President and 
the Secretary of Transportation on FHWA and 
DOT policies and procedures and used by these 
officials when States are being visited or 
when solving various problems existing in a 
particular state. 

Disposition: Destroy when 3 years old. 

I. 10. 
SAMPLE 0A ACTION TAKEN 

JOB NO 

IOi~ 

8TANDA"~IIIM 111IU-107 
Rni1ed April. 197S 
Preseribed by General s.,v,ces 

Adm1n,11ra11on 
FPMR (t1 CF'Rl 101-11 • 



R~ques1 ·

7. 
rTEt.l NO 

for Records Dl1p01ltlon Authority-Continuation 

I OESCRIPTIC>f. OF IT£t,1 
IW•I" lnclu1•..e D11e, or P-.tenllon Perood1) 

PAGE. OF 

3. 
.. I 

Federal High~ay Administration (FHWA) News. 
Cgnta1ns photographs, articles pertaining to 
current highway events, viewpoints of employees, 
neys in brief from Regions and Division offices, 
exce·rpts from speeches made by the Flil1\'A Adminis­
trator and other material used to compile the 
FHWA News, which is an official publication of 
the FHWA, published by and for its employees. 1

1
v,1R1r, ~ 7· C,~fd.""i,:~~t?f"'C<i 0 J.,,_~hs fre..,,,,_ 1'19/d -fu 17re~ew¼-, t I 
~. ec.tr~ cor~,: /\ 1 rans er to t e recor s center ~~~ ! 

wnen 5 years old. itcura,. ,,;hen 10 years old. q/•
of~ -h, NKR$ ~ I 1~6 ! 

1 

b. All c#u-~•l~-- o~~fr<kj ;,. ~~ w¼ #1" /r,,.-,H ne~l, ~' .. I I
Press Releases. Contain orafts, supporting //Cl- J./0&-
data and final copies of press releases that 1 '7q- 11 l 
provide information on policies and procedures ! .I..-fv.,,,.. & 1 

that are FH\\'A related. l\rr. ci,,.ro-><-cl°3~cQl~ ~ I '1-1•• (f\qe,..,c..-( se+id.t>.4-?.S fr~ 

0... i\'econ:l CoP.'1 of rre ~s f(,I e.,Hes - - I 

Disposition: Permanent. Transfer to the records 
center when 5 years old. Offer to the Archives 
~hen 15 years old. . • 
b, All o+J.er eep,es cf pfess· r~le~ses; n.11 o+lie.r recorrh--.Dc~ 11<. Dtj.e,.,,'t.<t "J,e«,. 

•Program Files. Contain drafts, general \
correspondence, charts, brochures, articles, 
news releases, statistical data, notes, reports, 
funding, regulations and other related documents 
pertaining to various subjec~ matters such as 
the Interstate, the History of Highways, the 
rneLric system, etc. 

Disposition: Destroy when S years old. 

Report Files. Contain monthly narrative and i 
general correspondence from Headquarters, region 
and field division offices. The Office of 
Public Affairs provides advice and assistance 
to regional and field division offices with 
respect to techniques and approaches to 
providing information to the public with 
respect to highway plans and their environmental 
and economic impacts. 

6. 

Disposition: Destroy when 2 years old. 

-.. 
.. 

STANDARD £ORM 115-A 
Rrvo~:l July 197• 
Prt'5,,Cr1be:! ~y Gtntrll Sforv 1ct 

Ae'T'l1n1,1r11,on 
FP~R (" CfR) 101-11 • 

https://recorrh--.Dc


• 
. ' 

I • PAGE OFI R~qu~st for R~cords Disposition Authority-Continuation 

t.I DESCRIPTION OF ITTM SAI.APLE OR
(W,th tnclu1,,_. D11e, or Re1ent,on Per,001) 

JOB '-10 

~ h F. 1 C • • f d Ne/- t/Of:r ~.•,.;,peec 1 es. onta1n copies o speeches m_q< !E~a. ,'t-l> .1 
by the present and former AdministratorsA~"7 '.),,,c1c·,:r-le.- &> ~i" _ 
-yarious subjects related to highways, background 
material, incoming requests and correspondence . 
from the regions and private sector on I 
particular highway related subjects, conferences I 
and other data pertaining to professional ca. 1'/jyr, Arr, 1.'.:J V1cvv..e,, 

1

speech"·riting and other public affairs services. '--lt,erev_,,Jer 
a.. RecorJ ,cor~-- i'~r·vr1(l.1;le•~t. Ofkr -+o NM<.s;. 1,dC1, /.S LjfC..l'_i o(cl, ckn:,--.,jolc-e;,c"ll4

Or 5pieCn(_<,; J J, 
A,Allo+lie, c.c,D-,t!s-- Destroy ,,:hen 5 years old. 

of speecl,e~• IA"""--
o. II o#,er ' recc rel» 

8. ~orking Pa~ers. Files contain 
notes, drafts, ne~spaper clippings, general i 
correspondence, memorandums, background material! 
and other related documents used in conducting 
public affairs programs including congressional 1 

liaison, business and intergovernmental relations. 
I 
I 

Disposition: Destroy 6 months after final actiop 
on project report or 3 years after completion 
of report if no final action is taken. 

:;... 

Four coplea. lnell>dlng onalnal. to b• aubmltted to the National Arcf\1...1 STA.NOA.RO FORM 1H-A 
Re..~d July 1974 
Pre,cr,~d by Genera' Ser,,,ce 

Adrnir,1~trat1on 
fPMR \41 CFR, 101-11 4 

https://STA.NOA.RO



