
TO GENERAL SEAVICES ADMINISTRAT'ON, 
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National Hi hwa Insti rote 
c. NAME Of	 PERSON WITH WHOM TO CONFER .. TEL. EXT 

Frank Rubis	 426-0534 
•. CERTIFICATE OF AGENCY REPRESENTATIve 

I hereby certify that I am authorized to act for. this agency in metiers pertaining to the disposal of the agency's records;
that the records proposed for disposal in this Request Of'; page(s) are not ROWneeded for the business of 
this agency or will not be needed after the retention periods specified. 
o A Request for immediate disposal. -- -~. "," - , - -

(i] B Request for disposal after a specified period of time or request for permanent 
retention. 

E. nTL.£ 

Chief, 
Mana 

Organi zation am 
ement Pro rams Division 

r. 
ITEM NO 

.. DESCRIPT~ OF ITEM 
(Ytltn 'ncluliwe Oaln or Rel.nhon '.nodI) 

, 
S;,tJ.IP:..E OR

.108 NO 

to. 
ACTlON TAKEN 

1.	 Administrative Files. Consist of correspondence, NC406-75-
memorama, reports and other related material pertaining It8Il 1 
to the operations of the various program offices. 

Disposition: Destroy when 2 years old. 

2.	 BOOgetFiles. Consist of fiscal year plan break-
ao'v.n of training courses and costs., 
Disposi tion: Transfer to records center when 5 years 
old. Destroy when 10 years .old.·. ' 

3.	 Contract Proj ect Files. Contract, pre-contract and post NC406-75-
contract materials for developing traini~ courses and Item , 
aids needed in highway training programs. Also included 
i:I.,.e progress reports, drafts and other related papers. 

'j"'fMJ~ 
-;Disposition: Destroy}jJhen no longer needed. 

~.	 Course Files. Memoranda, evaluation reports and related NC406-75-
correspondence on courses presented by NHI and appraisals Item 3 
of workshops conducted in the different States. 
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Disposition: Destroy ",'hen 1 year old. 

5.	 Hi~m..-ayRes~rch Fe~lo\o:ship ~ogam. files consist of 
ba~kground lnrOrIT~tlon, appllcatlons, selecting records,
 

. cor'respondence , evaluations am other infom.ation
 
: concerning the hi ghway research fe l l ov..ship program ",i1ich
 
:is a graduate level program oriented to~ards the needs of
 
: State and hi ghway agenc ies ,
 

; Dispcs it ion: Destroy when 5 years old.	 I ~ 
.	 ,

6.	 Hig~,,"ay Safety FelJo"'ship Prog ran. Consists c! t.o.:kiTO-.md

: irrtonr.atlon, appl:icants, evaluations, and any other
 iinfonnation concerning the fe l Iowsbip progr zn in High"'ay 
Safety. The f'e l Iovshi p program is of graduate level I 
and is intended to enable professionals and students in I 
high"'ay safety and/or t ranspor tat ion to gain proficiency 
in the fields in ",nich they are 'Working or plan to work I 
or in oL~eT disciplines iopinging on their work. I 

Disposition: Destroy ",nen 5 years old.	 I. 
1 7.	 .•. ITlGlstlif Files. Consist.of conference re~ords, ~eports, NC406-75t4
 

and ot er related correspondence document Lng NHI s coopera Item 7;
 
tion with non-government high'lo.·ayindustries in developing . 4·
 
training courses and training materials. ~
 

IDisposition: Destroy "'TIen 3 years old. 

iI .. -
NC406-75-48 . Partici'Dant/Country Files. Background i~onnation, 

Item 8biograpEical data, outlines of the.tra~nang pr?grams

and related correspondence concernlng ~ternatlonal
 
visitors who came to the United States, for ~ week
 
or longer, to study h ighway related matters~'-'
 

Destroy -.'hen 3 years old.Disposition: 
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At-v.sed July 1974 
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9 •	 Pro~ram corre'10ndence Files. Contain corr es- 06-iS-
pon ence from tates ana to States requesting and It3tl 3
 
~\O\riding information on K~I courses.
 

Dfspos ition: Destroy files ",i1encourses are no longer

;offered.
 

10.	 I Reference Files. Contain copies of information 
!used as ready reference on subjects of current or ong01ng I 

:interest. These files may contain copies of pub'l icat ionsj :
 
idirectives, pictures, correspondence and the like. I
 
iOffjcial file copies are not to be placed in these files
 
;nor are the files to be considered pending files ~nere I
 
;official file copies are kept on a tentative basis. 1
 . 
Disposition: Destroy when no longer needed. 

11.	 School Files. Memoranda and related material containing ~C406-75-~ 
inforr..ationr egarding urriver sit ies and junior colleges I Item 9 
cur r icultrn and study pr ogr ans in h ighway related 
disciplines. 

Disposi tion: Destroy files when 3 years old. 

12.	 .Technolo~ Scholarship Program. Files consisti!-~ of back-
ground i orrnat i on, app licat ions , evaluation and any other 
information concerning the scholarship program in 
h ighway technology. The program grants awards to 
ernplcyees of State and local hi ghway/j.r-ansporta t ion 
agencies and the FHh'A who are presently engaged in work 
activities at the technician or paraprofessional level. 

! The awards are for academic stud)' in areas related to
 
; highway transportation.
 

; Di spos it ion: Destroy files when 5 years old. 
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