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INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 



J0e NO 

I. MINOR SUBOfVlSION 

SAMPLE OR AC� TAKEN 

REQUEST FO� AECOAD.SPOSITION AUTHORITY CS•• ln1frucUon1 on ,e�eraeJ 

TO GENERAL SERVICES ADMINISTRATION, 

NATIONAL AICKIYES AND IECORDS SERVICE, WASHINGTON, DC 20408 
1. FROM CAGENCY 0A ESTABLISHMENT) 

In 1ttwnct •1111 tllf ""'°'s al " U S.C. 33031 !lie •SIIOU! rt 
--=l.lJ.�L.L..-0..1.,1,-'LIILA,:l'-J�w.&..iJ...l...:UU...cLL..L.Ll�-------1 t,rst, IICIUdift& amtndll'lefl!S. IS IOl)!Owt\1 ncelll tor del!IS 11111 m,, 

• stamped "lhS110sal 11111 IIICll'Owed" or "witi.1111111" I!. CDlllfflll I 0 

D111r 

I 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 I I 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. 

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

PRESENTATIVE L TITLE 

Chief, Organization and 
. enber Mana ement Programs Division 

,.
ITEM NO 

I. DESCRIPTION OF ITEM 
(Wit" Inclusive DatH or Retention Penoda) 

t. 

JOB NO 
10. 

No'le,1 F,;,(),/ iecJ,11irn/ f#Poris of raearcA, c.re.. .5Checf u!ed. /"'- NCI- lfo6-
-,q. /

1 
:t.-/e.,,,,,,.. }()-dr permc,.n<lM.-f fr.,'Wll,-/-,o-,t •

1. Accident Files. Consist of correspondence,
official file copies, reports, final reports,
cost data, accident data, statistical data,
requests for research information from other 
government agencies and other related documents 
pertaining to involvement in the research 
of vehicle accidents with the research directed 
to improvement in crash behavior of roadside 
structures. 

Disposition: Destroy 3 years after issuance 
of final report. 

2. Administrative Contract Files. Consist of 
CQrrespondence, letters of agreement;fvottchers,

� tr�quisitions, reports an� related documents 
used to plan, conduct, promote and coordinate 
research projects conducted in-house or by
contract with funds apportioned by Congress. 

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

http:See'n,frucUon.on
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f JOB NO PAGE orR�quut for R�cord1 Ol1posltion Authority-Continuation 

I DESCRIPTION 0� ITEM 
(W,1�. lnc•u•,,,. DatH 01 Re1entoon Pe,,00,1 

3. 

4. 

' 

Administrative Files. Contain chronological
files, budget material, annual reports, contract 
and procurement plans, demonstration projects,
a·uthorization for paid overtime, Federal 
Coordinated Program progress reports and 
conferences, cooperative government and foreign
research programs, training and all documents 
related to the daily operations of the office. 

Disposition: Destroy �hen� years old. 

Annual Program Files. Consist of general
correspondence, state agreements from all States 
project agreements, and correspondence �ith 
research committees such as the American 
Association of State High�ay and Transportation 

I/Cl- J./ofo.i 
,q- J, !
:J,k,..._ o2,I 

Officials and the r-;ational Academy of Sciences. 
Files also contain final reports,7publicI vouchers for purchases other than personnel,
reimbursable costs, contract costs and research 
costs. The annual program is submitted by the 
State high�ay agencies each year on the 
projects to be undertaken-.-

Disposition: Destroy when 3 years old. 

5. Committee Files. Consist of correspondence,
official file copies, minutes of meetings and 
documents related to staff members �ho serve 
on committees such as the Rapid Testing Committee,
Quality Assurance Advisory Committee, etc.,and 
ad hoc committees in connection with ongoing I 
research activities. \ 

Disposition: Destroy when 5 years old. 

6. Completed Contract Files. Consist of general
co r r e s po n a enc e , ...oi-f4.e-i-s 1 fH e c op i c s-, contract 
plans, statistical data, evaluation worksheets,
requisitions, n.otes, contract log sheets, final 
reports andf/lj completed contracts related to 
the construction of bridges and tunnels. 

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

Four copln. lncll>Cllng original, to be aublnltt.c! to lh1 NalioMI Arctit .. •1 STANOARO FORM 11S-A 
R•v,sr:l July 1974 
Prrsc11beCl t,y Grne••• Se....,, 

A,;rro1r11s�ra11ori 
fPIJ.R ('1CH\1101-11, 
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Request for Records Disposition Authority-Continuation 

I 

.e . l. 
PAGE OFJOB NO 

I7. I OESCRIPTIDN OF rTEII ,cS.1.�PLE ORTTEi,, NO fW1lh lnc1u1•� 0&\H or Re1�n1,on Perrod5) ACTIO'- T.l.l(fl\lOJOB NO --· 
7. Com:euter Program Files. Contain computer printott 

I■ II!!I that are stored for program input and l 
-u-se.d in analysis, procedures on bridge decks, -b�idge foundations, and guardrails. Files also 

COJltain technical and )aboi:atop data.�� tu.i2 -1\��61J_A?Pdo.k, �,,,.,os, 
' 

�1spos1t1on. Destroyvwhen no longer needed. 1 

; ... ti-<(� 
8. 1 Contract Files. Consist of unsolicited proposals 

! 

:summary-sheets, reports, evaluation sheeis, · 
j'agreements, correspondence, .o.ffici-al- filos,

'monthly reports and other documents relate� I
!ato planning, conducting, promoting and coordina­
•ting research projects by contract with funds 
· approved by Congress for authorizing an office 
to develop ne� appropriate structural design 

,and solve other high�ay problems through the 
use of the latest scientific and engineering 

. ad\" an c es . 
a , , I ' .._... ••- -, ""' 

Dispo:::itio1!: �-$. �eru-:s. ��l�---tr7'\.../'a:· 6f-'-fk �'.1 r 

9. :correspondence Files. Consist of correspondence
:received from other FHKA elements and field 
:offices to include official files and relate2 
·memoranda pertaining to daily ongoing projects
: of the office. 

'Disposition: Destroy when� years old. 
! 

10. !Delineation (Si nin and Pavement Markin). 
: Contain correspon ence, minutes o meetings,
! contracts, reports, coordinations, and
off!c!al file copies that relate to paint
str1p1ng, breakaway barricades, pavement marking
materials, pavement marker remover, grooved 
striping, permanent and temporary signing and 
other s urface preparations. 

Disposition: Destroy when 5 years old. 

11. Distribution Files. Consist of memorandums, 
requests for implementation material, mailing
lists and summary sheets to Se€ whether the 
d1stribution material on the implementation 
program·s need to be updated. 

,o.,, copi.a. i,,cJ..cflng original. to bt �bmltted &o lh-e Haliol\81 A�l•H ST.&,N0.\R0 FOAlil 115-A 
Rh1�d July 1974 
Pr��,,.�o by Grf\rra1 Srrv,.�5 

Adm,n,s1rat1on 
FP�q !'1CFR1101-11 � 



.II 
r •• 

--Consist of original 

Transfer to the records center 

JOB NO PAGE OFR�quest for -R.ecords Disposition Authority-Continuation 

I DESCRIP'Tt� Of ITEM 
SA.l.lPLE OR(W,t., lnclus•� D11e1 or Rttent,or, Per,od1) JOB NO 

Disposition: Destroy when S years old. 

Dra�ing Files.1 2. 

tracings of equipment, signs, building plans, 
1equipment used in laboratory work, specific 
:projects and miscellaneous dra�ings'for the 
:purpose of building research and development
;equipment both in-house and at facilities 
outside of FH\\'A. 

:Disposition: Transfer to the Federal Records 
1 Center ,,:hen S years old. Destroy when 12 years
!Old.I 

I 

13. 'Experimental Project Files. Consist of general
correspondence, tabulated plans, construction 
and progress evaluation 1·eports, agreements,
copjes of incoming correspondence from all 
regjons and States on their experimental

_projects. �hen States use methods other 
than standard specifications in high�ay

-construction,they are considered experimental
projects. Experimental project studies are 
administered jointly by the Office of Hi�h��y

·operations, the Office of Research and Develop-
-rnent and,�hen appropriate, Region 15. 

1 

. Disposition: Destroy when 3 years old . 

14. Federally Coordinated Program Research Files. 
: Consist of research documents on implementation
I of activities planned for research projects 
: including time charts and schedules. This 
!program is essentially an applied research 
;program planned so that key milestones can be 
; reached and implemented within a few years
while pursuing the solution of major underlying 
problems over a long period of time. The 

. general focus, therefore, is to utilize the 
talents and capabilities of FHWA field offices,
State high�ay departments, FHWA operating
offices, and others as appropriate in the search 
for solutions to problems and to bring about the 
development of implementable outputs that will 
foster safer and more efficient high�ay
�-iransport at ion. 

Disposition: 

: 
I .I
: I
iNCl-'fo�- 1 

I 7q_1, I 
::J..k,.,, 3I (J,,mr) 

I 
I 

ITA�O.t.RO FORM 11S-A 
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T. 
ITE'-' NO 

1 S. 

16. 

1 7 • 

18. 

I DES:RtPTION OF ITEl,,I 
rw,th lnclu••"' OatH or Retrnt,on Perioo•) 

s years after completion of the project. Destro)
:wl:urn 10 ye a rs --G-1-d-. � c� le.-i-i'o-iv o/:' rr-o

jec-t-, 

Filial Print Files. Consist of drawing prints
of reports, drawings of all projects in the 
division and equipment used in the laboratory 
at the Fairbanks Highway Research Station. 
Examples would be research and prints used in 
the development of new equipment, designs for 
steel racks for mechanical shops which are 
equipped for fabricating metal, wood or plastic
experimental and model equipment for tests,
demonstrations or displays. 

Disposition: Transfer to the records center 
when 5 years old. Destroy when 20 years old. 

Foreign Files. Consist of official file copies,
correspondence, and records related to the 
notification of foreign visitors that have 
made requests to tour the �aterialsaDivision 
in connection with research activities. 

Disposition: Destroy when 2 years old. 

Foreign Tunnel Files. Contain foreign
correspondence from such countries as France. 
Poland, and Yugoslavia who share their research 
and development studies on tunneling. Files 
also contain foreign newspaper clippings, 
international research cooperation program
information and quarterly reports. 

Disposition: Destroy when S years old. 

Highway Planning Research (HPR) Files. Contain 
initial proposals from States, reviews and 
comments, technical data, studies, drafts, 
minutes of meetings, background material,
budget estimates, progress reports, equipment 
listings, official file copies, correspo�dence 
pertaining to highway construction and other 
related documents pertaining to the operations
9nd appropriation of funds. Annual �PR work 
.p-rograms refer to the development effort 
�escribed in an annual statement of proposed
�ork and estimated cost. 
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JOB NORequest f.o� Records Disposition Authorlty-Contlnu1tlon PAGE or 

I. DESC"'IP'T� Of IT£li'-
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Disposition: Transfer to the records center 
when 5 years old. Destroy when 10 years old. 

19. ·implementation Project Files. Consist of 
jtechnical data, copies of contracts, general
1correspondence, official file copies and reports
:implementing new systems for the operational
:control of high'h·ay transportation facilities a-A-d 
I and for high�ay traffic in urban areas and for 
ideveloping guidelines and procedures for 
!accelerating the implementation of research , I 
jin traffic location, design, and engineering
.methodology areas by assisting or participating
'in field testing, evaluation, demonstrations 
:and reporting as necessary to ensure adoption
of improved high�ay engineering technology. 

Disposition: Destroy �hen 3 years old. 

2 0. Inspection Report Files. Consist of brie{
descriptions of all observations made during the; 
course of an inspection on soil aggregates and b�turninou? 

,material which is conducted by representatives 
.aof the A . .ASHTO Materi2l� !'.�ference Laboratory
!or the American Society for Testing Ma'!.eri2ls. 
;These reports are received from all States in 
,connection with research testing to develop
!better cost methods for the stabilization of 
'.soils and upgrading of aggregates to standards' 'acceptable for high�ay use. 

!Disposition: Dest�oy when 3 ye?rs old. l 
. I .., , 

- 6 . !interactive Graphics Files. Consist of contract�,
[quarterly reportsJ correspondence, background
lmaterial, proposals, and trip reports. The I 
!contents are prepared by the Texas Department I 
;of Transportation who provide guidance and 
!consultation to technical offices on Research I ' 
land Development.· 

Disposition: Destroy 3 years after completion
of the project. 

22. Committee on Excavation Technolo =-
...:,.__ __.�• 1 es contain reports, raats, general
cprrespondence, minutes of meetings, background
material, notes, �fficial file copies and final 

11'-203 Four coplH. mch,dln11 ori11ln•I. to be 1H1bmlt11'd 10 .... lliat,onal Ard,l•H ITA.NOARO FORM 11S-A 
RP¥,�::! July 1974 \," PrHcnt-.::1 by��••' Sf,rv,ces 

Aom1n 1 ,tra1,on 
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,. I DESCRIPTION 01' ITTM 

ITElil NO (W1!h tnci.,s,� DalH or ReltrllhOfl Penodsl 

T£ports relating to ICET's research information 
OR excavation and tunneling technology. Files --
also contain related coordinated research studies 
done with the National Academy of Sciences 
and the National Academy of Engineers. 

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

2 3. Kational Copperative Highway Research Progra�
Files. Consist of correspondence, 

r··� c,,Acontracts 
and related material pertaining to administering 
2 program of research for protective hi�hvay
systems which involve R&D studies authori2eJ 
for funding under section 30 7 (c) of 23 U.S.Ca. 
�hich ensures that Federal funds are spent in 

official file copies, pre-a�ard contract--�� 
information, study statements, comments,a

accordance �ith Federal-aid procedures. 

· '-(C"Q.M.S r« -tD F-R.C, W � $ 'j rs, 
1I w heiti 10 � eon olcl., 

I 

24. Pavement Files. Contain correspondence, projects�,
coordination of drafts with the field offices 1· 
on j0�nt repairs and other data on subjects such 
as recycling, workshop design concepts, etc. 
which concern construction techniques, and design: 
and maintenance of pavements. 

l
! 

Disposition: Destroy when 5 years old. 

25. Project Files. Consist of correspondence, I 
photographs, exhibits, public hearings, status. 

I,eports, working papers, bridge inspectjor.s, 
structural analysis and tests done on bridges. 

IIO

Disposition: Transfer to the records center I
�hen 10 years old. Destroy when 20 year� o:d. 
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-when ie--yc-aFs old. J:)izs-+r"j ·1,,, ',1e,\l\.9 w� nc 1-;er-

Reque'1t for' Records Oi1po1ltlon Authority-Continuation 

I.I. DESCRIPTION 01' ITTM 
SAMPLE OR

(Witt, lntlu1•� Oa1n or Ret•ntic:,n P•n0d1) 
JOB 1110 

26. Propertv and Material Files. Contain technical 
aHd tra�e literature that pertains to such 
s��ject areas as air pollution, paints corrosio --. -
and concrete which are related to the �ffice 
research program. The material in this file 
is also used as background information in 

lans�ering public inquiries that involve the 
;subject areas of chemical research. 

lnisposition: Destroy when S years old. 

27. Protective System Group Program Files. Consist 
of correspondence, reports, official file copies,
background material, working papers, requests,

!inquiries, technical data and documents related 
. to the overall mission of the Protective.System 

I 
I 

1 Group ":bose purpose is to plan, conduct, promote,a! 
:and coordinate research in house or by
;co�tr2c: to obtnin adequate, practical, traffic I 
!railin£s, safer signs� lumin�us supports and 
,in subject areas that pertain to miscellaneous 
iroadside structures. 

l 

lnisposition:· Destro� when 3 years old. 

28. Public Roads Magazine. Consist of the oriQinal 
!printed copies of each issue, and copies of 
1 separate articles of approved manuscripts.�����-�� 

;; "/qr. · · ___ csl 

necJ.ed..- R,r te,�e.{'EW\Ce , �/ 1r,J 3"0 1/1q/to
formation2 9. Contain copies of 

used as ready reference on subjects of current 
or ongoing interest. These files may contain 

1copies of publications, directives, pictures, 

!correspondence and the like. Official file 
copies are not to be placed in these files 

lnor are the files to be considered pending
lfiles where official files are kept on a 
tenative basis. 

,,._,o.4e,,-�
�i s po s i t i on : Destroyfwhen no longer needed. -

30. Ratid Testing Files. Files consist of 
in orma tion relating to materials and documents 

Fo11r coplea, including origll\al, to bt •ubrnln.c! to ltl• H•UoMI Archlna ITAN0AR0 FORM 115-A 
Revi�eo July 197• 
PrHcr,beO by General Serv>:e 

Aom,n,"rat,on 
FPI.IR 1•1 crR) 101-1,' 

Reference Files. 
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31.  : semi - Closed ·and Complete HPR Research Study Filesaf 

3 2. : s lai de Filesa. Conta in 

Fe>ur c:oplea. lftclwcfirrSI ori�lnal. lo be aubtnlned lo lh• Nabol\al Arctllwe■ STANDARD FORM t,S-A 

Pr.sc11�d by Ge.,era' �rv,ce1 

·- I 
P"GE Of. JOB NORequest tor R�cords ••Ilion Authority -Continuation 

7. I. DESCRIPTION Of ITEM 
(With fnclus,� 011H or �1en1ion Per,ods) ITE 1,1 NO 

on testing and determining the density of 
material such as concrete, _cement and water 
content to include predicting potential strength
and depth of material used in construction -
c;,-fa·ahighwa ys. 

;nisposition: Destroy when S years old. 

; Contain interim reports, work pl ans, offici a l  
· file copies, general correspondence, project
' statements for all States, guidelines for other 
! research studies in bridge and tunneling areas . 
: Files also contain guidance for studies on 
; future projects and on rel ated documents 
pertaining to the operation of the office . 

Di sposition: Destroy 3 years a fter completion 
of the stu d y a. 

. Sllbj ect areas re laated to organization contra ct 
files on a l l  ' 

research studies, briefings, investigationsa. 
field documentation , training courses and 

: presentations . 

. Dispositiona: Destroy 2 years after closing
, project. 
I 

3 3 . · soila, Foundat i on and Drainage. Consist of 
1 correspondence related to contract documentation 
· as the contracts relate to a specific subject l,incl uding embankments, slope stability,
!deformation earth slopes, foundation pile wave 
jequations and miscellaneous areasa. Studies are 
1conducted on the engineering properties and 
,characteristi cs of soil materia l s  and soil 
i aggregaates. 

!Dis positiona: Destroy when 5 years old.' 
I

34. ' Staff Research Files. Conta in correspondence, 
requ 1 s 1 t 1ons, semi - annual progress reports, 
unsolicited proposals,a. wprkshop files, technical 
data, w c,rking papers ;i;'p1h chase orders for 
scientific equipment, e-ffi sial--f-H:-e co-pre�, 
�Drrespondence between the States and in- house 

Re.,�c, Ju'y 197' 

Ac,m1n1,t rat,on 
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Requ e st for Rec.ord1 Ol1 po1ltlon Authority-Continuation l JOB NO PAGE OF 

. 1. 
!TE II NO 

I OE SCl'li?'TION OF ITEM 
tw,,.., lnc ius,� Dares o r  Re1e,.,t,on Periods! 

I 
SA..-"LE OR 

JOB ND 
,c

ACTiO", TAKEI, 

researchers, techn i cal material and data 
pertaini ng to research studies done i n - house 
..when the staff has the capability, resources 
an� time to accomplish complete research 
projects.

I' 
'. Disposition: Destroy �hen 5 years old. 
I 

3 5 .  ; Structural Fi l es . Consist of correspondence
; re l at ed to contracts and technical matters in 
' the structural areas. Incl uded a lso are minutes 
: of  committee meetings, reports, eva l uation data,
I agreements, stat istical data, background 
' material, maps of project sites, official file 

copies and structural inspections on stress 
corrosiona, steel box girders, erection 
prob l ems, prediction of stress, polymers,
opti mum des i gn and micro�ave heating and other 
re l ated miscell aneous data pertaining to 
st ructural areas. 

D i sposition : Destroy when 5 years old. 

3 6. Technical Research Fil es. Consist of 
Transportation Research Board general 
correspondence, background material, reports,

' notesa, problem statements, research studies 
on specific projects, coordinated research 
studies �ith O rganization for E conomic 
Cooperation and Development on programs 
related to the traffic system. 

Dispos i tion : Destroy when 5 years old . 

3 7. Test Report Files. Consist of correspondence 
and memoranda received from other government
agencies requesti ng i nformation pertaining
to the analysis of chemi cal rnaterialstested I 
that are related to basic properties of inorganic
binders, such as portland cement or ne� cements I 

·. and that provide a bas is for improving performance 
· and developing new products.  

-�D isposi tio:n: Destroy whena� years old. 

,·a
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JOB "10 

JOB NO
R•quut for R•cords Disposition Authority- Continuation 

1. I DE SCRIPTION OF !TEEii 
ITE '-' NO (W,th 1r1clu1,,,. D■IH or Re1er11,0r1 Penod1) 

38.  Tunnel Files. Consist of general correspondence 
official file copies, notes, annual summary --
reportsa, national meetings and workshops, project 
schedules and related devel opments, techniques Iand equipment on construction of tunnelsa. 

Dispositiona: Destroy when 5 years old. 

39 . ' Kaste and Substitute Materials Files. 
! c Jntain  informat ion relating to marginal soil 
. �as te on lo� volume roads, waste from coals,
incinerator residue, unburned Rarbagea, sulphate !a
�astea, waste materials u sed in high�ay

· con struction such as coal mine �aste, fly ash,
sludge and other data pertaining to garbagea,
incinerator and �aste products.  

Disposition : Destroy when 5 years old . i 
i 

4 0. : h"orking Files.  Contain cop :i es of correspondence,:
; background material, studies by the National !
Cooperative High�ay Research Program (N CHRP) ,  I 
analysis, notes, copies of drafts and other 
related documents. 

·Disposition: Destroy when 3 years old. 

"1U-JOl Fowr �op;ea, ll,c;ludlr19Eofiilr.al, ID be ewbtftltted to lheENabor.alEArdll.,ee 5TA.. 0ARC> FOR .. 115-A 
f'lev•�d July 197• 
Pr�s=r tNd by Gener11 Sen.,c 
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