
REQUESTFOR RECOF"'-SPOSITION AUTHORITY 
(See tnstr~cZ on reverse) 

~--
TO'	 GENERAL SERVICES ADMINISTRATION,
 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON: DC 20408
 
1. FROM (AGENCY OR ESTABLISHMENT)Department of Transportation 
2. MAJOR SUBDIVISIONFed era 1 H ighway Adm in istrat ion In accordancewith the provISionsof 44 U.S C. 3303a the disposalre 
---------------------------i Quest.Includingamendments,IS approvedexcept for Items that may 
3. MINOR SUBDIVISION	 be stamped"disposal not approved"or "withdrawn" In column 10. Highway Planning 
4. NAME OF	 PERSON WITH WHOM TO CONFER 5. TEL EXT. 

Frank Rubis	 426-0534 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for. this agency in matters pertaining to the disposal of the agency's records;
that the records proposed for disposal in this Request of Ola.., page(s) are not now needed for the business of 
this agency or will 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 E TITLE Ch i [0 rg an~zat . ~on . an d . i e i , 

Management Programs Division 
~~ 

9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM	 NO (WIth Inclusive Dates or Retention Periods) ACTION TAKENJOB	 NO. 

1.	 Administrative Files. Contain the files of
 
activit~es that arc necessary to manage the
 
day-to-day operation of the office. Included
 
in these files are briefing material, training

for personnel, intra-office assignments,

internal reports, T&A cards and budget material.
 

'\I..~~Disposition: DestroYAwhen no longer needed. 

2.	 Airport Access Files. Studies and background

information on airport access projects and
 
comments on studies concerning access roads to
 
airports. These files are used to provide

technical and policy information to states and
 
local governments on access roads and related
 
issues.
 

',- <:.<, ..... '1 Disposition: De st royj when 5 years old. 

STANDARD FORM 115 
Revr sed April, 1975 
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Administration 
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JO& NO PAGE OFon Authority - Continuation 

•7,	 • OESCRiP'TlON OF ITEM SAMPLE 01'1 
ITE'" NO	 (WIth Inclus',,~ Oatu or R.tent,on Pe"ods) JOB NO 

3 .	 Annual Statistical Data. Files consist of
 
r~ports pertaining to motor fuel, motor vehicle
 
r~gistration, drivers licenses, registration

fees and annual statistical data including State , 

, Arr, ck
cities'and countiestfinancial data on ho~ States
 St.7f d f<.ok~ t"rlh...-v·_ffinance thei r h ig hway s and roads. ~V{ S-lr>.~,-~f,«c~-I!'fr. 

a.» A'eccrA. c~r':J / Hijhwtl.Af '>'fr:<.-f-;st-;cs - - i:1<>-PZT, ofk-r ~ pA-!2::. VII 
. .• b n-J1..o~ C9-POcs tJisl""fi1 _d-a[C5 q.. et II t:4j.,e.-cf-	 J I-eeorc!sD1Sposltlon:J\'lransl'er to e records center 

when 5 years old. Destroy when 10 years old. 

4.	 Appalachian Local Access Road Files. Contain
 
correspondence, budget and financial statements
 
and the quarterly annual report submitted to
 
Congress that pertains to location of highways

in the 13 States included in the Applachian


IDevelopment	 Highway and Local Access Road
 
Program.
 

!Disposition: Destroy ~hen 3 years old. 
i	 -

5.	 ;Appalachian Quarterly Report. Background on 
pUb1ished reports of the status of the Appala-I \chian Road Construction Program. The report
covers the status of completed mileage,

\expenditures, plans, specifications and 
!estimates. This report is published quarterly.
I 

IDisposition: Destroy when program is completed. 

6.	 Associate Administrator's Administrative Files. ,

Consist ofge'neral correspondence, copies i
 
of all correspondence signed by office directors!
 
and other offices, memoranda. trip reportsJ briefing

material, minutes of meetings, monthly and
 I 

weeklY	 calendar assignments, working papers and 
any related papers assisting the Associate
 

IAdministrator for Planning to carry out his
 
Imission and objectlves as principal advis?r
 
to the	 Administrator on all matters relatlng
to planning. 

Disposition: Destroy when 2 years old. 

7.	 Author Files. Consist of copies of reports
~rltten by the Transportation Research Board 
~'forrnerly Highway Research Board), research 
committees, and associations. Also contain 

:..tiles and projects that in s~rne way are affected ;. 

by these reports. These reports concern highways
and their socio-economic impact.

1U-203 four copiea. InclYdlllll onlllll.l. to be aub",ln.c! to ttl. N.tIon.1 Archl" ••	 STANOARO FORM "5-1. 
A~Ylsed July 197~ 
Prescr,t>ec: by G~n~ral S~rYlce5 

A~.,...,nls~ra110n 

fPIoAR \41 eFRJ 101-11" 

http:Hijhwtl.Af


JOB NO PAGE OFRequest for ~eordl Di.posltion Authority - Continultlon	 . 
7. 

rTE'" NO 

8 • 

9 . 

10.··· 

1l. 

I
/

12. 

• OESCRIPTIOII/ OF rTE'"
 
(WIth Incl,,~,~ Oaln Dr R~I~nl,on P.',OO,1
 

Disposition: Destroy files when 3 years old 
or 1 year after completion of projects which 
·involve these reports. 

Budget Files. Included are the working papers

used in the budget planning process for FH~A
 
as well as related correspondence. The
 
plans are submitted to the Office of the
 
Secretary. If approved by the Secretary,

the_FH~A_plans_are. sqbmitted to ConQress

for, approval. -
Disposition: Destroy when 2 vears old.
 

Budget Sheets. Files conSist" of progress

reports, general problem statements and transpor~

tation disadvantages relatinp to the social
 
and economic impact of hi~h~ays.
 

Disposition: Destroy ~hen 2 years old.
 

Certification of Public Mileage. Contains
 
files concerning state certification of public

roads and federal domain mileage and studies
 
pertaining to the certification process.

Included also are'correspondence and related
 
background material.
 

, ....£l'I!M~ Disposition: De st r oyr when no longer needed. 

Coal Haul Road Study Files. Consist
 
of correspondence, working papers, financial
 
statements, statistical data and other related
 
material pertaining to the study to determine
 
the cost and benefits related to alternate
 
coal haul road system i~provement levels for
 
the nation.
 

Disposition: Destroy when final report is
 
co~pleted.
 

Committee/Organization Files. Consist 
of correspondence, reports, minutes of meetings,
and other material relating to committees 
!nd organizations that personnel from Planning
-are members of. 

bisposition: Destroy when 3 years old. 

•
S.t.I.I"'LE DR
 
JOB NO
 

I

! 
I 

iGRS~S/~ 
~ 
: 

;. 

"5-203 four ~ople&. ~Iud'nll orillinai. 10 M .ubmlned t; tn. National .r~hlw ..	 STANOARO FOR'" ,,~-. 
R~vl.eO July 1S7~ 
Prrsc"~:= by Gr"rr. Srrv'cl' 

Ac:!mlf'\151ra110n 

fPI.I;:; ('1 eFRI 101-11 ~ 



1JOB NORequest for Re~ords ~olltion Authority-Continuation • 

T, l:::	 • DESCRIPTION OF ITEM 'I 
Ii~'" NO	 (W,th InClus·ve Oltn o. Retent.on PerrO<"li 

13.	 Completed Contract Files. Consist of
 
completed contracts, final reports and related
 
bBckground material on contract work that had
 
b~en done in the socio-economic area as it
 

I r_e1ate s to hi ghw ay s . 
I 

!Disposition: Destrov 3 years after completion
i of the contract. ' 

Rela.-kJ.,
14.	 Computer ~ Files. Consist of general


:computer data, processing standards, policies,

studies, monthly usage summaries, personnel

Irequirements for computer assisted planning
I~rograms and all information related to the 

implementation of programs in the Technical 
Support Branch. 

Disposition: Transfer to the records center 
~hen	 3 years old. Destroy when 6 years ol~. 

15.	 Contract and Research Program Files.
 
:Consist of contracts, budget material, general

,correspondence, and other papers related to
 
'planning activities, to include documents
 
maintained in the coordination with OST and 
external contractors in support of the planning
program to develop highways and other transpor-
tation systems. 

Disposition: Transfer to records center 1 
:year after completion of contract. Destroy 6 
iyears later. 

16.	 ~Contract A~ards. Data from the States on all
 
Iconstruction work performed by the State
 
!Highway Departments. Includes type of work,

'length in miles, cost, etc. This data is
 
.p rcv id ed monthly and fed into nn,'A national
 
iinventory tapes. osr
 

!Dis?osition: Destroy when 4 years old. 

17.	 Contract Files. Contain contract proposals,

correspondence with contractors, progress

reports, funding control, and final reports

f~r contracts let through Planning.
 

~isposition: Destroy when contract is completed
- . n a Ire p o.r.t~------L.lJ:!...::t..!....LJ,;l}:-~L· liA-L-, .J.J:;..p..I.LL....L......_-'--

Fo~. ~oplel, In~ludlnll orillinal, 1o be lubmln~ 1o the Nallonal 11S-203 

. ;: ,.,--

PAuE OF 

--L.~-:-::--:-;-=--
STANOARD FORM 1H-A 
R~v.s~d July 1974 
Plrsc.,~d tly G~n~ral S~·.,c~ 

AClmlnls1ra110n 

fPt,4R (41 CFR.,0'-"· 

http:Retent.on


I 

I
JOB NO PAGE OFRequest for Rrecordlt sposltion Authority - Continuation 

• T. • DESCRIPTION OF ITEM •S"MPLE OR '0ITEM NO (Wllh Inclu,'~ D.t~. or R~t~nllon p."oo,) Joe NO ACTIO'"' l"OC:p. 

18.
 

19. 

20. 

21. 

22. 

23. 

1U-203 

when no longer needed. 

to 

Disposi ion: 
wh 3 ye n a r s 

ransfer 0 records 
wh n 5 

rocedure pers,
ings, co tract 
lating to the 
.n Urban 

I Designated Mileage Roadways. Summaries of 
Federal-aid designated road mileages.

5t'11'/'-Io 051 for co-nllUs;rn I 
Disposition: Destroy whenA~ffl'@t:t.eQ.to compute~
tape. 

Division Author Files. Contain background

material and data used by the economists in
 
preparation of study programs in the division.
 

I....P-14
Disposition: Destro~\when no longer needed. 

Economic Growth Center Develo ment Files. 
Consist 0 working papers, backgroun material,
study material, progress repor~s, corresp~n~e~c
received from states, FHWA Teglonal and dlV1SlC 

-.,~offices. financial statements, and guidelines
~that pe~tain to the Economic Growth Center 
:Developnent. This is a program which concerns 
'the impact highways have had on the development 

Four copl~ •. Including onglnal, to b~ lubmlnad 10 ttle Naloona' A,chl ••• 

W I'fl,JJtu<J,v,
~/~.'?/60

Rrr3 

~q/%o 

:. 

STANDI.RD FORM 1H-A 

R~YI~ed JUly 1974 
Pre~c"t>eCl by General Servlcf 

AdmlnlSlral10n 

FPMR (41 CFRI 101-11' 

http:STANDI.RD
mailto:whenA~ffl'@t:t.eQ.to


••
I	 PAGE or

~ eque sf for Records Disposition Authority - Continuation	 JOB NO 

7. • DESCRIP110N OF ITEM SAMPLE OR 10. 
ITEIII NO (WIth InClu5.~e Diles or Relenloon PerIod,) JOB NO ACTIO ... 'TAKEN 

~of selected residential areas. 

-:~ispo>1 t ion/ Destrof 1 yea;r"after ~oj evt"
 
IS 2'Omplefid. See ~oIlClW''l.3 f~e...
 

24.	 En¥ironmental. Files reflecting the 
en¥lronmental aspects of urban plannIng. In 
the files are directives pursuant to EPA 
regulations, correspondence ~ith States and 
fie~d offices inte~preting policy, urban I 
en\-Ironmental studIes, and comments on re£ulatiors. 
In addition to policy information and studies,
these files include a subject file on 
en¥ironmental quality and information on how ,
to prepare an environmental impact statement. I 
All of this material is used to advise states I 
and field offices on environmental variables I 
con s id ered in transpor~tation planning.; o..N..~~S "-- ~~ ~Ie, 

f LA. ~ e-v-<j	 I Disposition: Destro)~when no longer needed. I 
25.	 Federal Coordination Program. Files consist I 

of reports on conferences held that relate to
 
highway and research developments. Also
 
included in these files are reports on studies
 
concerning economics for land use models and
 
related projects.
 

Disposition: Destroy files when 3 years old
 
or 1 year after completion of projects which
 
invol ve these reports, wk-,.::.hever is .s~1YTl1eJ',
 

Federal-aid Route Files. Consist of26. correspondence,~ffi~ps, route logs (route

descriptions) and other related material
 
pertaining to identified urban areas on the
 

, interstate syste~. This material is used as
 
reference materiRl.
 

;-~ 0-4e-CAj 
Disposition: DestroYAwhen no longer needed. 

Federal-aid Secondary Files. Consist. .27. of congressional correspondence. statIstIcal _.J; 
~ata, route descriptions and related material \, 

<p er t a in ing to systems action (changes to the 
~ederal-aid system) as related to secondary roa s. 

Disposition: Destroy when 5 years old. 

Four coplu, Intludln; orl;lnel, 10 b •• ubmltted 10 ItIt HIUonal A~hl ..el STANDARD FORM '15-A115-203 
Revl~ed July 1SU 
Pre~c"bed by Genera' Se"v.tt 

Adml"ls.tra~lon 
FPMR (41 CFR\ '01-" 4 



; . ~ ,
a.	 States' -I'before" and "after" studies--P;.:nHA'.JZ'IT. Transfer tcf 

?RC 1 year after rroject is completed. Offer to ~;ns
5 years after project is completed. Arr. b~ 5~) ~efev~er 17j c~, Ca. <is c ... f+ 

-tc~(, No 
b. Submittal material--Destroy 1 year after project is completed.	 MJ.it~o-Ml 

t! ((\.'111V I c...i..C')v 

c. 

d. 

Correspondence about operatine the program--Destroy 1 year after 
project is completed. 

"National study"--?Llt~·::~~:£:·JT.Transfer to lRC 1 year after project 
is completed, Offer to ~JrlRS5 years af t.er project is J\ 
completed. (Ilfd ~d u~e..*-~, VolvVVle sl..owlJ.. be Cit, I" -L.~ 

\< 



JOB NO PAGE Of
Requeat	 for Records osition Authorlty- Continuation 

•	 
t,

1. I, DE SCRIPTION OF ITE 1,1 ,"I,IPLE OR
 
ITEI,I NO (WIth Incl"I.~t O.lel or Rel.nlton P."OOs)
 JOB NO 

28.	 I_F_H_~_T_A~~~~~~~i~l~e~s. Contai roposals,

~een bran es and contrac
 

rts, backgrou information a
 
_ s relating to articular cont
 

Files als contain budget control infor
 

nisposi on:~Destroy f a1 report an important
ocume s 8 years afte final report s
 

rece iv d. ~Destroy al other materia 1 year

after eport is recei ed.
 

29.	 Fuel Tables. These files contain a copy of
 
every motor vehicle and fuel table that has been
 
published since 1936.
 

isposition: PerffiaBeHt.	 TTBHsfeT to tfie 
Ireco:ds CCHtCT WfiCH 10 yesTs old. Offer to 
n:HF-E-l!'H-¥€-S--wi'1-e1Fr-~~. ce-f~~~e-:. J)est~ 'nv ~€M.C<.( w~ 

N) lo--<-9er nee&.ett s'r rekr-em~e.- FV'l'o~C$. 

30.	 Geographical Files. Urban Transportation Planning

is done at the local level ~ith assistance and
l input from field division offices of FHWA and the'
 
urban ~~ass Transportation Administation (U!'v1TA).:
 lThese files are used as a tool to evaluate the
 
Iplanning process in urban areas and the quality

lof assistance provided by field offices. The
 
!fileS contain the following information:
 

la. Field Trip ReEort~. Reports by members of
 
I tneUrban Plann:.ng Division to the Chief
 
i on personal observations of local planning


processes. 

Disposition: Destroy ~hen 5 years old. 

lb.	 Correspondence. Correspondence between
 
State and local governments and FHWA
 

I 

I	 Headquarters and field offices
 
concerning planning projects and
I 

I
 issues.
 

Disposition: Destroy when 5 years old. 

c.	 Progress Reports. Progress reports submitte
 
by the States to Division Offices concerning

planning projects.
 

Disposition: Destroy when 2 years old. 

Fou, copl .. , "'cl"dlng onglnal. 10 be lubmlned 10 ttle Nilional A,chlv •• STANO"RO tORM 11S-A"S-203 Rev'~po July 1914 
PrescrobeO by Genera; Se",·ce 

AC~lr\l!.tratlo"" .... :.: .....	 ~'; .... ,,': 
\. 

FPMR 1'1 CFR,101-11 A 

http:Plann:.ng


JOB N() PAGE OFRequest Ior Records Disposition Authority - Continuation 

9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE OR 
ITEM NO (WIth lnctuswe Oates or Relenllon Perrods) ACTION TAKENJOB NO 

31. 

32. 

d:	 Cost Reports. Cost reports, agreements
between States, FHWA, Metropolitan Planning
Organizations and contractors concerning
planning projects, maps of projects and 
minutes of meetings of planning agencies. 

Disposition: Destroy when 2 years old. 

e.	 Certification of Planning Process in Urban 
Areas. These certifications are granted
yearly by the FHWA Regional Offices and 
UMTA and indicate that the Metropolitan
Planning Organizations have complied with 
applicable planning regulations. 

Disposition: Destroy when 2 years old. 

f.	 State Operation Plans. These are the wo rk 
programs developed by the States for 
transportation projects. 

Disposition: Destroy when 2 years old. 

Hi	 ts of pr iect s , to ~ draw K.o1 

'iI/<J.Q/80ct f(:$of 

~q/80 

years 

Highway Needs to Solve Energy Problems. Files 
consist of working papers, correspondence,
exhibits and public hearing documents, state 
surveys and official documents submitted to 
the Washington office from local jurisdictions
and the public relating to the report on 
highway needs to solve energy problems, ~hich 
address transportation needs relating to 
energy resources (particularly coal), their 
relation to h i ghw ay needs, and revenues 
available to fund such needs.Ih.''5IS Cv r~ ~i(e 

D'i-sp os it ion:
wneft 5 veaTS old . 

.:. \i\~e.Je.~ ~r r-e.-I=e,HM~t'	 
;.. 

Four copies. Including original, to be submitted to the National Archives	 STANDARD FORM 115-A 

ReVised July 1974 
Prescrrbed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 

115-203 



•	 PAGE OFJOB No"Reql:lest tor Records Disposition Authority- Continuation	 I 
9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE OR

ITEM NO (WIth Inclusive Dates or Retention Penoos)	 ACTION TAKENJOB NO 

33. Highway Needs Studies. Files consist of 
re-ports on the Highway Needs Study Program
i~luding printouts of National Needs data. 

Ih(;...~~4
Disposition: (a) Destroy rep ort sxwhe n no 
longer needed. (b) Transfer printouts to 
records center when 2 years old. Destroy
printouts when 5 years old. 

34.	 Highway Planning Program Manual (HPPM)
Superseded File. Contains portions of the 
HPPM that has been superseded because of 
changes in policy or procedures that relate 
to that particular portion of the Manual. 

,k. e:-1~Disposition: De st rOYA when no 1onge r nee ded. 

35.	 Highway Statistics Files. Consists of docum en t a , 
forms, files and other materials used In 
developing national summarles and studies and 
dealing with: highway finance at Federal, State 
and local levels; motor fuels, motor vehicles,
motor carriers, and driver registrations; and 
highway mileage. 

Disposition: Transfer to the Federal Records
 
Center when 3 years old. Destroy when 6 years

old.
 

36. HPR\Studies\ile~onsist~f	 resear~stUdifSdon:e~. nth e ivis i0 san d cop 1eted 'r e 0 rt s 0
 

thes studie.
 

Dispos'tion: estroy when no onger ne ded. 
\ (",krrn.41'M1.J reld1KV, +0 a. 

37.	 Input/Output Files. These consist of ~iflteMts ~ 
~Q~~~~G~c8~U~1~I~a~y~~~;iij]ij~6~;~l::1~F~f3~a~fllT-~Bf-'JJ'~e~6~"f1"I""lIl"1erij't!!e~er:~sS"":',-4t~~~ebel twa y' 
impact on ongoing projects+ background ~~QTi81
and technical material rel_ating)to affected k-\~b'" v.rbilN'. o.-fGg..,
pro jects. {1r])P ~ is mtl';Wk.-i/le;' ,Iv (JSY. 

Disposition: Destroy 6 months after final
 
action on project reports or 3 months after
 
completion of report if no final action is
 
taJ<en. 

-
; 

Four copies, Including original, to be submitted to the National Archives	 STANDARD FORM 11S-A 
ReVised July 1974 
Prescnbed by General Services 

Administration 
FPMR (41 CFR) 101-114 

115-203 



c 
PAGE OFJOB NORequest	 IN Records Disposition Authority- Continuation I 

9.
7. 8. DESCRIPTION OF ITEM	 10.SAMPLE OR 

ITEM NO (WIth Inclusive Dates or Retentron Perrods) ACTION TAKENJOB NO 

38.	 Interchange Research Material. Contains data,

working papers, background material, and final
 
r~ports on traffic and commuter parking at
 
h~ghway interchanges.
 

Disposition: Destroy when 5 years old. 

39.	 Intercity Freight Corridor Files. Consist of
 
contracts, financial statements, correspondence

and related papers used by the contractor when
 
they develop reports on the magnitude and higher

volume locations of heavy trucks on highways.
 

Disposition: Destroy when project is closed
 
or final report is issued.
 

40.	 Intergovernmental Files. Files that describe
 
the division's responsibilities in coordinating

activities with other agenCJes and DOT adminis-
trators. Primarily files consist of correspond-
ence, comments, or interpretations of FHWA's
 
regulations In conjunction with other government

agencies in transportation . ..,-1-.."<s ',,. c'", ~c.e.- hl
 

\"-'M~Disposition: Destroy).when no longer needed. 

41.	 International Registration Information System

(IRIS) FlIes. Consist of correspondence from
 
States, working papers, background material
 
and other documents relating to FHWA's support-
ing efforts in providing an International
 
Registrational Plan. (IRP) in States and
 
prOVlnces. This plan provides for the inter-

jurisdictional registration of commercial
 
vehicles.
 

1-.... "'-1. .P...AA."jDisposition: DestroYAwhen no longer needed. 

42.	 Interstate Cost Estimates. Background infor-
mation and data on mileage and travel on the
 
Interstate System and projections for the next
 
20-30 years. These are forecasts by the States
 
which are formulated according to established
 
procedures and are used in reports to Congress.
 

Disposition: Destroy all but data summaries
 
when 5 years old. Destroy data summaries \hen
..
p(ogram is completed. ;. 

'15-203 Fou, copies, Including o,lglnal, to be submlned to the Natoonal Archives STANDARD FORM 115-1. 
Revised July 1974 
Prescr.beo by General Services 

Administration 
FPMR (41 CFR) 101-1' 4 
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I,e 
PAGE OFJOB NORequest	 for Records ~isposition Authority - Continuation I 

9.7. 8. DESCRIPTION OF ITEM SAMPLE ORITEM NO (WIth Inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO 

43.	 Interstate System Files. Contain correspon-
d~nce, ~orking papers, proposals and any related 
decuments pertaining to the descriptions of the 
I~terstate System or concerning changes or 
additiots to the Interstate System which are 
received from local jurisdictions, the general
public, States and Congress.

I 

Disposition: Transfer to the records center 
~hen 5 tears old. Destroy when 10 years old. 

44.	 License! Plates. Files consist of c orrespon dencq , 
tables,1 charts and other statistical data 
relating to license plates both for trucks and 
automobiles. 

. .1 .	 h 2DISposItIon: Destroy w en 

45.	 Long Ra~ge Motor Vehicle and 
Files c~ntaining information 

years	 01d . 

Population Growth. 
and data furnished 

by the States and used by FJ-IWA in projecting
long range motor vehicles and population growth. 

D·	 .1. D hIdISposirIon: estroy w en year 01 . 

46.	 lieCroDolitan Planning Organization (j\lPO). Fill~ 
concerning these local government agencies, I 
includitg information on their designation and 
funding. The field division offices are the 
primarYIFHWA contact with these organizations;
therefote, these files are chiefly a reference 
for personnel. 

Disposition: Destroy when 5 years old. 
I 

47.	 Motor V~hicle Use Tables. Tables which show 
wh2~motor vehicles are used for and how many
are use~. This data is collected from the 
State htghway agencies.

{,;;,.,4c..'jDisposition: DestroYAwhen no longer needed. 
I 

;. 

115-203 Four copies. Including original. to be submitted 10 the Nahonal Archives STANDARD FORM 115-A 
ReVised July 1974 
Prescnbec by General Services 

Administration 
GP() l<'i:, 0 - 5;9-38; FPMR (4t CFR) t01-11 4 



•	 PAGE OFJOB P-JoRequest tor Records Disposition Authority- Continuation	 I 
9. 

7. 8. DESCRIPTION OF ITEM	 10SAMPLE OR 
ITEM NO (WIth lnctusrve Dates or RetentIon Penons) ACTION TAKENJOB NO 

48. N~rrative Report Files. Consist of annual 
st~tus reports of the HP&R program by State. 

Dis p 0 sit ion : Destroy ~hen 3 years old. 

49. National Cooperative High~ay Research Program
(NCHRP). Files consist of reports and comments 
on reports published by the NCHRP. 

Disposition: 
/..... t>i~DestroYA~hen mo longer needed. 

so. Non-FHWA Contract Files. Contain files of 

I 

I 

I 

personnel who sit on committees that evaluate 
contracts let by the National Cooperative
8f;l H'ighw ay Research Program - a non-Federal 
research activity. The files also include 
research evaluations, progress reports and 
correspondence with contractors and with 
evaluation committees . 

. . 1. 

I 
Disposition:
completed. 

Destroy when contract is \ 

51. OMB Clearance Files. Copies of submissions 
to oMs requesting clearance for public
reports, correspondence pertaining to these 
requests and documents supporting the 
requests. 

J.. '~e<M""'S ""F-kr ~ rqortDisposition: Destroy wflsn HO longer nee dee 
£.Qr r@feTcHec. 

I.> ul\·c~i;l'tvd. 

52. Organization: Memorandums of approved
delegations of authority and informational 
copies of DOT· reorganization plans. 

Disposition: Destroy when 2 years old. 

:. 

115-203 Four copies. Including original. 10 be submll1ed 10 Ihe Nallonal Archives	 STANDARD FORM 115 A 
RevIsed July 1974 
Prescr.bed by General ServIces 

Adrrlnlstratlon 
FPMR (41 CFR) 101-11 4 
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ITEM NO (WIth Inclusive Dales or Relent,on Penods) ACTION TAKENJOB NO 

-53."__ PI~nning Contract Program. Copies of contracts
 
le~ through the Planning Contract Program.

The program is administered through the field
 
division offices and the files are used by

the Office Director for reference. Included
 
are copies of contracts, status reports, and
 
memorandums with contractors and FHWA personnel

concerning the contracts.
 

Disposition: Destroy when contract is
 
completed.
 

54.	 Population Growth Pattern Tables. Consist of
 
background material and working papers used
 
in developing tables. These tables are used
 
In forecasting travel patterns and population

grow th pat tern s .
 

Iii ~.e11~ Disposition: Destroy~~hen no longer needed. 

55.···Production and Scrappage. Files consist of
 
data given by industry on how they reprocess

old cars collected from junkyards or any

areas with junk cars.
 

Disposition: Destroy when 2 years old. 

56.	 Progress Emphasis Area Files. Include back-
ground papers, reports on the progress of
 
these programs, and related material on
 
programs targeted for special attention in
 
a given year.
 

Disposition: Destroy when 2 years old. 

57.	 Program Files. Consist of policy, procedures,

correspondence from other agencies,

legislative material, minutes of committee
 
meetings, training material, printing and
 
reproduction requests, fiscal papers and
 
related documents pertaining to States annual
 
program of highway studies financed with
 
I 1/2 percent funds (23 U.S.C. 307c).
-

;. 

________-L	 ~ ~ ___ 

115-203 Four cople s, Including original. to be 5ubmiHed to the National Archives	 STANDARD FORM 115-A 
Rpvlsed July 1974 
Prescnbed by General Services 

Ad.",rllstratlon 
FPMR (41 CFR) 101-11 4 
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58. 

59. 

60. 

61. 

Disposition: Transfer to the records center 
when 3 years old. Des~ w~ 10 L.(rs, olcL 

~ 

Project Files. Contain working papers, back-
ground material and related documents used 
daily concerning highway projects of States 
under the HP&R program. 

Disposition: Destroy when 3 years old. 

Public Transportation Files. Information 
concerning public transportation subjects
including correspondence from States and 
Federal policy, background material on 
directives addressing funding of public
transportation and information on technical 
aspects of public transportation subjects
(studies and reports). Ik:;s"'~ 0...- r~0\A0€ Gle, 

Disposition: Destroy~wh&~o longer needed. 
F~wA ~~/Punch Cards. A Program nd data cards n mileage,

ighwa characteristic, contracts awa ded,
truck wight studies an special studi 
related traffic. The data is provid
by the S t a: es and up d ate d 'ear 1Y . 

Disposition:
old. Destroy
needed. 

en 

(tVC'1 d.e>c,-;k£- eise-v.;j~,e ',IA- 'ft,.;5 5C~ 

Reference Files. Files~containing copies of 
information used as ready reference on subjects
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 where official file copies are 
kept on a tentative basis. 

Disposition: 
r;'" p..'1'~Des trOY;iwhen no longer needed. 

1;.
~. 
~ 

·.AJ1~~ 

.3)13/81 

fft 

% 

:. 

'15-203 Four copies, Including original, to be submlHed to the National Archives	 STANDARD FORM 115-1. 
ReVised July 1974 
Prescrrbed by General Services 
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62. 

63. 

64. 

Regional Economical Development Report Files. 
Consist of correspondence, reference material,
reports, and any documents related to FHWA's 
liaison with several regional economic 
development commissions that are concerned 
with the development of the high~ay needs 
report which is required by Congress and 
pertains to the highway planning and programing
responsibilities under regional highway
development programs. 

Disposition: Transfer to the records center 
I year after issuance of the report. Destroy
when 4 years old. 

Reports to Congress. These are the control 
files for all legislatively mandated reports
required by FHWA. Included is information 
concerning these reports, target dates for 
their completion and a listing of offices 
responsible for preparing them. 

Disposition: Review files annually and 
destroy those no longer needed. 

Revenue Files. Files contain information 
related to the revenue collected by the 
States from motor vehicles. 

65. 

Disposition: Transfer to the records center 
when 3 years old. Destroy when 6 years old. 

Roadlife Files. Contain files on programs
that monitor State collection of road-life 
data, i.e., life expectancy and maintenance 
data on roads. In these files are 
correspondence, roadlife studies, procedures
for conducting studies, and State programs
for studying data. 

Disposition: 
(';.,~~iDes t r 0)';\ when no longer needed. 

:. 

115-203 Four copies, Including original, to be lubmlHed to the National Archives STANDARD FORM 115-A 
ReVised July 1974 
Presc nbec by General Services 

Administration 
GI>() l~j!> o· ~';'~-387 FPMR (41 CFR) 101-114 
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66. Scenic Road Study Files. Consist of correspon-
denceon study design of scenic high~ays,
proposals, statistical data, national studies 
on scenic highways and material pertaining to 
scenic roads as related to the Interstate System 

'.--
Disposition:
when 2 years 

Transfer to 
old. Destroy 

the records center 
when 5 years old. I 

I 

67. \Sev ance Stud"es. Studi 
use pr iv a t e ly own ed la 
of hi h~ays and he impact
lands as. 

s dealing
ds in the 

that the 

~'th the 
c n s t ruc t i on 
us of such 

'I 

, 
I 

I 
I 

!Disposi ion: Dest oy 6 montH 
:action 0 project 0 3 years
.of report if no fina action 

after fin 1 
fter completion

i taken. 

I 
68. S i ::e and \\'e i~h t (Pro j ect F i 1 e s ) . F i1esc 0 n sis t 

of correspon ence, ~orking papers, background
material and related material that supports
policies on the interrelationships of motor 
truck transport, vehicle sizes and weights
and other truck technology development and 
innovative concepts of drayage. 

I 

! 
I 

. 

69. 

Dd spo s i t i o-. : 
1 year after 

Iwhen 3 years
I So io-economic 

Transfer 
completion
old. 

om 

to the records 
of project. 

center 
Destroy 

Iw~)
1R1£ 

I 0 Yo 

the 
un c.ar 

oci~c 
s n 
nom c _3/13/&-1 

kr 
!DiSPO ition: Des roy when no Inger neede. : 

70. I Special Consolidated Report Files. Consist 
:of correspondence and related material concerning
I studies that are done on consolidation of the 

i 
: 

technical information of FHKA and UMTA. I 

Disposition: Destroy when 3 years old. 

71. ~ecial Projects. Files on projects that.ar: 
kept because of high departmental or contInuIng
legal interest. These files are duplicative,
but are maintained because of the volume of 
in uiries that are receiv~e~d~.~ ~~~~~~ ~ ~ ~~ __ 

1U-20l Four copl ... including original. 10 be ,.,bmlned 10the Nahon,' ,""hi .. , STANDARD FORM ,,5-A 
Revl!>ed July' 97. 
Presc"bed by General ServIces 

..., .. ;''':...'. ~':...,r~ Ad ",lnIS~ r a1 Ion 

FPMR t" eFR, '0'-'" 
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isposition: Destroyvwhen
111'''""'14 

no longer needed. 

72. Branch Files. Reports, data codingr-~~----~~~~--~~--r-----nlca ac ground, tables, and other 
nformation used for the analysis of data that 
oes into highway planning and planning related 
tudies most of which are presented to Congress. 

" 

isposition:
year after 
years after 

Transfer to the records center 
completion of the study. Destroy

transferring to the records center. 

73. eeches. Contain speeches prepared for FHWA and 
o lcials. Also included in these files are 

ackground papers and briefing packages. 

74. These 
re es conta collected 

from the States 
ompliance with 

monitoring
hour speed 

States 
limit. 

ispos iti on: Des t roy~'~w~;Jno longer needed. 

75. eedJ.1°;~~~~. Contain highway speed trend data 
s co ected from the States on a voluntary

asis for use in studies and research. Also 
ncludes other data, summaries, correspondence
elated to the data collection, copies of reports
one elsewhere, and charts developed from the 
ata. This data is used to compare trends over 

period of time, and therefore is of constant 
nd long term value. 

isposition:~.Destroy background
iles when 5 years old.~tSummaries..Ies-fr: .'-Ie~ .re to be effe!'ed ~e tfle Alchl'('es
eeded by the program office. 

material in . 
and tables 

when no longer 

Four copl •• , Including original, to ba .ubmltted to the Hatlonal Archlv ••	 STANDARD FORM 115-A 
RevIsed July 1974 
Prescribed by General ServIces 

Administration 

115-203 
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76.	 Standard Metropolitan Statistical Area (SMSA).
Research and statistical data gathered by the .-
SMSA for FHWA and used by FHWA in studying
the economic impact of highways in metro-
politan areas. 

Disposition: Destroytwh~n~no longer needed. 

77.	 State Mileage Data. Highway mileage and 
highway characteristics data submitted by
the State highway departments. This informa-
tion IS used to update the national inventory
of the data that IS kept on ~IIKk tapes.

OS, 
Disposition: Destroy when 3 years old. 

78.	 State Motor Vehicle Use Studies. State 
studies on motor vehicle use. These studies 
are used as a guide for the planning of 
highway construction and trend studies. 

/;..~~A..."1
Disposition: DestroyAwhen no longer needed. 

79.	 State Obligations. Files consist of reports
on State's debts, bonds sold, bonds outstand-
Ing and other data related to the financing
of highways. 

Disposition: Transfer to records center 
when 5 years old. Destroy when 10 years
old. 

80.	 State Planning Reports. These are reports
written by Metropolitan Planning Organizations
that document a transportation plan for an 
urban area. These reports are kept as a 
reference since the plans are reviewed at 
the field division office. 

Disposition: Destroy when no longer needed. 

115-203 Four copies, Including original, 10 be subml"ed 10 the National Archives STANDARD FORM 115-A 
Revised Ju!y 1974 
Pre~c"b?d by General Services 

Adrrun-st-atror; 
GI,() J9j'~ 0 - !I-;~-!8j FPMR (~, CFR) 101-11 4 
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81. State Traffic Count Data. Contains COl tEl: 
State tratllC count data. This'data 

is' converted from State to FHWA format and 
then processed into a national traffic count 
data inventory and used in publication of traffi<l. 
volume trends. \k,~ ~ 4 O$T L..v . ,,, I.l',,',u-W\.~ 

~~' 
Disposition: Destroy when 18 months old. 

82.	 Toll Facility. Files consist of legislation,
administrative hearings on the toll system,
and financial data provided by the States on 
their toll facilities. 

Disposition: Destroy when 3 years old 

83.	 Traffic Analysis of the Interstate System Files. 
Consist of statistical data, background material 
correspondence, original studies of the proposed 

II 
I system, traffic flow data and any related 

papers concerning the development of the 
Interstate Highway System.I, 

Disposition: Transfer to the records center 
when 5 years old. Destroy when 10 years old. 

84. Traffic Flow, Ha¥s and Data. State maps and 
data on trafficlp~.9.~.~heQ~~!~r~tJLte System
only. The data is~rec1 oTf'Tapes and in 
conjunction with the maps used in the 
publication of a national inters!ate traffic , ) 
flow map. (Nc-ft:'fk flff,~ I...*r~'£, 'fNJ-hc. {7Mv'j)1.~ flo It Of0 r·J,j,c.,;/t,.."" 

WCfs Disposition: DestroyAwhen 5 years old. 

85.	 Traffic Volume by Highway Category. Computer
printouts of traffic volume data by functional 
classification. These printouts are used to 
develop a functional, rather than a current 
system classification for this data. 

-- , 

~l 

115-203 Four copl •• , Including original, to be aubmlned to the National Archl ••• STI.ND.&.RO FORM 115-1. 
Rl' .. ~ed July 1974 
Pres:ro!:>ed by General Se""ces 
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JOB NOfor Necord!l position Authority - Continuation 

• DESCRIPTION O~ ITEt.'
 
(WIth InCIU&lvr Datrs or Rrlrntoon P • .,odS)
 

Disposition: Destroy ~hen I year old. 

Trans ortation Research Board {TRB) Files.
 
Contains copIes 0 research stu les one by

the TRB, FHKA's comments on the studies and
 

!projects that involve these studies. 
I 

~Disposition: Destroy I year after completion
:or cancellation of related projects. 

'Transportation Systems Management (TSM) Files. 
:The ISM program is aimed at encouraging the 
'States to use the existing transportation plant
more efficiently. All Metropolitan Planning
Organizations must develop a Transportation
systems management plan to Show their compliance
with these legislative goals. The files contain 
Congressional correspondence pertaining to the 
program and other technical material used for 
reference and for providing information to 
State and local governments. The responsibility
for reviewing state plans has been delegated
to the field, so these files are used as an 
overall program control, and reference 
for policy and technical information. 

f4. ~u<c.<;Disposition: DestroYAwhen no longer needed. 

Travel and Accident Report Files. Contains
 
data submitted yearly by States in a
 
standardized format on mileage travelled,


'number of accidents, and other travel-related 
:categories. This data is transferred to OS0 ~ 
:computer tape, analyzed, published and used 
for reference in reports and studies. 

'Disposition: Destroy when no longer needed. 

,Travel Demand/Behavior Report Files. Files 
consist of reproduction requests, distribution 
memoranda, mailing lists, camera copies,
_9~P'lt:~ lita and other related material 
concerning the report. The report is an 
a~alysis of urban area travel by time of day. 

~sposition: Transfer to the records center 

Fo"r ~ople •. Includ,n; otl;lnal, to b•• ubmlMed to th. N.tional "rthl" •• 

•• ' •• 0; • • : ... _~ :I ...

PAGE O~ 
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when 5 years old. Destroy when 10 years old. 

90. 

91. 

Travel-Fuel Consumption Files. Consist of 
background material printouts and other data 
used in a study regarding travel based upon

:fuel consumption. This information is also 
'used to discern trends in travel and fuel 
:consumption and writing reports. 

Disposition: '''' t:..q""'C--<fDestro)~~hen no longer needed. 

truck W~ghtdata is 
orts and 

Tapes 0 
tates. Thi 

ublished 
nd GAO. 

9 2 . 

93. 

5 years 

T ru c1\\,' e igh t Stu die s . Stu die s don eon tru ck i 
we i g h t s , truck w e ig h i rig operations, etc., I 
that are developed on the basis of data collected 
from the States on truck ~eights. Some of the 
studies are done by FHWA and some by the States. 

,;,. eUf~" "'1 Disposition:~_ De s t r oy, wheri no longer needed. 

Trust Fund - Computer Pro~ram. Files contain ~~r¥.er 
~ computer programs use in estimating the 
cost of the High~ay Trust Fund, assessments,
and the background material used in developing
the high~ay trust fund. 

iDisposition:
~hen 3 years 

Transfer to 
old. Destroy 

the records center 
~hen 6 years old. 

94. Trust Fund Tables. 
;tables received from 
,and also FHWA tables 
Highway Trust Fund. 

Files consist 
the Treasury
on the status 

of monthly
Department

of the 

Disposition: Destroy when 1 year old. 

95. 

I 

Consist of 
ra ts, ac groun an solicltatlon information 
~rtaining to contracts from universities that 
~ ticipate in the urban transportation contract 
rogram. 

-
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-
Disposition: Transfer to records center I year -.
 
after completion of the contract. Destroy when
 
6 years old. l'
 

..-.	 .~ -
96.	 Urban Corridor Control Files. Consist ofI- background material, monthly progress reports,	 I!recommendatlons on contracts, correspondence and I
 

irelated papers that are maintained as reference I
 
:material and used in work related to the urban
 

corridor control program. 

Disposition: Destroy when 3 years old. 

97. Urban Planning Diyision Studies 

a.	 Contain background files on transportation

studies. The majority of these studies
 
are special projects on urban transportation

planning and the data is kept for reference.
 

Disposition: Destroy when 5 years old. 

b.	 Background Files. Contain reports and 
studies on elements of highway planning such as 
community values, traffic flOW, and costs 
and data generation. These files are used 
to supplement planning studies and as a 
reference on research techniques. 

Disposition: Destroy when 3 years old. 

c.	 Foreign Studies. Contain foreign transpor-
tation studies that FH~A participated in or 
commented on. Also included in the files 
are correspondence and background informatio 
related to FHWA's support of foreign planni g. 

Disposition: Destroy when 5 years old. 

, 
=- . 

Four eoplea. Including Drlglnal. to be .ubml"~ 10 ltIe Hallonal Archl ... a STANDARO F~ "5-1. 
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