NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-406-80-11

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 10/5/2023

ACTIVE ITEMS

These items, unless subsequently superseded, may be used by the agency to
disposition records. It is the responsibility of the user to verify the items are still
active.

The following items are active:

1,2,4,7,8,11, 14, 16, 18, 22-25, 27, 28, 30, 31, 34, 36, 37, 39A, 39B1, 39B2, 42, 43, 47, 49, 52. 53, 55,
58, 59, 64-68, 70, 71, 73, 74, 77, 79-82, 85, 87, 90-92, 94-97, 101, 102, 104, 108, 109, 112, 118-123,
125, 126,items 128, 129, 131, 133-142, 144, 146, 147, 150-152

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

Item 3 is supereded by N1-406-08-010 and N1-406-09-03.

Items 9, 10, 12, 32, 33, 41, 61, 63, 74, 76, 86, 89, 93, 100, 106, 113, 114, 116, 117, 127, 132, 143, and
149 were not approved.

N1-406-08-010 supersedes items 5, 6, 13, 19-21, 26, 29, 35, 46, 48, 50, 62, 72, 75, 84, 98, 105, 107, 130,
and 145.

N1-406-09-003 supersedes 15, 17, 38, 39D1, 39D2, 39E1, 39E2, 39F, 40, 44, 45, 51, 54A, 54B, 60, 69,
75,78, 88, 99, 103, 110, 111, 115, 124, and 148.

N1-406-04-001 item 1 supersedes 39C.
N1-406-06-002 supersedes 56 and 57.
N1-406-09-006 item 22 supersedes item 83.

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 10/5/2023 NC1-406-80-11
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REQUEST FOR RECORDJISPOSITION ALYHORITY
$ 1See Instructions on reverse)

»

Sedwe? 1540 by

LEAVE BLANK .

JOB NO

TC GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

Nol-140b-80-\|

1. FROM (AGENCY OR ESTABLISHMENT),

a’rs RECEIVED ! l; I a ! ﬁ
NOTIFICATION TO RGENCY

tinn
2. MAJOR SUBDIVISION
. in accorgance witr the provisions of 38 U ST 33032 the drsposa. re

tion gues! neluging amengments 15 apr-oveg except for dems that ma,
3. MINOR SUBDIVISION Associate Administrator for b siamped “@i50052 ndt approved Of “withdrawr” i colyms 1
— . _Administration T
& NAME Of PERSON WITH WHOM TO CONFER 8. TEL EXT

Frank Rubis 426-0534 Duie archoast of ghis 8 oatted Stare

&. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | 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 39 _ page(s) are not now needed for the business of

this agency or will not be needed after the retention periods specified.
[ A Request for immediate disposal.

X] B Request for disposal after a specified period of time or request for permanent

retention.

C. DATE 0. Si TU OF AGENCY PRESENTATIVE E. ITLE
7243/5@ W
hn H. Schnacl@nberg

Chief, Organization and

Management Programs Divisi

7. 8. DESCRIPTION OF (TEM
ITEM NO {With inciusive Dates or Retention Penods)

: 0.
s‘;’é;"soo“ ACTION TAKEN

/1. Accident Report Files. Consist of DOT Forms GBS//GW
3502.1, Accident Reports and DOT Forms 3902.2,

Injury Reports which are used to report all

job related injuries regardless of severity by

the employees supervisor, within 5 working days

following the date of the accident.

/2. Accounts Receivable Files. Contain correspondende
and a collection of documents that pertain to
cash transfers to the Treasury Department by

FHWA.

/3. Administrative Files. Contain correspondence,
personnel material, training material, budget
material, travel, daily, weekly, monthly and
bi-weekly reports, communications with other
agencies, meetings, official file copies and
other related documents pertaining to the daily /63&/%
/ 75

Disposition: Destroy when -2-years old.

Disposition: Transfer to the Federal Records
Center when 3 years old. Destroy 6 years
and 3 months after period covered by account.

{fn.»ﬂ‘-)

operation of the office.
115-107
7“ E'?MJ’, 7/7/8/
To MV, WHRS, mud, ww V- 7, fs )

Olose O 1135 1}~

STANDARD FORM 118

Revised Aprif, 1975

Prescribed by Geners! Services
Administration

FPMR (4) CFR) 101-114



Heguesl 1of Aecords stpr.t'ﬂop Authority — Continustion

' JOB NC FAGE OF

T .
mem N

T 8. DESCRIPTION OF ITEM I

AMPLE OR 10
(With iInciusive Dates ot Retention Penods) s JOR ND ACTION TAKEN
4

Disposition: Destrov when vearg old. -
P ) [ !

Administrative Security Files. Contain
correspondence, official file copies, notes,
burn material, memorandums from OST, budget and
accounting reports case evaluation guides, |
Civil Service Commission personnel security -
‘appraisals, waiver requests and investigations

of foreign national employees for security
Clearance.

Dispecsition: Bestrov—whenr—2—years
UsSE appropria H@,Ms Fm,GQS |8’i
Advance of Funds File. Consist of correspondenc
| Teports, background material, working documents,
requests from States and related documents , ;
Tegarding the advance of right-of-way revolving
funds disbursed,in accordance with 23 USC 108c. QmmALVdebekdhwmﬁ

Tra 5=W"w Shite Wkaa
Disposition Transfer to the records center : k' Doera Ha
when 3 vears olg. Destroy when & vears old. ;thal )
10 ! b ,
V6. Advance of Funds Availability Files. (ontain ; E
copies of Form FHWA 1011 (Advance of Fund ! |
. Availability) which is used as a record of qn k.|
transfer of funds from other government agencies - F i
and which will becorme available for apportionment ,
within a current fiscal year. ; i
I .
Disposition: Transfer to the records center ! 5
t when 5 years old. Destroy uhen‘ﬁ’years old. i ;
1o |
v : ction Files. Contain working papers .GRSiﬁﬂb
7. Adverse A i A
- on adverse action correspondence, backgroun :
'material, official file copies, copies of .
court decisions and appeals. | —
‘Disposition: Destrov 4 years after case is :
closed. o oes u/
4 . Contain-ee*+eepe&éeae$- lede
v 8. Adv1sor\ Comnittee Files D LionceR D)
FromEonsress, ~oi—OHE—and—05F,
and reports, ae%+ee5—e§—a44—n064+ng&r4mﬂﬂuu=ﬂ¥ﬁl;::
}*e%s1—fH+nﬁh&s—ef—me?+tﬁgi—pe*+&*ﬁ+*%—*°“*eﬁef*ﬁi
the—charter—and—pubiishred—reports of—the—meetings
) ' wku\..
Disposition: Destroy when 2 yea:ssoléwor after
comnittee imh‘ﬁ:ztb;mw to the Kations! Archives STAKDARD FORM 115-A
115-20)

Revised July 1974
Prescrdes by Geners' Services
Administration
5 TS L FPMR (41 CFR; 101-11 4
fadae J3TH 1e . L ea
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Request for Records Dis;.lion Authority — Continuation ' J08 NO

PAGE OF

A3

7.
megw NO

8 DESCRIPTION OF ITEW 4 '
(Wit inciusive Dates or Relention Periods. '

9
YD) R 10
5 JOSL:OO ACTION TaxEw

10.

V11,

12.

Agreement and Report Files. Contain working
papers, actual billings for which a standard fom
SF-1114 is used, and collection of funds,
including supporting documents, SF-1080,
Voucher For Transfer Between Appropriation and/or
Funds and SF-1081, Voucher and Schedules for i
Withdrawls and Credit Agreements which are uced
with other government agencies for services to

be performed by FHWA.

Disposition; Destrov—b—years—aftercompletion
ot—bgreements USE ~ GRS /1,

Allotment Files. Consist of Forms FHWA-370,
Advance of Funds Available for Obligations, used
to document all allotments (obligational

j availability) of funds and correspondence used
I for supporting documents. The form shows the
‘initial administrative allotments, initial
allotment of constructicn funds by fiscal year

funds by periods other than quarterly or annually
and an increase of an allotment of funds in
one amount for the fiscal vear.

Disposition: Franster—to—the—recoerds—center—

whep—5—years old D X W .
WSE GRS ‘7753,

and official entry forms for the Secretarv's
Annual Awards conducted by FHWA to recogni:ze !
programs which contribute effectively to the
highway program. State, county, local agencies,
civil organization, business and industry which
have completed highway projects or highway
projects within the categories of rural
environment, urban environment, structural
features, rest areas or information centers,
may be nominated for entry. Also included
are color still photographs and entry forms
of past winners from 1968 to the present.

Dispositiop” Transfer to e records cerfter
when 5 yedrs old. Des y when 10 ars
old.

Apportionment and Reapportionment Schedule.
Consist of completed SF-132's, Apportionment
and Reapportionment Schedules, and supporting
documents used specifically to show funds

-t

| quarters, increase of an allotment of construction

Annual Awards Files. Consist of still photograpﬁs(GRS 21,

Item la(bt))

f DISPOSITION

NeT APPRoVER

3/s[31
RT8

115-203

Fout coples. including original to be submitied to the Kational Archives
.

R S Y

STANDARD FORM 115-A

Revises July 1574

Prescribec by Genera' Serviit
Agmirustration

FPMR (41 CFR, 101-114
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JOB NO

PAGE OfF

Reguest for Records Disiosltion Authorlty — Continuation l

7'i
ITEV NO

8. DESCRIPTION OF TEM
With inciusive Dates or Retention Periogs) 3 ¢

: A 10
-]
S‘-\’\(;RLE‘OO ACTTION Tak:

v 13,

/14,

15.

apportioned and reappropriated for the Federal
Highway Administration.

Disposition: ¥ressfer—to—therecords—etenter—

USE ~ GRS §/6.° ' .
AEE jopriation Files. Contain records of laws
on funds that are appropriated by Congress. —
There are four types of funds, all of which
concern appropriations and fund balances,
disbursements and collections with particular
attention to the current status of the
Highway Trust fund and the effect of withdrawal
in relation to interest accruals.

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

-

Aszessment of Potential for Secretarial Positions.

Contain incoming correspondénce anc evaluations

used in merit promotion selections for secretaries.

Disposition: Destroy when 6 months old.

" Associate Administrator Files. Contain
correspondence from 0ST and all offices within office of

Administration with ineeming—and outgoing mail

from each individual office related to a

particular subject. Files &¥eo contain material
on the subject of hiring, limitations, the i
Spanish Speaking Program, briefing material i
from OST, bi-weekly highlight reports, :

| congressional inquiries, etc. The Associate

: Administrator for Administration serves as the
i principal advisor to the Administrator on all

i
1
!
I

relate to FiWA missions, programs and objectives,

management and administrative matters as they

and in this capacity participate fully in FHWA |
policy determinations and program formulation, x
and provide executive direction over the activit
of the organization.

Disposition: Destroy when 3 years old.

es ;

115-203

Four copies. Inciuding original. to be submitted 10 the Nationa! Archives

Clvr J978 ov e RlaudFT

STANDARD FORM 115-A

Revises July 1674

Prescebeo by Genera' Servict
AJdministration

FPMR (41 CFR; 10V -1 &
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y PAGE O
Request for Records Disposition Authority — Continuation 'JOB NO. Ao OF
3. 10,
nEJ'NO \wnn .ngiu'fﬁf%'::i’:'3Na3§n'f.§:‘ Perods) Sﬁggfooa ACTION TAKEN
. %@%V!QS
16. i Contain code
cards for expendltures and obligations coverlng
all payments for FHWA. This weuree—=dets is used ?wWWc?n&udhmcﬁ
#£8¢ computer printouts. iwbo omadtorw
Disposition: Destroy when 1 vear old.
17. Biographical Sketches. Contain, along with
picture, summary of work experience, education,
awards as well as title of present position
occupied by key executives in FHWA. Sketches
are used for public affairs purposes and confer-
ences. Sketches are distributed to the Office of
the Administrator, Associate Administrators, Stafif
Office Directors, Regional Administrators and Aeck elpheb
Regional Englneers c;r ;f;,gﬂ:ﬁ}"‘i by neme.
a- \wnl.cm-- PERMANENT . RTB
Disposition: ” e Sy —(/
From—EHiA-— P { WP SOV F‘W H ,
gl?::k":'.m” ﬂt'%rle‘wuﬂ 151’.,‘ owwo o NARSC vpon Lreak:.‘j, y
) b, AW otler capies-- Destr by M-‘-ier s wm:h "//6/7(
7/ 18 Bond Files. Consist of reports, payroll vouchers(GRS-Z,
land related papers pertaining to the purchase of [Item 7)
U.S. Savings Bonds by FHWA employees. o
Disposition: Destroy when 3 years old.
/19. Budget Executive Files. Consist of correspon- NCi-Hpt -
dence rclated to any request for budget action 74—4/
that concerns Washington Headquarters or field foum | st
division offices.
(G.(’S{%Za.)
Disposition: M%W
wher—5—rears—o0rd. Destroypw 8’ ears eid—
‘/ royA y A-F‘#,rglcse»f;%bw
Cove (e ete
20. Budget Files. Contain actual invoices for commu- NCI- 406 -
mications, machine rcpairs, equipment rentals, ‘7‘?'l,
relmbmsable services with OST and Coast Guard
bills for rent of offices in the field, annual an (C/CSJ’/)
quarterly reports, working capital funds and all
related materials pertaining to the budget.
Disposition: 4i=-a-n-5-£e-r—-1ro~—t-h-e—1=e-e-e+ds—ccrrter—wh'e'm‘ Yo
Destroy;»iue-n-zl’O’ years odd. afer $he clofe of
Y covend Ly Yuiged .
\/21. Budget Request Files. Contaln three types of NCI- Y06
requests. These are Departmental, Congressional vq—;
and OMB. Departmental are requests for funds from
FHWA for the operation of their programs. @,q;%
Congressional and OMB are requests for special
Four coples, including orlginal. to be submitted to the National Archives STANDARD FORM 115-A

115-203

CIO e (v 87C-387

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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Request for Records Disposition Authority — Continuation

| soB NO
‘] r

PAGE OF

7.
ITEM NO

B. DESCRIPTION OF ITEM
(With Inclusive Cates or Retention Periods)

9.
SAMPLE OR
JOB NO

10.
ACTION TAKEN

information on budgetary matters pertaining to
the budget that FHWA has submitted to Congress.

Files also contain requests for budget estimates,

budget allowances, and appeals from operating
officials within the FHWA pertaining to their
budget requests.

Disposition: Txransfer—te—the—records TENLET

whep—2—years—otd- De;troy:ﬁﬁgn/#/years okd.

Bridge Commission Files.
dence, annual reports and other documents
pertaining to the appointment of Bridge
Commissioners recommended by local Congressman
and selected with the FHWA Administrator's
concurrence to regulate the operation of toll
bridges in a State.

Disposition: Transfer to the records center
when the State highway department accepts
bridge for maintenance. Destroy «whewr 10 years

Building Service Files. Contain general
correspondence, records of coordination and
approval, official file copies, information
on the Federal building fund, construction,
maintenance, repairs and renovations, designs,

Destroy when 2 years old.

Certifying Officer Record Files. Contain
SF-1166's, Voucher and Schedule of Payment,
that support payments to lenders, SF-1081,
Vouchers and Schedule of Withdrawals and
Credits, which also include any supporting
documents and the trans{er of funds betwecn
government agencies without checks and form
Statement Voucher and Schedule of
Withdrawals and Credits, authorizing payments
to General Services for supplies, motor pool
etc.

Destroy 6 years, 3 months after

period covered by account.

5 Sy e Ty
Consist of corressﬁgﬁhk ’

GRS
/i ak

GRS 6] 1
a () o

.. o4+ \q)lu-'
v 23
plans, etc.
Disposition:
v24.
GSA-789,
payments,
Disposition:
115-203

Four coples, Including original, u; be submitied to the National Archives

CroO ety 0. 5TC-387

STANDARD FORM 115-A

Revised July 1974

Prescnbed by Genera! Services

Admuiristration

FPMR (41 CFR) 101-114
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| JoB NO PAGE OF

Request for Records Disposition Authority — Continuation ]

9.
7. 8. DESCRIPTION OF ITEM SAMPLE OR 10.
ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTICN TAKEN

V25, Classification Appeal Case Files. Contain GRSI/

correspondence, official file copies, backup “1d. oA
material, record copies, approvals and appeals
of employees. '

Disposition: DestQEy 3 years after case 1is
closed.

v 26. Combined Statement Files. Contain computer
printouts from the Treasury Department showing
how FHWA segments are printed.

Disposition: Destroy when 1 year old.

i
VG?. Committee Files. Contain non-advisory committee GRS M#
files, including general correspondence, annual |an(® PN
reports, background material, types of committees,
elected officers and name of FEWA employees
serving on various committees.

Disposition: Destroy whesr 2 vears otd.able,
Yermainadion of CW'\ﬂee.

/@8. Communications Management Information Services (CMIS)

Report Files. Contain GSA forms 2936, and 2936

A, B, C, and D. These forms are sent to OST

for final approval if a new terminal is installed.

Files also contain approvals for use of FI'S lines,

‘receiver computer printouts on telecopier |

Imessages, cormputer printouts from OST used as

an inventory to make comparisons with GSA for {
|

ichanges and updating equipment. A cuarterly
‘report is received from FHV'A on individual

4 ‘terminal usage of FTS Intercity Voice Network :
'dats transmission which includes number of !
originated cells, number of originated minutes, I
manufacture and model number. :
i ‘

, :Disposition: Destroy quarterly.

29. Computer Printcut Files. Contain statistical !
data, financial statements on all money obligated
for FHYA contracts and the end of the fiscal
year computer runs of FHWA dollar obligations
used for working documents.

115-203 Four coples, including original, 1o be submined to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by Genera' Services
Administ:ation
C1'O 1975 O - 574387 FPMA (41 CFR) 101-114


https://c~�1tf.ee

’
8. DESCRIPTION O. ITEM o 10
. (With inciusive Dates of Retention Periods) . SAJ:;ELf‘OOR ACTION TAKEN

ITEM ND
Dispesition: Transfer to the records center -¥
when 2 vyears old. Destroy when 7 years old.
v 30. Corference Files. Consist of general correspon-|{GRS N#

v 37.

dence, agenca items, notices, briefing material, u2b015>0k_

reports and other record documents pertaining !
to the accomplishments of Secretarial and i
r

‘Regional Conferences attended by FHWA Executives.

DPisposition: Destroy when 3 vears old.

|
Cornficdentizl Files. Contain confidential |
statements and financial interest form DOT i
3700.1. This information is Tequired by
Executive Order 11222 and the regulations of the
Civil Service Commission and may not be disclosed
except as the Commission or the agency head may
determine for good cause shown. The information
to be listed does not require a showing of the
amount of financial interest, indebhtedness, or
the value of real property.

A& yrs,
Disposition: DestTroy after separation of the

employee, loee (ea»es%Le tion bor
winiche 3*% aﬁti;mewf aqe pesttio

Contract Commodity Files. Contaln construction
contracts to purchase large pieces of equipment
such as electrical transformers, chip spreaders
and supportive equipment for the laboratory at

Fairbanks Highway Research Station.

Disposition: Frersfter—to—theRecords—Center-

2y ears—after—the—ease—is—elesed—DPestroy—when
1 years—etd USE GRS 3/4,

Contract Files. Contain formal and informal
contracts, correspondence, memorandums, notes,
agreements, copies of negotiated contracts |
with modifications and copies of each of the

paid contractcrs invoices and history of payments.

" Disposition: {er—+Pmer—TFransfer—toclosed——"

|
;
USE GRS 3/4 i
|
|

ors )

Q8

|

115-203

Four coplus. kncluding orginal, 10 be submitied to the National Archives

G gt e S ert

STANDARD FORM 115-4A

Revisec July 1974

Prescribed by Genera! Services
AJminigtration

FPMR (41 CFR, 101-114
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Request for Records gsltion Authority — Continuation ‘ JO8 NO PAGE OF
7. 8. DESCRIPTION OF ITEM ’
TEM NO (With inclusive Dates or Retention Pernpas, SZSZ“E‘OOR ACTIOlOTAK
v 34 Coordi ion Fil ' inati -
. ordination Files. Contain coordination and :

v/é7.

. Form 20668), budget material (Spring Review,
: OMB A-11) requisitions, contract asgreements,
- research material, feasibility studies from the

approval for proposed revisions of the Federal-
aid Highway Program Manual, legislation, proposed
revisions to the FHWA manuals and directives,
draft material, coordination responses, backgroud
material, official file copies and other data

d -

pertaining to LCOT F-1321.1, Record of Coordination ;

and Approval. This form shall be used for all
directive clearances. Directives requiring fermal

coordination with Secretarial offices or operating

administrations will be clezred with the heads
of such organizations.

f
Disposition: Destroy 1 yvear after final issuance
of documents involved. !

Credit Caréd Files. Consist of memorandums,
U.S. government cards (gasoline credit cards,
GSA store cards and telephone credit cards) and
forms FHWA-149 non-expendable property inventory,
and FHWA-164 Property Receipt and/or receipt 5
for property returned. ’

1
1
'
i
1

Disposition: Destroy credentials 3 months after
return tc issuing office. -

Current Year Files. Files contain current year
forms SF-133, Report on Budget Execution. This
report is required.by OMB Circular No. A-34.
Also included are working papers and supporting
documents.

Xy

Disposition: Destroyf}d’years after the close
of the fiscal year.

Data Svstem Program Files. Consist of incoming
mail, notes, requests for ADP services (GSA

regions, reports, ADP committees and conference
material, computer billing information from
government agencies, seminars, meetings and
conferences with other agencies, general
information from companies and corporations and
other data pertaining to the development and
evaluation of FHWA data processing policy and

'afZS

nga/'

115-20)

Four coples, Including original, to be submittec to the Nalicnatl Archives

e v ve. LT-ed

STANDARD FORM 115-A

Revised July 1574

Prescribeo by Genera' Servic
Agminigiration

FPMR (47 CFR; 101-11 4



Request for Records Disp... sition Authority — Continuation ‘ JOB NO PAGE OF

7.
TEW NO

8 DESCRIPTION OF ITEM
(with inclusive Dates or Retention Periods)

smv’l.e OR w
JOB NC ACTION TAXE

-¥
programs, integrating field and headquarters for
overall requirements with the Departments and
Federal Government policies and systems, providing -
consulting services, conducting special applicatjon
studies and providing technical direction and
assistance.

|
|
Disposition: Destroy when 3 years old. ;
|
Delegation of Authority Files. Contain material’
pertaining to official approval of delegating
authority to sign travel vouchers, contracts,
general delegations, direct federal delegations,:
administrative and program responsibilities, '
incoming requests for changes in the travel
authority and requests for dates when delegationg
of authority are given. :

Disposition: Destroy 6 years from date delegatién
is invalid. i .
) |

Ditectives Files. Consist of official file " ACL- YOb -
copies, background material and other papers C 79, :
related to the development of FHWA directives, . 4. So

including changes that are authorized issuances

and used as a primary means of issuing policy ' !
instructions and procedures. The following are .
the types of directives issued in FHWA: i

. '

a. Bulletins. Temporary informational issuances

used for one-time announcements such as telephone
number and room number changes, appointments

of individuals, announcement of bond drives,

etc. !

Disposition: Destroy when_6 months old ‘
unless specified for longer retention. |

b. Federal-aid Highway Program Manual (FHPM). . :
Contain all directives material that | :
establishes or modifies these policies,
requirements, procedures or guidelines
impacting on State highway departments,
Metropolitan Planning Organizations, local
government jurisdictions or Governors
Highway Safety Representatives.

115-203

Four coples Inciuding original, 1o bs cubmitted to the Natrona! Archives STAKDARD FORM 115-A
Revised July 1974
Prescribec by Gene:a' Services
Agminigiration -
tT eyt FPMR (41 CFR, 105114
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Reques! for Records Disposition Authority — Continuation JOBNO GE 0
Y 8 DESCRIPTION OF ITEM sAu:LE OR 10
MEV ND (With inclusive Dates or Retention Penods) JOE NO ACTION TArEN
e \uvlunv \..N v N

Yeecord copy-

7\@% e wachlve &éﬁ vpm sv.pe,rsess:cm
T L\

NVARS a'emezle&_._ H
Y L“ﬁ’k SVA Y M

o gy

T

o

R\o\%\h a) a\\ OM CO’?\GS-- bedm»q v Me«u( whemwo ‘a'we‘er

c. Notices. Temporary issuances transmitting
one-time or short-term instructions or
information which is expected to remain : '
in effect for less than 90 days or for a
predetermined amount of time not to exceed

1 vear.

é
Disposition: Transfer to the records center
when 2 years old. Destroy when 10 years oldi

d. Orders Internal directives limited in vo]ume
nd containing permanent or long-lasting ;
pollcv Jnstructlons and procedures '

cee - PERM kueuT Plecee " le v o supersessioe,
o ‘> % o?&u‘_fﬁve £ile euerg Egﬁ% ‘: cFﬁerr t‘ihpép wpi bre~i
\\—}‘"rx_u IC vcaﬂb ' ﬂrr bb‘“’

2 Al sdher Cof’es -~ Dostrony T aqency whew o lowgel md‘/w
e. Technical Advisories (TA). Contain permanent

or long-lasting detailed technlques or -

technical material which is advisory in !

nature and is directed to State highway

departments, Governors Highway Safety \

Representatives or local government |

1ur13d1c 1ons, as well %s FHWA ogga izations. Break 1w

- € LY B G?, nack Supersesst
rgi wqrseffu & « m| wpin break e b . ebxg i , Ca. l"/qr

Démmﬁ'\Pprmanent ﬂfﬁp!‘ 16 thC Arehives
2) All otrer ¢ Cfr?ﬂ’S- Destroy e agqeuty wilem no foreer nacded.

wheﬁ—%ﬁ—ytafs—6¥§:7_——-
§, Bagkopord + s s Destrey 10 yest aflert W07 L 1y oL
Vﬁo. ' DlrectéﬁysF??gg%d'gﬁﬁgﬁ?ﬁ’cr§£§g§*§ade period- ! o6 -8 I
. ically to Government Manuals, the Congressional
- Directory, the Federal Register and others.
Files also contain requests for the changes by
related organizations such as NARUC, ARTBA and
other agencies affiliated with FHWA and DOT.

J/ : Disposition: Destroy when 3 years old.
4]

. Disbursement Files. Contain SF-1221, Statement
of Transactions According to Apuropr1at1ons,
Funds and Receipt Accounts (Foreign Service
Accounts). These forms contain the records

of the moneys paid to foreign countries.

115-203 Four coples. inciuding original. 1o be submitied 1o the Nationa! Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by Geners! Se-vice
Acminigtration
[ T L S T L FPMR (41 CFR; 101-11 4
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Reguest for Records Lisposition Auihority — Continuation

JOB NC PAGEL OF

7

mTEwND

. 8 DESCRIPTION OF ITEW

-@—

L
(Witr. inciusive Dates or Relention Periogds: SAMPLE DR

10
. . JOE NG | ACTION Tag

/44.

45.

Disposition: -Frensfer—to—the—recorde—center— -?
USE GRS /|
Document Security. Contain classified material] GRS EZ
semi-annual and annual reports prepared ot}
for OST, log sheets for safe check records,
official file copies, correspondence and other :
material pertaining to the plans, development
and administering the documents and information’
security programs in the Federal Highway ;
Administration including receipt, control, {
accountability, distribution, filing, reproduction,
and dispecsal of classified documents, information
and material. |

Disposition: Destroy when 2 vears old.

Dollar Deposit liability Files. Contain .
Department of Commerce Forms BE-138 and 139, i
Dollars Depcsit Liabilities to "Foreigners." !
This 1s an annual report to the Department of .
Commerce concerning money on hand from foreign

countries. !

Disposition: Destroy 10 years after the close
of the fiscal year.

Emplovee Master Record Files. Consist of
computer printout-Forms FHWA 1048, Master
Emplovee Record, which are used by the Payroll
Section for posting changes on a biweekly -
basis, Form FHWA-21, Authorization for Paid !
Overtime and Holiday Work and for Compensatory
Overtime, used for the appropriate officials to’
approve overtime and Form FHWA-337, Payroll !
Master Card Control, used at the close of each
pay period by the Payroll Section to develop |
predetermined control totals to assure accuracy
of salary pavments ard deductions.

Disposition: Destroy when 3 years old.

Y

Employment Correspondence Files. Contain
official file copies, copies of letters
inquiring about employment, rTequesting
literature of special interest on training
and career opportunities in the Federal
Highway Administration and other information

115-203

Four coples. inciucing original. 1o be submitied 1o the National Archives STANDARD FORM 115-A
Revised July 1674
Prescribed by Genera! Servic
Adrministration
S T LTeedtt FPMR (41 CFR, 101-11 4



Request! for Records Di.sltion Aithority — Continuation . , JOB NO PAGE OF
7. 8 DESCRIPTION OF ITEM ) 10
ITEM NO (With Inclusive Datey ot Retention Periods) S:‘S;“:OOR ACTION TAXEN
pertaining to FHWA personnel training and ‘?

: Execution Report Files. Contain computer

employee development programs.

Disposition: Destroy when 2 years old.

printouts of employee levels, working papers,
ccst estimates, appropriations, official file .
copies and related financial statements
pertaining to general operatirg expenses of each
organizational element of the Agency.

Disposition: ¥remsfer—teo—theFecords cernter— |
when5—vears—otd. Destroy when & years old. |
> |

Federal Qutlavs by Geopraphic Location Files.
Contain Office of Economic Opportunity Form i
OEQ-177, Federal Outlay Data Transmittal ,
Sheet. This report is prepared by Regions 8, |
©, 10, and 15 from special computer printouts f
on an annual basis.

Disposition: Destroy 10 vears after the close
of the fiscal year. '

Financial Management Files. Consist of trip
Teport findings on anything dealing with
financial management in the States, working
papers on special reports and financial
reviews of FHWA région and division offices
on how their financial management programs ,
are working. i
f
]
i

Disposition: Destroy when 10 vears old.

Financial Statements. Contain correspondence, .,
program changes for FHWA payroll and withholdin$
|

instructions from state and local governments
for FHWA employee earnings. |

|
Disposition: Destroy when records are updated.

$15-203

Four coples. Inciuding original. to be submitted to the National Archives

N

T .oyt

STANDARD FORM 115-A

Reised July 1674

Prescribed by Geners! Servic
Agministration

FPMR (41 CFR; 101-11 4
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PAGE OF

8 DESCRIPTION OF ITEM

TEW NO With inciusive Dates o’ Retention Periods) SZSZLSOOR ACTlo:.'oTAKEh
v'50. Fiscal Services Program Files. Consist of ‘MCP4®4J °}
correspondence, associated accounting and budget 749-¢,

work papers, allotment control sheets, budget N2 -

information, fiscal plans, obligations and outlays

and other materials pertaining to the office

.efforts to develop and coordinate the budget '

rexecution plan for the FHWA to assure the most ;

"effective and economical expenditure of appropriated ‘

~funds. 5 !

_ o i cqoncy ofe Lose oi % !

Disposition: Destrovawher Z years-eid Covend iy bﬂl?dw

/51. | Foreign Country Files. Consist of correspondencée, ’

54.

financial data, reimbursable agreements and other
papers related to FHWA involvement in work done
with foreign countries. i

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

~Forest Highway Funds Expended File. Contains

correspondence and a computers=ass printout |
summary of forest highway funds. expended on an

annual basis. M ne-recdable dota s e OST, “This % a mﬁwawbﬁkq

Disposition: Destroy 10 years after the close
|

.o0f the fiscal year.

background material, requisitions, a record

copy of the form created and a

copy of FHWA Form 1124, Requirement for Form

or Report’, which is submitted by the originating

" Form Files. Consist of working papers, i
{

.office when a new form is proposed or an exist-

ing form requires revision.

- Disposition: Transfer to closed file =fter
" form is cancelled or superseded or discontinued.

. Destroy wheaslyesr—eld— 5 yrs. laler. '

| FHWA Organization-F4+es. Contains memorandums

j
]
wlwvv i
|

of official approvals of organizational
structure changes. A record must be kept

of how an office is organized or of a reorganization.

Also included are official working files of
headquarters, regions, divisions, foreign
programs or missions, official file copies,
correspondence, background material,

115-203

Four coples. inciuding original. to be submitied to the Nationa! Archives

v fem iy er. 8%-edrT

STANDARD FORM 115-A

Revised July 1974 T

Prescriped by Genera' Se.ce
Agministration

FPMR (41 CFR, 101-11 4
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Request for Records Dtsltion Authority — Continuation . 08 NO PaGE OF
7. 8 DESCRIPTION OF (TEM S
TEV NC (With Incius-ve Dates or Retention Perods: S:;;LE‘OOR ACToo:OYA-:EN
organizational ch i
ional charts and other related '
a. Ccder Cc‘n\aiwiwj oreamizedioweal clw.,,i papeCI;s - PALAN e T
2 : ) 1 chhart+ es (vecere C«:‘oq) o 4"(2: N’;{E‘S
oid= w RO yrs
. ° b [ d\M‘Qf \ -- ~ id,
o ! . A" woolecial ‘?\eeimclejj (w (wl%z_(' wihen no lmlef‘ c l-

55. rFreedom of Information Act Files. Contain f ! Ar. foeq el
Fede;al Reg1§ter submissions, Department of ' , ?”““TT“
.Jgstnce studlesg comments, fee exemptions Cor \/qh
except for services performed without charge
,oT at a reduced charge. The files also contain | |
;general correspondence, problem cases, appeals,
background material, official file copies, l ,
original requests, routine reguests and initial | -
+denials.

Disposition: Bestrov—i—yesrs-after date—of— | '
1 Py P . : .
AR Use G?PmPﬁwle,‘d-émS Gt'm GRS lq, l .
V/56. GAO General Files, Consist of correspondence, i/VCﬂbéJ
‘memorandums and other file material regarding e £
all General Accounting office activities except -
TEpPOTtS. | DHm
v (same)
‘Disposition: Destroy when 3 years old. :
. f |
V/57- GAO Reports. Consist of case files on each . NC Ho6~
survey or review by the General Accounting T5-5)
Office including drafts and final reports on e LY

cases involving or of interest to FHWA.

-

‘Disposition: Destroy 5 vears after case has

lbeen closed.

'General Ledger Files. Contains general ledgers
which are official records. These ledgers
.summarize the financial status and financial
‘transactions of FHWA, current status of funds
:available for expenditures and show debit

:and credit entries of the agency. The financial
data posted on the ledger is a standard form
SF-1014 and SF-1014A.

Disposition: Destroy 10 years after the close
of the fiscal year involved.

115-203

Four coplas. including origins!, 10 be submitied to the National Archives

T I Y b

GIX) - 1978 () - $76-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by Genera' Service
Agministiation

FPMR (41 CFR, 101-11 4

' ;:J-ml;\.l's-tv;;l()-l; )
FPMR (€1 CFR) 101-114


http:roe<?;(�.fl
http:Reque.sl

Reques! for Records Disposition Authorlty — Continuation ‘ J08 NO PAGE OF
, )
rTEJ'NO Wi m:iuzi.f%‘::::'?ngin':frp...w.) SAJ';;LEJOOR ACTIOLoTAKE'
v ‘ -t
59. General Services Administration Self-Service '
Stores. Contain GSA form 3146, Self-Service StoTre
Shopping List/Sales Slip and GSA 3146-A, Continuation -
Sheet which consists of quantity, unit prnce |
description and total price. 211 FHWA offices Lo :
purchasing supply items must fill out these forms. :
Disposition: Destrov when 2 vears old.
V60. Grant Files. Contain fellowship grants, scholar- GRS
ship grants, grant agreements, modifications and 3/15' ,
supporting correspondence. P sodonait
PP g P ’ oy F
Disposition: Destroy when S5 vears old. '
V/él. Health Benefits Reports Files. Files contain

SF-2809, Health Benefits Registration Form, used

by each emplovee to enroll in the Federal

Emplovees Health Benefit Program and SF-2810,

Notice of Change in Health Benefits Enrollment
used by the employee to cancel, change, or take
any action required that mayv effect their health
plan that 1s reported to the health benefits
carrier.

Disposition: <Freasfer—to—insctive—fite—upon—
terTTTatron—ef—ersteovee—Bestrovy—vwhemr3—years .
otd.

USE GRS /1 !
Highway Status Files. Contain general correspon-
dence, telegraphic messages, tabulated data on

the status of highway funds and systems reported
from states and regions of actual funds used
each fiscal year.

Disposition: Destroy when 5 years old.

IJdentification Card/Credential Application Files.
Consist of application requests for 1aent1f1cat10p
cards for all FHWA employees, temporary overseas employees,

regmnal administrators and contractors. The G;@S///i
card is issued for official purposes and for
identification onlv. Files also contain Ha o | ebe

correspondence received for requests for the
replacement of identification cards.

Disposition: Destroy credentials 3 months after

returning to the issuing office.

145203

Four copies, including original. to be subminied 1o the Nationa! Archives STANDARD FORM 115-A

Revise? July 1974
Prescribed by Geners' Sevic(
Agminigtralion

s get o e BTee3AT FPMR (41 CFR, 101-11 4
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! ; : JOB NO PAGE OF
Reg.est for Records Disposition Authority — Continuation 17
.
7 8 DESCRIFTION OF ITEM SAMP.f OR I NI
MTEWM NO (With inclus:ve Dates or Retention Periods) )08 NO ACTION TAKE:

v64.

o\

v
.

V/66.

V/67.

~

Incentive Awards Files. Contain Secretary's,
Administrator's Special Honor Awards, Quality
Increases, and Special Achievement Cash Awards
for entire agency. Files also contain sugges-
tions adopted and rejected by Headquarters.

‘Disposition: Dpestroy when 2 years old.

‘Individual Earning Record Files. Contain computer (GRS-2,
-printcut FHWA Form 305 which provides individual |[Item 1)
itrecords of gross to net wages listed by pay {
‘periods for the entire calendar year. !
Disposition: -PBestroy—S5St—vears—after—the—d=te
Li—the—Jastentrv—on—the—ecard—

USE GRS /1 GRS 2
Individual Retirement Record Files. Consist of | GR &1&4‘
SF-2806's, "Individual Retirement Record , maintained =lc

for each employee subject to the Civil Service

Retirement Act. The forms show the amount of ’
.current vear and cumulative totals from salaries

of emplovees as shown on the cumulative payroll
disbursement registers and the amount of retirement
ideductions in prior vears from salaries of
employvees currently on the rolls.

Disposition: Transfer to the Office of Personnel

.and Management no later than 5 days after the !

idate of the final paycheck or upon transfer to

ianother government agency. (FPM 831-1, Supp. ZZ-E)
[

International Transactions Files. Contain SF-13J
JInternational Iransactions of the Federal ?
IGovernment. The quarterly report which is

fprepared on an SF-13 and sent to the Commerce
iIDepartment reflects FHWA's financial transactions.
with foreign countries.

Disposition: Destroy 10 years after the close
of the fiscal year.

115-203

Four coples. Including orginal, to be submitied to the National Archives

R ERRN T PN SRS | 1

STANDARD FORM 115-A
Revised Ju'y 1874 _
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JOB NO

PAGE OF

7.
ITEM NO

8. DESCRIPTION OF ITEM
(With inciusive Dates or Aetention Penods)

..
10.
SAMB-ES" | acTion TaxEn

§*
68.

V6.

/n.

(IR

Iwhen 10 years old. Destroy when 15 years old, !

Merit Promotion Activitv Files. Contain active

evaluation of the records is made ﬁpUHM{Z:iMd2
He ety %FMWM

Mail Management. Consist of semi-annual mail
counts which are a compilation of all mailings
made both in Headquarters and the field annually
and used as the basis for computing the annual
payment to the U.S. Post Office Department.

m s
Disposition: Destroy when 6 %ears—old.

Management Project Studv Files. Consist of
correspondence, otticial ftile copies, notes, i
draft background material, questionnaires,
statistical data, summaries and other papers
related to the office efforts to plan and conduct
management studies and surveys of FHWA staffing .
Tequirements, procedures and systems top improve
the economy, efficiencv and effectiveness of the .
management and operation of the Administration.

1
i
Disposition: Transfer to the records center '

and inactive applications of persons applying

in the FHWA programs. Included in the files are
rate and ranking sheets, copies of inactive
applications of those who have declined, have
not been selected or have not been considered.
Also is information on the highway engineer
training program in the field offices and other
material pertaining to the programs and data
accumulated by special examining units.

Disposition: Destroy when 2 years old or
earlier if an Office of Personnel Management

evaluaticn of the records is made “Hao

333, dectiv 4
Merit Promotfﬁn #11es (Senlor ‘Executive Serv1ce)

Contain reference material, official tile copies),

corresponedence to Office of Personnel Manage-
ment, SF-171's, Personnel Qualification Ranking
Schedule (Merit Promotion Plan); also, informa-
on the approval or disapproval of promotions.

Disposition: Destroy when 2 years old or
earlier if an Office of Personnel Management

333, A-¥, e pbtecned . /

C’Zsbm/ )

"GAS

s

.. -

GRS ///s e

115-203

Four copies, including original, to be submitted to the National Archives

GO 1975 O - 579387

STANDARD FORM 115-A

Revised July 1974

Prescnbed by General Services
Administration

FPMR (41 CFR) 101-11.4
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PAGE OF

7
TEV NO
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Witr. inciusive Dates or Retention Peripgs,

L]
SAMPLE OR
JOB NO

R

ACTION TAKEN

V72,

N

(V1]

/7s.

76.

Monthly Narrative Reports. Contain monthly
narrative reports from each division and regional
office concerning the progressive stages of

|individual highway projects including information @RS

lon obligations, program Tequirements and fundlng
'problems and other pertinent data needed in the
lp]anmng, execution, administration and control
'of the Administration's programs financed from
"the Highwavy Trust Fund and from other funds.

:Disposition:
‘Monthly Report of Federal Civilian
Emplevment Files. Consist of SF-113A's, Monthly -
‘Report of Federal Civilian Employvment, which are
used to submit the report related to employment
at the end of each month to the Office of
Personnel Maragement.

Destroy when 2 years old.

:
n a W alhd
WCVd\,V\ mTu uy‘da%\. I_LJ.C) dJlllF’dl.L)’

Destoy when R Yrs. old.
:Monthly Report Files. Contain SF-132,
Apportionment and Reapportionment Schedules,
SF-133, Report on Budget Execution. These
reports are required by OMB Circular No. A-34.
Also included in these files are working papers
and supporting documents.

Disposition:

1ﬂ—naa;s—a£;e;—¥he—eieﬁe—-

5. -

‘Monthlv Transaction Reports. Files contain
|purchase orders, invoices, backup material, .
fdisposition reports and related data 115ted on |

ition: Destroy

:Q-f—t_h_g_ fiscal vear.— U.Sl: GES

‘non-expendable property accounts and transactions.

Transfer to the Federal Reco d

|D15pos1t10n
Destroy 6 yearsAaf

Center when 2 years old.
ifinal payment.

w%)

Motion Picture Files. Consist of original
motion picture film, workprints, trims and outs,
and miscellaneous footage pertaining to FHWA
motion pictures that are circulated throughout
the agency to serve as training aids, pTOVlde
information concerning agency activities
procedures, policy and related areas in

transportation._

(Sehedu
Fren—Sb

=4

-t

=

L

| GRS’/:

[

(GRS 21
Item 2A

e 6,
;_

Four coples. inciuding original. 10 be submitied to the Katicna!l Archives
.
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FALE OF

7. 8 DESCRIPTION OF ITEM . : SAM".LE OR 10
TEw NO (Witr. inciusive Dates or Retention Periods) ! . JOB NG ACTION TAKEN

m;@s?@mu
Per ent. Trafisfer to the gcords A#?mwveq
ffer to theArchives 3[S] 8l

gB

Disposition:
center when 5§

when 10 vea oid.

¢/77. Motor Vehicle Operation Files. Contain FHWA (GRS—]OL

:Form 155, Application for Operators ldentificationitem 7)

‘Cards, which are used to provide essential ' Ao

. information as a prerequisite to issuance of a

! 'drivers permit authorizing emplovees to operate
‘Government owned vehicles.

iDisposition: Destroy 3 years after separation

‘or 3 vears after revocation of authorization to |

operate Government-owned vehilcles, whichever
; is sooner.

, Jés. Naticnal Cooperative Highway Research Progranm |
: Files (MNCHRP). Consist of correspondences | :
funding procedures, state agreements,f%ouchers,

Telmbursable agreerents and financial data
irelated to the program of research for highway '
I 'svstems which involve R&D studies authorized :
-++ for funding under section 307(c) of 23 U.S.C.

Disposition: Transfer to records center 3 years
after completion of program. Destroy when
5 years -otd. afler W(OJ‘—TW P progfasm .

Notification of Personnel Action Files. Consist #GRS 1
i0f SF-50, Notification of Personnel Actions, and Item 14)
other related forms ‘used to document and report !
@all personnel actions which affect an employees 1
|
|

/79,

jstatus, tenure, position or compensation
iexc]usive of those in the personnel folder.

Disposition: Destroy—after—compitetton—of—

- 4

|
|
!

USE GRS 1/ia ob as appropriale .
. 80. Official Personnel Files. Contain official (GRS-1, .
: personnel folders of FHWA employees Ttem 1)
’ which are the only official repository for b ()
ersonnel records of individual employees of the ode
Federal Highway Administration.

isposition: Transfer folder to ghe Ngtiona}
7 ersonnel Records Center, St. Louis, Missouri
0 days after separaticn of the employeegunless—

fuartheTr—acttTors —are—efiiaRda—
~ ~ ‘

i od to the National Archives STANDARD FORM 115-A
115-203 Four coples. Inciuding original, 1o be submitt Besned Juty 1974
Prescribec by General Service
Agministration -
Jeta . LTeedR" FPMR (41 CFR; 101-11 4 <
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j

‘ 8. DESCRIPTION OF ITEM —.

e R 0.
SAJ..O‘BLEdOu ACTION TAKE!

TEV NO - (With Inciusive Dates or Retention Pernogds!
-
v 81. Office of the Secretary of Transportation (OST) A Yo,
Files. Consist of internal audit reviews done -
by OST. The files contain correspondence, 753
reports, memorandums and related papers. Liem 7
(same)
Dispmosition: Destroy when 5 years old. |
v’ B2, Urfice of Workers Compensation Program, ! '
Contain official file copies and forms which
contain information on on-the-job injuries and
occupational disease. The original of these formks j
are sent to the Department of Labor. :
Disposition: Destroy when 2 vears old. _ i
| !
- - . |
/ 83 Outdoor Advertising Files. Consist of correspon-

dence, reports, financial data,avouchers 1nc1ud1pg

bonus claims and other related papers pertaining

to cost of outdoor advertising control authorized

under 23 U.S.C. 131.

Disposition: Transfer to the records center
when 3 vears old. Destroy when 10 vears old.

Pavment to States Files. Contains an annual
Teport rtequired by the Treasury on all payvments
by FHWA to the States. Files also contain

computerssmms printouts and feeder information from

Qther %?vernment agencies on FHWA transfer funds.

Referewto. F

Disposition: Destroy when 10 years old.

Pavroll. Contains procedures and requirements
for the maintenance of the FHWA pavroll system
that governs the documentation of payroll
transactions.

. Disposition: Destroy when 6 years old.

| Payroll Tabulation Files. Contain computer

printouts which are a summary of payroll debits
and credit accounts. The payroll tabulations
consist of all FHWA administrative personnel.
The tabulations reflect earnings, leave, retire-
ment, bonds, insurance and taxes for all
emplovees in FHWA Headauarters.

T16-203

Four coples. Inciuding eriginal. to be submitied to the Katione! Archives

LRI RCINTRNE GRS 1 5 -

STANDARD FOAM 115-A

Rev:sed July 1974

Prescribec by Genera' Servic
Agmimisiration
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PAGE OF
1. 8 DESCRIPTION OF TEM ’ 10
TEM NO fWitr inclusive Dates or Retention Penods! SZE;‘EOOR AZTION TAKE

-?

Disposition: BfsT?qE:fhEﬁ_Y‘?€§T§‘UTﬁT ’

USE oppropfice Hewms of GRS & GRS |/
v 87. Personnel Correspondence Files. Contain
S C"’L/

~official file copies, denials of grades,
-increases, comments made on new regulations and

correspondence related to emplovee relations,

programs, awards, adverse actions, health
benefits and occupational health.

Disposition: Destrov when 3 years old.

Personnel Management Evaluation Files.
Contaln general correspondence, official file
copies, background material, classification
actions, external agency evaluation

reports and internal evaluation studies of ;
management programs. Files also contain i
questionnaires that have been sent to FHWA
emplovees on their working conditions in the
office, desk audits, and position descrintion
reviews for Headquarters, Regions and Divisions.

Disposition: Destroy when 5 vears old.

Personnel Pavroll Files. Contain official
personnel folders, check mailing cards, tax
forms, life insurance forms and documents
related to emplovees pay including SF-1150,
Record of lLeave Data,maintained for agency use
by the payroll section.

Disposition: Des%Fey—3—yee*s—a%%ef—sepﬁfﬁfien—w
of—the—emplovee: ISt GRS <Q/|gb ;

Personnel Security Files {Aetived~ Contain !
correspondence, memorandums, letters,

investigative reports from the Office of Personnel

Management, Federal Bureau of Investigation, ,
cr Police Reports and the Credit Bureau related’
to individual security. All employees except
certain exempted nonsensitive are required

to have an investigation under Executive Order
10450. Standard Form, SF-85 Data for
Nonsensitive or Noncritical Sensitive Positions
and SF-86, Security Investigation Data for
Sensitive Positions are also required and are
included in the security files.

Disposition: i z i : -

15-293

Four coples, Inciuding original, to be submitied to the Nationa! Archives

STANDARD FORM 115-A

Revised July 1674

Prescribed by Gereral Service
Agminigtrgtion

FPMR (41 CFR; 101-11 4
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JOB NO

PAGE OF

7.
ITEV NO

8. DESCRIPTION OF MEM
(With Inciusive Dates 0 Retention Perniogs:

L
SAMP E OR

10

JOB NO ACTION TAKE"

91.

53.

1 o+

. . r
aetromr IS cminent. Des wpon

ces 18/

Q3a.

records—eenter ”f)’ca.l_a \gabv \‘Flv“}nsb 7 IUWMW pbfaadaa -
noé:‘ i o of -
ot

%Mw }”,‘;’J ;ﬂ“ oty W7 3 ;iu&e/j lenert) ?’;%,w

rsonnel Security Files (Jnactive). Contain

s, letters,

lated to

Files also contai l

, Data for Nonseng¥tive or |

tive Positions ang/SF-86, l
|
|
!
i

correspondence, memorand
investigative reports

individual security
standard form SF-
Noncritical Sen
Security Inve
Positions.

igation Data for nsitive

on: Destroy 2 veays after date of
ansaction.

Disposi
last

Personnel Transfer Files. Contain correspondencie,

notes, memorandums, purchase orders, U.S.
Government SF 1103A, U.S. Government Bills of .
Lading, SF-147, Order for Supplies or Services, '
PR-71, Application for Leave, ledgers from |
storage companies, listings of items being moved
and other related documents pertaining to the
international and domestic transfer of personnel
to their duty stations. ,
Disposition: i

- LUSE GRS 9/\. :
Picture Files. Contains black and white
photographs, color photographs, negatives, the
original color transparancies and background
material related to early roads and the
beginning of highway systems around 1880 and
material related to the history of highways
west of the Mississippi. Also included is
correspondence, requisitions, cost estimates,
background material, clearance with other
government agencies, publishing houses and
other material related to inventories conducted
by FHWA to find permanent homes for the Rakeman
paintings, movies, and history books of early
highways.

. Trafisfer to the“record

Dispositj :
. fer to th rchives

center

(GRS 21

Ttem latb))

wn

DisPasiTIoN
NoT
ATFPROVED,

jﬁé%

1520

Four coples incluging original, o be submitied to the National Archives

Ve Lt ae. 8TendRT

STANDARD FORM 115-A

Revised July 1974

Prescribes by Genera' Service
Adminigt:alion

FPMR (41 CFR, 101-11 4



Request for Records Disposition Authority — Continuation

JOB NC

PAGE OF

7
TEV NO

8 DESCRIFTION OF ITEM
(W:th Inctus-ve Dates or Retention Penods)

L
SAMP E OR

10
408 NO | ACTION TAKE!

94.

86.

Disposition:..
“\"°|‘-'ét-1g§.°l,ﬁ?é'§ﬁ%+)}“§ 11 °6FReT ¢
]

/o

Poliéy and Procedures for Handling GAO Reports

and Inquiries. Consist of correspondence,
directives and memorandums documenting policy
and procedures for handling General Accounting

I0ffice reports and inquiries. % A by subjeet.

!

NC H06 - -4
75-5,
Tew € _

(same)

Disposition: Permanent. Transfer to the records

.center when 15 vears old. Offer to NARS when
'25 vears old.

‘Position Classification Files. Contain drafts,

notes, official file copies, reports, comments
land background material on the development of
iclassification standards for all FHWA offices.
Files also contain analysis and interpretation
of classification standards.

Dispecsition: Destroy w

. . . ’
SO-OReF d{}“endlnb CTEAVS P R S RUA RO RN 5 ulrs.jupla( Pos";‘l—?m (3
,

Tabolished o desce phion  supersede

Pcsition Description. Contain files describing

.established positions including information on

‘titles, series, grade, duties and responsibilities

for FHWA Headquarters, Divisions and Regional
Cffices. Every position is subject to the
General Schedule or the Wage Grade Syvstem and
must be officially assigned to a series and
grade before the person assigned can be paid.
The descrintion serves as the official record.

GRS

i )] F/a(j%(a)

!
. GRS |
OO,

a' - =~ ’
Destro 'Q££¥g;al copy whem—5 years aflec po wHiow 1S

Iabolismment or supersision of a position.

':Post Year Files. Consist of computer printouts

‘Teceived monthly which are used as source
.documents to prepare a series of budgetary
reports used by management. These printouts

ing reports bxﬁmonth, and year end reports, Mackiu-
W‘W OS ’

pies immediately upon

I - -
include the personnel rosters, budget and account- 1
data ‘

Disposition: Destroy when 3 years old.

115-203

(ST N WA 1

Four coples. including original, 10 be submitted to the National Archives

STANDARD FORM 115-A

Revised July 1974

Prescribed by Genera' Senv.ct
AZminisiration

FPMR (41 CFR, 103-114


https://STANO.&.RD

Reguest for Records ‘nmon Authority — Continuation ' J0B NO PAGE OF

T.
TEM NO

8 DESCRIPTION OF ITEM avo € OR 10
With inciusive Dates or Retention Periods) JOB NC ACTION Y

L58.

Vs

-

100.

N

Pre-Closing and Post Closing Files. Contain
monthly and annual summary reports used as .
reference material for financial statements -
at the end of the fiscal vear. f

Disposition: Destroy when 3 vears old.

Printing Requisition Files. Contain DOT Form ' GRS
1700.8, Duplication Keaquest, and DOT Form 1700.3 |3/%304 L

Service Requests, related memoranda' and
documents used in reguesting, printing and
distribution services for FHWA. DOT Form 1700.8
is used in the initial request for ordering all
printing and duplicating services and provides
information as to the quantitv, kind, color and
size of the material to be printed. DOT

Form 1700.3 is submitted to CST to provide
printing and distribution instructions, the
requisition number, delivery instructions, :
appropriation number for billing purposes and
is approved bv the Publication and Visual Aids
Branch.

Printing, Binding, Distribution and Editorial i
l

Destray I yr. ofder CCMA/PIQ)"?OW OQlSob,
Pestroy—wher—2—years—otd— '

Disposition:

Privacv Act Control Files. Contain general
correspondence, official file copies, reports,
background material, original copies of requests
for records and answers to requests from citizen$s -
of the U.S. Personal data contained in each v :
system of records is to be afforded adequate i
protection against unauthorized access according’

to the Privacy Act, U.S5.C. Section 552a. A

system of records is exempted only if it 1is
determined that to do so 1is in the best 1nterest
of the Government with due concern for
individual rights. Files should also include
registers and similar records, listing dates, : '
nature of requests and names and addresses of
requestors.

Disposition: Pestrey-S-years after date of.

ertTy . R
UsSkE a«PproPr‘mOl-e, ean s o
GRS Y, v
115202 Four coples Including original. to be submitied 10 ho_ﬁ.!bu! Archives STALDARD FORM 115-A

Revised July 1674

Presznded by Genera' Servi
N Agmin'siration

Gl T e 8TeadRS FPMR (4 CFR)101-11 4



.

; . , c o ACE
Request for Records Disposition Authority — Continuation JO8 NO ASE OF
7. 8 DESCRIFTION OF ITEM SAMP’LE OR 10

TEM NO {With Inciusive Dates or Retention Periods) JOB NO ACTION TAXEN

101,

Ao

Aos.

| pertaining to them, refusals to provide infor-
[mation, requests for access to records, and
iappeals frominitial refusals to amend records.

Privacy Act Report Files. Contain annual GRS M/
d9a

Teports to OST required by OMB Circular A-108,
including a brief summary, accomplishments,
plans, a list of systems which are exempted
during the year, a summary of changes to the
total inventory of personnel data and a
description of operational experience with
estimates of the number of individuals requesting:
information on the existence of records

. .. OFRr to NARS with related, aqency .
Disposition: Permanent. ; '
B - records approved r rermuu,wf

g tedevntine T aq recerdds cerdrol schecdule

( Sw> -

or whew 5 years ou) Whichevee— Ts scener.

Program Documentation Files. Files consist of
requests made from users in the form of
memorandums, specifications for systems or
programs, progran listings, test data, sample
output, technical communication between Data
Svstems and offices during a project and other |
technical materials used in documenting a svstem
OoTr program.

Disposition: Destroy when system is no longer
active. i

Spres W

PropramyFiles. Consist of general correspondence,

official file copies, drafts, background material, -

annual work plans, budget estimates and documenﬂs
pertaining to various subject areas to aid

the office in its efforts to plan, develop, .
recommend and administer FHWA general manage-
ment svstems and related policies, procedures
and programs to improve program performance
and productivity.

Disposition: Destroy when 3 years old.

115-203

Four coples, inciuding original, to be submitted to the Nationa! Archives

CIO 1978 O - 870387

STANDARD FORM 115-A

Revisec July 1574

Prescribec by Generg*-Services
Agminisication ~

FPMR (41 CFR); 101-114


http:IWbmltt.cj

Reques! for Records Dis‘iiuzn Authority — Contmuation

i JOs NO FAGL OF

7.
TEM ND

.- °

8 DESCRIPTION OF TTEM o o SAMp.LE OR 10
fWith Inciusive Dates or Retention Periods) JOB NO ACTION TAKE

v'104.

s

-}
Program Listing Files. Consist of print-outs ’
of program coded listings of administrative

programs, including job control language decks.

Disposition: Destroy upon completioa or

{modification of programs. T

Program Subject Files. Consist of subject files
pertaining to administrative cost, audit finding
summaries, including correspondence related to i
congressional inquiries involving budget matters,
contract agreements with other government agenCJes
on the transfer of funds and other material |
related to the office effort to plan and administer
the FHWA program as related to the budget process
in conformity with the DOT and the OMB |
Teguirements.

|
1
|
!
|
1
|

Disposition: Transfer to the records center
iwhen 3 vears old. Destroy when 7 years old.

-Projegf/kgfeenen ‘Files. Contajfy service
ses (othey/than personnel)such as the
app oprlatlon ©f funds which provide the

to the total WKighwav planndng and : f?r{
esearch d development gffort de:cr' |

Dispogition: Trans{ to the recy¢rds center
5 yeArs after completion of the )
Desyroy when 10 years old.

Pro;ectAﬁlle# (Completed). <€omrsist—ot—the

£ e 2 + 3 cal
o‘.cr_r_rc;a.LTIUJC\.t UUllgaLluu;e’""T’:{C and statistienl

data for variews highway programs...—.These records glve

a complete history of a project from Efsvauarters

regions and division offlcesi%ﬂigg—aTE' omp11e

—ef Form PR-37 entitled PrOJect Status Records «+tm«ﬂbﬂ&ﬁc R-37,

co—vaﬂvt—o«)

Disposition: Destroy 2 months after submisstom
bydiuisionoffieoobtep SRR of gt

e

115203

Four coples. inciuding original to be submitied to the National Archives STANDARD FORM 115-A
Revises July 1574
) Prescritec by General Sen
Admin'stration
e \e FPMR (41 CFR)101-114


http:STANOA.RO
http:aubmtn.cl
https://high1t'.J0

e b e

-

. . . . . PAGE OF
Request for Records Disposition Authority — Continuation A JOB NQ
9
7. 8 DESCRIPTION OF ITEM 10,
ITEM NO (With Inciusive Dates or Retention Periods) SAJPS;LEOOR ACTION TAKEN
v“108. | Project Requisition Files. Consist of (GRS 21 :
correspondence, memoranda, film scripts, Item B%)
transcript vouchers, shipment notices, contracts
and background material, related clearance of

/ 109..

all publications, films, audiovisual and -
exhibits intended for public presentation : '
from the Office of Public Affairs on FHKA

Form 1113, Clearance Request for Publications ,

film exhibits or visual presentations as required

by FHWA Order 2-4. Also included in the files
are FHWA Form 850, Order for Visual Services -
and Special Reproduction, used to order design
and graphics for all FHWA printed matter,
photocopies, photostats, and diazo prints
which are related to projects that involve
clearance for public presentation.

Disposition: Dispose of in accordance with
approved disposition instructions applicable
to the records of-which they are a part.

Proriotion Candidate Files. Consist of FHWA '
Form 1440, Availability Statement, FHWA 177,
Personal History Statement, and background
material related to individual candidates who

have interest in being ranked for consideration

or promotion as prescribed by the requirements
established by the National Right of Way Promotion
Boards, National Engineer Promotion Boards, ‘
National Motor Carrier Safety Boards, and the
National Community Planner Promotion Boards ‘
in conformity with FHWA's Merit Promotion
Guidelines. Files also include Assessments ;
of Potential. '

Disposition: Destroy when 2 years old or
carlier if Office of Personnel Management
evaluation of the records is made.

Property and Services Program Files. Congist of /
gengralycorresponacnce, official file copies, gfimzfl
records of coordination and approval, material 04
on nationwide FHWA programs for space and /
communications management, rcal property and
personal property management and.coordlpa§1on_
of plans, acquisition, construction, utilization
and maintenance of all FHWA property which
include motor vehicles, facilities, property,
equipment and records against theft, damage and

|

115-203

Four coples, including original, 10 be submitted 1o the Naticnal Archives STANDARD FORM 115-A
Revised July 1974
' Prescribed by Generatl Services
Adminisiration
Covy iy G 572387 FFMR (41 CFR) 101-11 4
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JOB NO PAGE OF

Request for Records Disposition Authority — Continuation
S.
7. 8. DESCRIPTION OF ITEM SAMPLE OR 10
ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

p——

civil disturbance, accountability for official
identification cards and credentials and the
establishment of orderly evacuation in the event
of disaster or attach.

Disposition: Destroy when Xyears old.

D——

Vqll Property and Supplies. Consist of correspondence,

%Anv01ces¢»requ151t10ns,,e££+eia4~£4le-eep+esw——

personal §'operty loss, inventories and
’

identifica)ijton, damaged property, standards for
purchasin equipment control studies and other
related information pertaining to property and
supplies that have been coordinated with
Contracts and Procurement.

Disposition: Destroy when 2 years old.

112. | Proposal Files. Contain written requests for
proposals from contractors. There are three
types of proposals from potential contractors.
-+ 1They are technical proposals, cost prODOSéls
and staff proposals. Files also containjtopies

of contracts awarded for supportive services
for research studies in FHWA, slides sent in

as examples of negotiations and analysis for
proposals.

Disposition: Transfer to the records center
when awarded contracts are 3 years old.
Destroy when 7 years old.

113. |Purchase Order Files. Contain requisitions,
summaries of negotiations, statements of work,
progress reports and payment reports pertaining
to the procurement of services often with other
government agencies or commercial firms if

cost is under $10,000

o use GRS 3/"««.(&?
Disposition:

t—year after—completion—of—project—DDestroy

115-203 Four coples, including original, to be submitted to the Nationai Archives STANDARD FORM 115-A
Revised July 1974
Prescaibed by Genera' Serwvices
Admimistration
Gied 1e7b 0. 2722287 FPMR (41 CFR} 10111 4
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cieqmt vl el FELwDs i iUl Oty ~ Lontiniuslion

-7, T 8 DESCRIPTION OF ITEM SAMPLE OR 10
TEM NO (With inciusive Dates or Retention Penods) ot ' JOB N ACTION TAKE
'}
V{14, Real Propertv Files. Contain correspondence,
drawings, plats, real property records and
annual reports of land owned by the United

States, for example, Fairbank Highway Research Station
Files also contain form GSA 1209 which contain !
summaries of installations owned by the USA | -
] and forms 1160 when changes occur. i

t Disposition: DBispese—3Ib—yesrs—after—unpconditionst——mm—
sa}e—9+—fe+eese—by—the—Gevefﬁﬁfﬁf—ﬁf—tOﬂd%%+9ﬁ57—~—
ree%f1t1TUns7—mvT1agee—e+—e%he4—44eﬂ5—————a

/ Use GRS B/a_b or ¢, whichever g app'm—pf“ﬂ—\le—
115 Reference Files. Files contain copies of

i information used as read) reference on sub3ect<

; of current or ongoing interest. These files may

! contain copies of publications, directives,

pictures, correspondence and the like. Off1c1a1

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,

e -4t
Disposition: Destroy,when no longer needed.

Reimbursable Agreement Files. Contain a
completed copy of DOT F-2300.1., Reimbursable
Agreements, which are used by the operating
elements of DOT, if funds are available, to
place orders with other agencies for materials,
supplies, equipments, work on services when
both agenc1es have®an interest in the goods

or services to be provided.

Disposition: Transfer to the records center
3 years after completion of contract. Destroy

when 10 years old-. afer c»m~PlL$0u/ of Cvuﬂ+a4#

\/ 117. Relocation Files. Contain paid travel vouchers,
SF-1012 for FHWA employee's transfer to duty |
stations. Also included in these files are |
notes and supporting documents. : :

Disposition: Bestroy2—years—eafter account—
Gs—etosed—
" USE GRS é//a.(a.)

115-203 Four copies. Including original. 10 “e sudmitied o the National Archives STANDARD FORM 315-A
Revised July 1574
Prescridbes by Genera: Service:
Adminigiratipn
TR TN ¥ 1 FPMR (41 CFR,; 101-114



Request for Records B‘osmon Authority — Continuation

PAGE OF

hd

JOB NO

7.
MEV ND

10

e ol
SAMPLE OR Y\ ~70n 14

JOE NO

8 DESCRIPTION OF ITEM
(Wit Incius.ve Dates or Retention Perinds:

‘/118.‘

120.

121.

‘lused in documenting for retirement purposes o

-4

GRS

Report and Register‘Record Files. Consist of
o’l/&la,

SF-2807, Register of Separations and Transfers,
SF-2807-1, Register of Adjustments, and SF-2807-2,
Annual Summary of Retirement Fund Transactions, °

emplovee interagency and intra-agency transfers.

%Disposition: Destroy when 3 years old.

t f
'Report Files. Consist of general correspondence |
Telated to DOT Headquarters requirements for Coast
Guard duty officer support, monthlv transaction !
reports, GAO draft reports to the .-taff relating
1to communication services, energy conservation,
|locating Federal Facilities and real property
maintenance. Files also contain communication
reports such as annual communication reports,
reports of exchange/sale of personal property,
lannual reports on location of new offices and
other facilities in rural areas, agency reports
on motor vehicle data and monthly motor vehicle
data reports to GSA. 3

Destroy when.2 vears old.

Disposition:

GRS

!ReEorts on Obligations. Files contain reports
01 S/Sa.

ion a monthly basis and Forms SF-225, Reports
on Obligations,which are required by all agencies
on unobligated and obligated funds, advances, .
reimbursements and other income by the Treasury i
Department under Circular No. 1073. .
. X%

Disposition: Destroy M years after the close
of the fiscal year.

ggguest and Authorization for Voluntarv Allotmeng(GRs 2,

of Compensation Files. Consist of requests by [Ttem 4b(1))
employees to have unlon dues, charity and savings
allotments deducted from their wages.

s W 294
Disposition: Destroy %year efter transfer or J
separation of employee or cancellation of reques

Reguisition Files. Contain forms FHWA-56,

Requisition For Supplies, Services and Shipment.
A requisition is required from all FHWA offices
when requesting .any type of supplies, equipment

115200

STANDARD FORM 115-A
Revised July 1574
Prescribed by Genera! Servic
A Administralion

FPMR (41 CFR; 101-11 4

Fout coples. Inciuding original, to be submitted to the Nationa! Archives
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" "JOB NC

Request for Records Disposition Authority— Continuation PAGE OF
¢
7 8 DESCRIPTION OF ITEM >
ITENM NO Witr tnCiusive oa:es Io' Re'enno:‘%v.oas S?OAE"SCOR ACTIOLOTAXE
or services, furniture, office machines and GW@S.%/ ‘?
request services in repairing office equipment. g
- a
Disposition: Destroy whem 2 years -otd afho ol
W or c«.zwu,Q,Qpb.nd . Y p ! -
v123.- " Retirement Computation Files.” Contain cQrrespon-
dence, memorandums, and annuity computations ;(%23 &/
regarding the retirement of FHWA employees and . 22

/124.

/125,

J 126.

questions employees may have regarding their annuity.

whew }__\1% oldd,

DisEosition: Destroy d—year—safterretirement oL

Safety Program Files. Consist of correspondence,
official file copies, reference material, working

papers, and other related documents pertaining
to the accident prevention program and FHWA
Occupational Health and Safety Program.
Dispesition: Destroy when 3 years old.

Security Working Files. Contain computer print

outs on emplovees that have a security clearance,

including a card file which is a record of
personnel data on employees in nonsensitive
positions such as social security number, date,
and place of birth.

Disposition:

Service Contract Fjles. Consist of correspon-

‘}egkuﬂ bukema Su{uothJD cv obailodn .
Bestroii—-when—2—vears—otd

dence, purchase orders, reimbursable agreeements,

interagency agreements, notes, official file
\copies and other material related to office
efforts to plan and direct the procurement
program for technical support to research

|
|

studies in the areas of research and development,

highway safety, traffic safety, engineering and
other areas related to the FHwA highway
transportation program.

|
i
!
!

Disposition: JIwansfer—to the—recerds—cemter——r

8—years—eld— use GR> 3/4

GRS Igﬂ;?

127. Sound Recording Files. Contain audio tapes, (GRS 21j,
slides and casettes providing the FHWA field Item 3AP
offices and State Highway agencies material
for presentations when new techniques are
developed on highway related subjects such as

115-203 Four copies. Inciuding onglinal. to be submitied to the National Archives STANDARD FORM 115-A

Revisec July 1574

Prescribed by Geners! Servit
Administration

FPMR (41 CFR) 101-114


http:ITAWOA.RO

JOB NC PAGE OF

Request for Records D“osition Acthority - Continuation ‘.

7. ! 8 DESCRIPTION OF ITEM .o " SAMD'LE or 10

W th Inciusive Dates or Retention Periods, JOB NO ACTION TA

Forecasting, Aerial Drainage Surveys and Nuclear 4
Testing for Density Control on Concrete Pavemen

Dis PosiTI0s

1
‘ Traffic Engineering Technology, Highwav Travel :;
|

J 128. Space Files. Contain general correspondence
on field office space, space assignments and
utilication, allowances and standards, space
classification and all other information related
to office space and its manipulations.

RS /1
ot

position: Rextewn—fttes e a1d C\W
ert+ai—mo—FomTEEY pertinent.

: P yrs. old . :DLW ke
V129, Srecial Exhibit Files. Contain summary data on
rental property by GSA, inventory of ADP systens,
current services, summarv of research and de\elop-
ment expendltures as well as in other program
arezs, statements of receipts for the building
of parks and various other programs whose
contributions are provided by private citizens.
This summary data is required by OMB for the
Presidents budget. Special information is also
provided to congressional committee staff
members.

is
po= 3
Ha L

Disposition: Transfer to the records center when
S5 vears old. Destroy when 15 years old. |
v 130. ' State Information Files. Consist of correspon-!
dence or memoranda related to the request by thq
! "Secretary of Transportation seeking information,
concerning the expenditure for highway construction
' in a particular congressional district. ! '

1
|
1
‘

Disposition: Destroy when 3 years old.

Forms SF-220, Statement of Financial Condition,
a report requ1red by the Treasury Department

on a semi-annual basis from all government
agencies.

. [ '
v 131. | Statement of Financial Condition Files. Contai? G£S~§/k$
i
[

Disposition: 5
i : ‘Deﬁ"”’l 3 yrs. albfer Ve
of e FY.

115-203 Four coples. including original. 1o be submitted 10 the National Archives STANDARD FORM 115-A
Revised July 1874
N Prescribed by Gene:a' Servic
AgTinigtestlion
(A P C R Y \ FPMR (41 CFR, 101-114
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. .

JOB NC PAGE OF

7
fTEVM NO

8 DESCRIPTION OF ITEM 3 w
(With inciusive Dates of Retention Periods) S:;=“SOOR ACTION TAKE

« 132.

'/133.

J13s.

v136.

. ﬁisposition: Fransfer—to—the—FederaIRecords— '

Statement of Transaction Files. Contains standdrd :}
torm SF-224, Statement of Transaction,which is Y
the financial statement of the transactions of
all funds by FHWA. |

!

r 4

© Center—when—3—years—oltd—DPeSTIOY wWhen 10 years oid.

. USE GRS  ofI
Statistical Personnel Files. Consist of correspon-
dence, working papers, notes and other materials
used to compile data for printouts to provide
the FHWA Office of Public Affairs (under FOIA),
Congress and other government agencies information
concerning retirement, employment breakdown by |
grade, organization, registers, education, training
and awards. '

Disposition: Destroy when 3 years old if
documents can be recreated. T

Status of Contract Authority Files. Contain ‘

Treasurv Form BA-7304, Status of Contract

Authority, which is prepared annually by FHWA l
|
I

for the Treasury Department reflecting the
balance of unfunded contract authority at the
beginning of the fiscal year and the unfunded
contract authority at the end of the period.
The source data used is from the general
ledger trial balances and public laws from
Congress. |
Disposition: Destroy 10 years after the close |
of the fiscal year. _l |
l
]

Status of Funds. Contain financial statements
of the military and the Department of Agriculture l
on the transfer of funds to FHWA. The report !
is done on an annual basis. Files also contain
reports on obligated and unobligated funds of
the military and Agriculture.

Disposition: Destroy 10 years after the close
of the fiscal year.

Supplemental Payroll Files. Consist of pay
Vvouchers and printouts of comprehensive payroll
records maintained by the payroll section

used for workload and personnel management
purposes.

Disposition: Destroy after receipt of individudl
earning; record.

¢ e v ) - . = =

Agminigiration -~
©OMN . 8T 3LT FPMR (41 CFR) 101-11 4



Request for Recc ds Disgmsition Authority — Conhnuatlon __t 08 NO FAGE Of
) ' 8. DESCRIPTION OF ITEM - ' ) 10
ITEV NO (With inciusive Dates or Retention Periods) 5‘;}’,;‘55“ ACTION TAXER
- - - (
v7'137. Survey Files. Contain official file copies,

A38.

/140.

reports, notes, manpower needs, studies, EEO
Goals and timetables, minority reports, project
personnel needs, trainee recruitment requirements,
and promotion analyses -needed in evaluating ;
and improving recruitment and placement aspects'
of career development programs

Disposition: Destroy when 5 years old. :

Tabulation Files. Consist of tabulation data

of Federal fund obligations, disbursements,
interrelationships to income and disbursements |
and other funds concerning the FHWA programs |
wvhich include Federal-aid and forest highway i
funds, Federal-aid and emergency relief pro;ects
and Highway Trust Funds.

Disposition: Destroy all material when 1 vear

01d, exeept—the—auarterl reports—whichare—to—
be—-offered—to—the—Archives—

Time and Attendance Files. Consist of Form (GRS-2,
FHWA 320 which are used to maintain leave Item 3A)
records as well as pay hours of FHWA employees. o

afler GAO amdF of

Disposition: Destroy,when 3 years o0ld, whichever

s soenef,
Trainee Files.
a. Motor Carrier Safety
b. Engineers
¢. Community Planners
Contain past and present training documents,
background material, notes, fiscal plans, field
review reports, general correspondence, special.
assignment preparation and progress Treports,
memorandd¥ms, travel information, statistics on
trainees course evaluation, organizaton
training, training plans from each trainee
and flow charts.

Disposition: Destroy when 5 years old.

141.} Training Program Files. Contain training plan. GRS
objectives and requirements, annual reports Ugoz,
of training activities, cumulative summary 4
115-203 Four copics. inciuding original, to be submitied 10 the Kational Archives TANDARD FORM 115-A

€08 2073 o1 . 35357

Revised July 1974

Presznbed by Genera' Servicq
© Agminigtration

FPMR (41 CFR) 101-11 4



._ . . JOL NO PAGE OF
Request for Records Dn.mon Authority — Continuation .
"y T ' \ 10
U 8. DESCRIPTION OF ITEM SAMPLE OR
TENM NC (With Inciusive Dates or Retent:ion Pernings! 08 NO ACTION TAKE

/142.

SN

44 .

1
t
1
1

,Disposition: ?Taﬂsftf—t§—§eﬂefai—*ecounffng—
| 3—yeare—oitd: USE GRS 9A3

i DOT 1500.3, Limitations in Overseas Travel,and

of recruiting, number of employees and training
roles, travel claims, correspondence, official

file copies, budget estimates, control of grade
escalation, hiring limitations, funds available
for obligation appropriation, assessment of FHWA
Training Systems, delegations of authority, '

- seminars, reports, conferences, special programs

and reimbursement agreements.

Disposition: Destrov when § years oldor whew |

|

ov odacleln , whiheney v Aoomtie,

Treasury Forms Files. Consist of Treasury Formi
No. BA-6727 which 1s a Statement of Appropriation
Account containing Section 1 balances as of |
quarter end and Section 11, Accrued Expenditures.
Files also contain Treasury Form 6728, Report

of Selected Balances for Stating Budget Results
on the Accrual Basis for Special Trust Funds i
Receipt Accounts. These two reports are
reauired by the Treasury Department quarterly.
Summary trial balances are used as source data.
M&t‘-ﬁuﬁ W FHWR \‘4\ W .

Disposition: Destroy when 10 years old.

Transportation Files. Contain public vouchers
for transportation charges from airlines for
transportation of FHWA employees and SF-113
and 1169, transportation requests by FHWA
employees for transportation to and from their
destination. ‘

b

Travel Order Files. Contain DOT Forms DOT 1500.}
Official Travel for OST and DOT Elements ,

DOT 1500.4, Temporary Travel Duty .
Disposition: TFransfer—to—the Tederat—Reeerds ]

Lenter—2-years—after fimglpayment: Destroy i
when—3 years odds aker Pha(?m%wumk, e
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145, Treasury Report Files. Contain reports required —‘
annually by OMB under Treasury Department
Circular 965 which is sent to the Treasury

Department on the balances of individual appro-: - -
" priation funds using Treasury Department Form
BA-R-2108, Statement of Unexpended Balances of =~
Appropriation of Funds and Restorations,
Treasurv Form TSF-6654, Cash Balance Review
i from Treasury, showing FHWA cash balance for
the end of the fiscal year for FHWA to reconcile
their balances, and from the regional offices, ’
FERWA form 1336 certifying their balances at
the end of the fiscal year on each appropriation. '
Files also contain information on funds transferred
from other agencies to FHWA and the transferring
of funds by FHWA to other agencies. Included
in this are working papers _and other supportlng
documents. WWW v FHuk fﬂ/ /UL,&AMA- .

Dispcsition: Desfroy when 10 years old.

+ Vacancy Announcement Files. Contain actual
applications, ranking material from panels,
copies of announcements and general correspon-
dence. The files also include applications

for merit promotion and career training programs
| and other related material on monitoring,
evaluating and impTovement of the recruitment
and placement aspects of career development
programs.

Disposition: Destroy when 2 years old e+ W%WV
an Office of Personnel Management
evaluation of the records is—made-. an .
{ i
147. Vehicle Files. Contain accident reports, general (KS
cCorrespondence, official file copies and related 10 /s
data pertaining to the management of the motor ; ;
vehicle fleets for FHWA and the maintenance of ! [
required records for all FHWA Headquarters .
|
f
I
}

motor vehicles.
---~——-—L Four cc itted 1o the National Archlves STANDAnD FORM 115-A
115-203 Four copies, including original, to be subr.n ed o ; STANDARD FOR s
) - ‘ Prescribed by General Services
AcCrin:stishion
Cin)y 1075 O . 57%-387 FPNR (41 CFRy101-114

Disposition: Destroy file when report is ¥ @
years old.
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v 148.

149.

V/150.

\/151.

/152.

Verification in Hours Status Files. Files conta
computer printouts received Irom management
on #erifying hours of FHWA employees. These
printouts are also used for audit purposes.

Disposition: Destroy when 6 months old.

to include separately the audio tapes which
relate to all video tapes produced by FHWA in
the past 4 years of training, speeches, work
shops, new techniques, actual events, policy
and procedures.

Disposition: ransfer to/the records centeT 3
when/'5 years £1d. Offep/to the apfhives '
wh 10 yeaxs old. i

Vital Records. Contain correspondence, official
file copies, record schedules, reports, an '
emergency preparedness status, essential records
and other related data pertaining to emergency
operating records and rights and interest
records and other records vital to the operation
of the Federal Highway Administration.

Video Recording Files. Contain master tapes i
i
i

Disposition: Non record. Official files
maintained by Defense planning. Destroy files
when no longer needed.

W-2 Forms. Files contain W-2 forms of all the
employees in FHWA. The W-2 is a yearly wage .
and tax statement record. ‘ :

1

H

Disposition: Destroy when,Z’years old.

Work Order Files. Contain pending work orders |
for moving walls, telephone outlets, and ﬁ
electrical outlets. These Tequests are made ;
to OST for proposed work on GSA form 2957 and
telephone orders DOT 1730.1 and Form FHWA 56, |

Requisition for Supplies, Services and Shipments.

The files also contain requests for cancellatio
of work orders.

Disposition: (a) Pending Files. Transfer
to completed work order file after completion

.

(GRS 21,
Item 4A)

DiISPOSITION NoT
APPROVED

3/58‘KTB

GRS

|
a/15b pf@
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