
•	 .' - ~L-REQUESTFOR RECOR.~SPOSITION AUTHORITY 
'.' '."1" .(S~. ''!''IJI~~on teN,...) 

TO	 GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERYlCE. WASHINGTCNC. DC ... 

1. ~OM tAGENCV OR ESTABLISHMENT) 

2. 

I. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for. this agency in matters pertaining to the IDsposal of the agency's records;
that the records proposed for disposal in this Request of page(s) are not now needed for the business of 
this agency or wi" not be needed after the retention periods specified. 
o	 A Request for immediate disposal. 

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

C. DATE	 Eo nTLE Chief, Organization and Management Programs Division 
r. I. DESCRIPTION Of ITEM I. 10. 

ITEM NO (Wi1t\ Inclusive Oal •• or Retention Periodll SAMPLE OR ACTION TAKEN
JOB	 NO 

1. Administrative Files. Consist of correspondence
personnel information, reports/notes on meetings, 
briefing material, reports, memorandums. training 
schedules, delegations of authority, field 
trip reports, travel vouchers, and other 
documents relating to the Administrative 
operations of the office. 

i...M~ Disposition: DestroYAwhen 3 years old. 

Chronological Files. Consist of FHWA day -to.-day 2. correspondence arranged in chronological order. 
These are the chronological files of the . 
Federal Highway Administrator and should contaln 
a copy of all correspondence written in the 
agency. Itrr, cJ,..rc"",c/o5i~e<../IJ' C~ / c ....FI/ljr" 

Disposition: Permanent. Transfer to the 
records center when 2 years old. Offer to 
Archives when 10 years old. 

115-107 aTANDARD FOR .. UI 
.... i••eI ... "il, 1975 
Prascribed by General Sennces 

Adm,nlllratlOn 
FPMR (., CFR) 101-114 



-. •I'. 
JOB NO PAGE OFRequest for Records Disposition Authority-Continuation 

9. !7. a DESCRIPTION OF ITEM SAMPLE OR I '0.ITEM NO (WIth Inclusive Dates or Retention Periods)	 JOB NO ACTION TAKEN 

3.	 Correspondence Files. Contain copies of r 
cong ress i on aI correspondence; correspondence to. :to ', 

an~ from State highway departments, Governors ~~! 

o~· States, other DOT elements, FHWA field 
offices, non-governmental and quasi-governmental 1 
organizations (such as the American Road and 
Transportation Builders Association (ARTBA),
American Association of State Highway and 
Transportation Officials (k~SHTO), the National 
Academy of Sciences (NAS) , and all branches 
of the military service; project files; FHWA 
directives; and other released documents 
pertaining to all the subject areas in all 
offices of FHWA. ftrr, c.J~~t<.1eJ-ic,,-~tlt .hlj n~ o~ \Y\cl..~v;c wtl)_c!n7ja v)lu'-'+~c:-K1 

~}trlAlem:. or €.M..H~ -+0 --t.v~ I~ LV';'> Lv, I ~, '" CA. ~+Ijf"
Disposition:~ Transfer to the records center 
wh en 3 years old. ~t1"8y ....hen 5 yeB:'fs -eld. ft 

II

~ ~ ,.cJ,\((.s \N~ \0 ~~'" ,,\0' '(\ e-Isuvhu-e-
Reference Files. Contain copies of information,A I~;'; ~c.lAP-:c:t-e) 
used as ready reference on subject of current 
or ongoing interest. These files may contain 
copies of publications, directives, pictures,
correspondence and the like. Official file 

,	 copies are not to be placed in these files 
nor are the files to be considered pending
files when official file copies are kept on a 
tentative basis. 

,v\. P-'i~ Disposition: Destroy~when no longer needed. 

:.. 
;. 

"S-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM '1S-A 
Revised July 1974 
Prescrlbec by Gee,eral Services 

Administration 
FPMR (41 CFR) 101-11 4 


