
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 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Some items in this schedule are either obsolete or have been superseded by new 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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 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 



•• 

REQUEST FOR RECOA~•ISPOSITION ALJTHOAITY 
• iS•• ln1tructlon1 on re~•ra•J 

TO GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES ANO IECOIIDS SERVICE. WASHINGTON, DC 20408 

UAVE BUNK 

1, FROM (AGENCY OR.ESTABLISHMENT) 

Department of Iransportat;nn 
2. M'10R SUBDIVISION 

tn .-cc01o~nct .,,i, tllf ~•~vrs,:in! ol .St USC JJOla tllt "1soo,~, •~ 
_......._.k.io!c>,:....,l........1,........1.......~.n..li!'-+-~~......,......,_w,..,1...e...;......_~---------l oues: 1n~1110,r.~ ~menompnt, is IOC'Qwte r•ceo! tor item, tll.Jt rr.a, 
s. MINOR SUBOll/l~ION Associate Administrator for lie 5tam~ "d1!!X),~' nJ: awored 1)1 ...,tlldra.,r." ,~ COl~m.- l[, 

• NAME or PERSON WITH WHOM TO CONFER I. TEL EXT 

1-2-81 
ubis ' 426-0534 O,nr 

f. CERTIFICATE OF AGENCY REPRESE~TATII/E 

I hereby certify that I am authorized to act for this agency in matters pertaining to the ~posal of the agency's records; 
that the reco;ds proposed for disposal in this Request of :3'l 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. 

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

E. TITLE Chief, Organization and 
Management Programs Divisi 

1. I. DESCRIPTION OF ITEM 
ITEM NO (Witt, lnelus,we Oates or Retent,on Penoels) 

11. Accident Re~ort Files. Consist of DOT Forms 
3902.1, 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. 

s 
Disposition: Des troy when + years old. 

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

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

Administrative Files. Contain correspondence,
personnel material, training material, budget
material, travel, daily, weeklyJmonthly and 
bi-weekly reports, communications with other 
agencies, meetings, official file copies and 
other related documents pertaining to the daily 

eration of the office. 

10. 
SAMPLE OR ACTION TAKEN 

JOB NO 

e 

115-1D7 ITANDAIID FOIIM 111 
RewoHi Apoil, 1975 
P,.e,ibed b)' General Services 

AC11111n111r1toon 
FPMFI 1•1 CFR) 101-11 • 



-- - -- - --- -- - - - - - ·------ ------ -- -----

I. DESCRIPTION OF ITEM 
(Will'\ lnc1u1•,rf 081H or Riilentoon Period1) 

•• 
S411PL£ OR 

JO!:! NO 

4 . 

D i s po s i t i on : De s t r o y when -2, ye ar~ o 1 d . 

Administrative Secu~ity Files. Contain 
correspondence, official file copies notes 
burn rna!erial, memorandums from OST, 'budget'and 
acc~unting_reports, case evaluation guides,
Civil Service Commission personnel securitv 
-~ppraisals, waiver requests and investigations 
of foreign national employees for security
clearance. 

' 

I 
Disposition: ~U's\~. u_. Af;~op!ia.L:a~51df'~ GRS lg! 

5. Advance of Funds File. Consist of correspondenci, 
1 reports, background material, working documents,/ 

requests from States and related documents · 
regarding the advance of right-of-way revolving ! : . 

funds disbursedvin accordance ,,,ith 23 USC 108c. ~~ ~.he ~:,,._J_ 
. ~ n~~~s~ 

Dispo:ition: T-1:ansfer to the records center -t ~'-tlR.. 
\•:hen ., years o] a. Destroy \•,hej} Jr" year .s old. :~. 

0
~ 

)0 I -I) . 
• I 

Ad\·ance of Funds Availability Files. Contain :
-'-'-'"--'--~-=-==-:=:-=---...:.-=~~:,,--:--=---c-~--:-7-'----~- i 

cop~es ?I_ Form F~\•:A ~ 011 LAdvance of Fund ! 
Availability) which is used as a record of : 

1 
i 

transfer of funds from other government agencies '..to ftfWk: 
and ~hich ~ill beco~e available for apportionment 
~ithin a current fiscal year. 

Disposition: T~~nsfer to the records center 
when S years old. Destroy when yyears old. 

ID 

Adverse Action Files. Contain workin~ papers 
on aoverse action correspondence, background 

• material, official file copies, copies of 
court decisions and appeals. 

: Disposition: Destroy 4 years after case is . 
close~. _____ ___ . GR..S IJ..j 1 

-./ 8. Advisorv Committee Files. Contain eerresf101:3eer1e~ o..(.~)- ~ 
freffl Cei"1.~re.!!, t:s.A., mm and OST, annual review~ 
and repo:ts, 

w~ 
~hen 2 years old or .,a.fter 

·c.14 -s , 
£TAI-.OAR.D FORM 11S-A 
Fle .. ,,d July 1974 
Pr~c,,::i.e-:, by G,r-era' S,e•-,ct! 

Adm,n,s1ra1,on 
FF'MR 1,1 crR, 101-11 • 

https://CTAI-.Oll.RD


PAGE OfRequ~_•t for ~ecord1 Dia-ion Authority-Continuation IJOB NO 

"f. 
ITEI.' NO 

9. 

I OESCl'IIPTIOW Of ITEI.' 
rw,1~. tnciu,,vr Datu Of Retpr,t,o" Per,oca, 

A~reement and Re~ort Files. Contain ~orking 
papers, actual billings for which a stJndard fo] 
SF-1114 is used, and collection of funds, 
including supporting documents, SF-1080, 
Voucher For Transfer Between Appropriation and/o 
:Funds and SF-1081, Voucher and Schedules for 
Kithdrawls and Credit Agreements ~hich are used 
with other government agencies for services to 

lbe performed by FHKA. 
I Disposition: ~estroy S years aft@r completion
of s.g1eemc11t. u.sE c:;R.s ~/ \, 

1 D. Allotment Files. Consist of Forms FHKA-370,I 
Advance of Funds Available for Obligations, used 
to document all allotments (obligationalI availability) of funds and correspondence used 
for supporting docu~ents. The form sho~s the 
initial administrative allotments, initial 
allotment of construction funds by fiscal year 
quarters, increase of an allotment of construction 
funds by perio~~ other than quarterly or annuallr 
and an increase of an allotment of funds in 
one amount for t½e fiscal year. 

Disposition: Transfer to tfte ?ecords center 
~b-en .5 ye.r, old De5troY »b/-r:i 8 years eld. 

l>5,E GR,S , , 3 ,,. 
Annual Awards Files. Consist of still photographs (GRS 21, 
and official entry forms for the Secretary's J t em 1a ( b) ) 
Annual A .. ·ards con·ducted by FH\\'A to recognize 
progra~s ~hich con~ribute effectively to the 
highway progran. State, county, local agencies, 1 

civil organization, business and industry ~hich 1 

have completed highway projects or high~ay 
projects within the categories of rural 
environment, urban environrnent, 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. 

Dispositio . Transfer~oe records ~er 
when 5 y rs old. Des y when lOrrs 
old. 

12. Apportionment and Rea~portionment Schedule. 
Consist of completed F-132 1 s'";""Apport1onrnent 
and Reapportionment Schedules, and supporting 
documents used specifically to show funds 

Fo111 copln, Wll>dln9 on;ln1I lo H ..,!>mtne-d 10 lt>e H1Uon1I •~11...... ITA.~OA.RO FOAi.i 1,S-A 
Rev•s..C, J~ly 1S?• 
Pres:•,~~ by Gt"f'I' ~....,,_. 

AC,m1r1111ra11on 
FPMi:; t•1 CFR, 101-11 • 

115-103 

http:IU.NOA.RO
http:b\Sf'C~IO.tJ


Request for Records Ois.--01ltion Authority-Continuation JOB NO 

I. 0£SCRIP'TION OF rTEM 
rw,,,, lnclu&•W"e Oa1H or 1q,.,,1,on P•ftoCS) 

'· 

apportioned and reappropriated for the Federal 
High~ay Administratlon. 

Disposition: l1e~sfey te the reco1ds eenteF 
wJ:ieA 6 yeaFs old. DestIO) whep 8 ,ea1s old., 

,c 
ACTtO'°' TAK' 

-• 

\,\SE GR.S ..S-/ ~ .• 
✓) 3. ~opr i a t i on F i 1e s . Con t a in r e c ords o f J av.· s 

on funds that are appropriated oy 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 
5 years old. Destroy when 10 years old. 

✓] .1. Assessment of Potential for Secretarial Positions. 
Conta1n incom1ng correspondence ano evaluations 
used in merit pro~otion selections for secretaries. 

Disposition: Destroy ~hen 6 months old. 

) 5. Associate Administrator Files. Contain 
correspondence frof!1 OST and all off ices l>:i thin c:fr-ice. oC' 
Adr.iinistration l>:ith ~coPiiFJg and outgoing mail 
from each individual office related to a 
particular subject. Files~ contain material 
on the subject of hiring, limitations, the 
Spanish Speaking Program, briefing material 
from OST, bi-weekly highlight reports, 
congressional inquiries, etc. The Associate 
Administrator for Administration serves as the 
principal advisor to the Administrator on all . 
management and administrative matters as they : 
relate to FHKA missions, programs and objectives'. 
and in this capacity participate fully in FHKA i 
policy determinations and program formulation, I 
and provide executive direction over the activitles 
of the organization. j 

Disposition: Destroy when 3 years old. 

STANDARD FOAM 1I5-A 
A•w.s.ee July ,s;, 
Pr•scr,bec, by Ge~.:a' Se•w.et 

A::lmrn,s1,11,on 
FPMR ('1 CFR1 101 -,, r 

https://STANO.I.AO
https://A�w.s.ee


-~.-----------r---
JOB NO PAGE OF

Request for Records Disposition Authority- Continuati<;>n 

7. 
ITEM NO 

I 6 . 

17. 

9. 
8. DESCRIPTION OF ITEM SAMPLE OR 

With Inclusive Dates or Retenhon Periods) JOB NO 

.,
Bs,a PFae@J9iH~ Files. Contain code 

cards for expenditures and obligations covering 
all payments for FllWA. This ~awrai data is used li...~'.f 
~ computer printouts. ,~~~o->V 

Disposition: Destroy when 1 year old. 

Biographical Sketches. Contain, along with 
picture, summary of work experience, education, 
aKards 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 o 
the Administrator, Associate Administrators, Sta f 
0 f f i c e D i re c t o rs , Re g i on a I Adm i n i s t r a t o r s a n d /tr r ~, \ p~c. loa 
Regional Engineers. ea.. 3,, / 1o 

~- ~e.urJ.Cof~-- f£RMANe/JT. 

10. 
ACTION TAKEN 

1Dj=-position: Dc~tI'!)Y 1 yeaI" aftcI" SCi7BTBtisH 
from ¥1-!WA. Plue 11v ,~c..J.,"'f, fil-e. '-"Pall\ ,~.p,vr~-.:fw...., ~ F1!-WA, . 

Bre.,..k. ir1.t\.cliVt f-rl-t WU~ 10 L(rs:. ,..._ o~ -it> NA- ~ !.Aftr>t-
),_ ftll o~ ""f"ies-- Des'k"~ I "Ir, ~ier se.p~i, •

,/ 18. Bond Files. Consist of reports, payroll vouchers(GRS-2, 
and related papers pertaining to the purchase of Item 7) 

S. Savings Bonds by FHWA employees. o-L 

position: Destroy when 3 years old.E
get Executive Files. Consist of correspon- NCl-'fo,-

denc-e related to any request for budget action 7fi-l,, 
that concerns Washington Headquarters or field J<_ I-> 
division offices. 

(G£s S"J~tt-) 
tta'Rs fc1 to . tbJLreco 1 ds center 

Mtrei't-~~~t:.S--Q~h. DestroYA~ -~ ye a rs ~ rtJ . 
.s' t>..fiu:. ~lt:1..e. .: F- T. r

co,ec<'a I?!) ~ I, ~et,
udget Files. Contain actual invoices for commu- NCl-'/Ot-
ications, machine repairs, equipment rentals, 11-{ 

reir.1bursable services with OST and Coast Guard, ~ / 
i 11 s for rent Of off i Ce s in the fie 1d, annual an cc.ls7A)

~I uarterly reports, working capital funds and all 1 
{~late~ ~aterials pertaining to the budget. 

g]d --~~ 
~ V ~ ~ '#...o. 

/21. ud et Re uest Files. Contain three types of 
~equests. These are Departmental, Congressional 
~nd 0MB. Departmental are requests for funds fro__JHWA for the operation of their programs. 
ongressi~nal and 0MB ar~ requests for special 

lo1spos1t1on: 

Four copies, lncludlrig original. to b~ submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Serv,ces 

Adm,n1strat1on 
FPMR (41 CFR) 101-11 4 

115-203 

https://r;t?.t'lj.iA


----..----·------~------.--! JOB NO IPAGE OFRequest for Records Disposition Authority-Continuation , r 

7. 
ITEM NO 

,./22. 

.I ,/ 23. 

B. DESCRIPTION OF ITEM 
(With lnclus,ve Dates or Retention Periods) 

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: Tr:u~&f.er to _the 1ecords center 
wheR 2 yea:Ys elcL Destroy~~ ~years -Er.14. 

• 5 . ~~~IP-~. ,,·~.'.:l,. 
Bridge Commission Files. Consist of correspon-
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 ~ecords center 
when the State highway department accepts 
bridge for maintenance. 
old. lwtu. 

Destroy' ·.vhcn 10 years 

Building Service Files., 
correspondence, records 

Contain general 
of coordination and 

approval, official file ~opies, information 
on the Federal building fund, construction, 
maintenance, repairs and r~novations, designs, 
plans, etc. 

Disposition: 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 transfer of funds between 
government agencies without checks and form 

1GSA-789 , Statement Voucher and Schedule of 
Withdrawals and· Credi ts, authorizing payments 
to General Services for supplies, motor pool 
payments, etc. 

Disposition: Destroy 6 years, 3 months after 
period covered by account. 

-------'------------
115-203 Four copies, Including original, to be submitted to the National Archives 

9. 
10.SM.IPLE OR 

ACTION TAKENJOB NO 

l+l-,., p( 

~­

STANDARD FORM 115-A 
Revised July 1974 
PrE>scribed by General Services 

Adm,n,strat1on 
FP'vlR (41 CFR) 101-11 4 

http:years-&.14
https://Tr:u~&f.er


Request for Records Disposition Authority-Continuation 
PAGE OF 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO 

, 0. 
ACTION lAKEN 

✓ 25. Classification Appeal Case Files. Contain 
correspondence, official file copies, backup 
material, record copies, approvals and appeals 
of employees. 

Disposition: Dest~y 3 years after case is 
closed. 

Combined Statement Files. Contain computer 
printouts from the Treasury Department showing 
how FHWA se~ments are printed. 

Disposition: Destroy when 1 year old. 

GR.S 1/ 
--rtJ... c-L 

Conr.1ittee Files. Contain non-ad,·isory comJilittee G~s /li, 
fiJes, including general correspondence, annual lrltZ(~ cJ,,., 
reports, background material, types of committees, 
e J e c t e d off i c er s and name of Fl-: KA. em p J o ye es 
serving on various committees. 

Pisposition: De:-troy ~ 2 years -o-l-d.o..Fkr 
'-le.v.-.;"-~~1n1.,,, oF c~·1tf.ee, 

Communications Management Information Services (011S) 
Report Files. Contain GSA forms 2936, and 2~36 
A, B, C, and P. These forms are sent to OST 
for finaJ approval Jf a ne~ terminal is instaJJed. 
Files also contain a·pprovals for use of J-TS lines., 
:receiver computer printouts on telecopier 
!messafes, computer printouts from OST used as 
:an inventory to make comparisons ~ith GSA for 
ichanges and updating equipment. A Quarterly 
!report is received from FP.l'.'A on individual 
!terminal usage of FTS Intercity Voice Network 
1dat5 transmission which includes number of 
:originated crJls, number of originated minutes, 
;manufacture and model number. 
j 

:Disposition: Destroy quarterly. 

Computer Printout Files. Contain statistical 1 

data, financial statements on all money obligated 
for Fl!l•."A contracts and the end of the fiscal 
year computer runs of FH~A dollar obligations 
usfd for ~orking documents. 

______j____________.____L__ 
115-:103 Four copies, lncludlng orlglnal, to be submlMed to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by Genera 1 5-?rv,ces 

Adm1n1st~at,on 
FPMR (41 CFR) 101-11 4 

https://c~�1tf.ee


✓ 3(). 

I. D£SCRIPTtC)III O. ITEM 
(Wrtl'I 1ncIu,,ve 011rs or R~1•ntoon P•,.O<h) • 

Dispcsition: Transfer to the records center 
\\' h en 2 y e a r s o l d . Des t r o y \o.' hen 7 ye ,. r s o l d . 

•SAI.IPLE OR 
JOE! NO 

Cor.ferenre Flles. (:onsist of general correspon- GR.Su/ 
dence, agenc'a item:,, notices, briefing material, 1ab(Vb)d-
reports and other record documents pertaining 1 ~- 1 
to the accomplishments of Secretarial and 1 

-_Re&ional Conference.:- attended by FH\\'A ExecutiYes;. 

Disposition: Destroy ~hen 3 years old. 

Cor,fidential Files. Contain confidential 
statements and financial interest form DOT 
3700.l. This information is required by 
Executive Order 11222 and the regulations of the 
Civil SerYice CoMmission and may not be disclosed 
except as the Commission or the agency head may 1 

determine for good cause shoKn. The information 
to b< listed docs not require a sho~ing of the 
anount of financial interest, indehtedness, or 
the value of real property. 

a l.(r-s. 

Disposition: Dest'roy""-after separation of the 
emp1oyee 0 r a 11.~· e,J21e.r ~l~e l_~es '-f{..e Po51'f-i'tn.- ~ 

wl,\tch, ~ s~ 1!:> fe..oc..t.i~, 

Contract Co~~oditv Files. Contain construction 
contracts to purchase large pieces of equipment 
such as electrical transformers, chip spreaders 
and supportive equipment for the laboratory at 
Fairbanks High~ay Research Station. 

Disposition: lTen54°eY te tfle Re~@rds Center 
2 years after the case is ele~ed. Destroy wbe~ 
7 )'@3T5 el-d-. l,\SE GR.S 3/>f, 

/ 33. Contract Files. Contain formal and informal 
contracts, correspondence, memorandums, notes, 
agreements, copies of negotiated contracts 
~ith modifications and copies of each of the 
paid contractcrs invoices and history of payments. 

Disposition: ~f~n41-+A~~~.~-~-.-~TF-r"-x~a~n~s~f~e~1---t-t~o\'"'""11e-l~ol"l'1:s~e~dt--­
file after finBl pa}"'Jffi1t is made. (b) Elo!ed. 
D-estrey fl years J JRonths afteF tne pe11ou 
c0veree bl tl1e account. 

Ge.s 

ITAHOARD FORM 11S-A 
Fle••sed July 1974 
Prncr,i>eo Dy Genera' Se•.,:•s 

AO"TI1n1r.1ratiori 
FPt.'R (41 CHI, 101-11 • 

http:Aj""nlnl~1rat.or
https://correspon-GR.Su


-------
·- ··- - -------------------------,----------,-----

JOe NORequest for Records Oi sltion Authorfty-Contlnuation • 
> ' 

7. •. OESCRIPTt~ Of ITEa.c 
l"TEV NO IW1!h tnclus•~ Da1Pi or Retp.,t,on Pericx," 

✓ 34_ Coordination Files. Contain coordination and 
approval for proposed revisions of the Federal­
aid_H~gh~ay Program ~anual, legislation, propose 
rev1s1ons to the FHhA manuals and directives 

' draft material, coordination responses backgrou d 
I material, official file copies and oth;r data 
:·pertaining to tOT F-1321.1, Record of Coordination 

and Approval. This forrn shall be used for all : 
directive clearances. Directives requiring formal 
coordination ~ith Secretarial offices or operating 
administrations ~ill be cleared ~ith the head5 \ 
of such organizations. , 

I 
Disposition: Destroy l year after final issuanc~ 
of documents involved. 1 

Credit Card Files. Consist of memorandums, 
U.S. government cards (gasoline credit cards, 
GSA store cards and telephone credit cards) and 
forms FHKA-149 non-expendable property inventory, 
and FH~A-164 Property Receipt and/or receipt ! 
for property returned. • 

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

Current Year Files. Files contain current year 
forms"-s~l33, Report on Budget Execution. This 
report is required ~y 0MB Circular No. A-34. 
Also included are working papers and supporting 
documents. 

$' 
Disposition: Destroy~years after the close 

'of the fiscal year. 

/37_ Data System Program Files. Consist of incoming 
mail, notes, requests for ADP services (GSA 

. Forrn 2068), budget material (Spring Revie~, 
'. 0MB A-11) requisitions, contract 6greements, 
. research mat~rial, feasibility studies from the 

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 FH~A data processing policy and 

STANDARD FORM 115-A 
Rtvis.e-:, July HP• 
Prucr,totd by Gt'>tre' Servoc 

Ac,,,.,,n,s1re1,0n 
F'PMR (41 CFRi 101-11 • 



Aequ~•t for ~•cord• Di1p,. 1lti0n Authorlty-Contlnu ■ tion 

,. 10I DESCRIPTION OF ITEt,1 
ACTION 'TA~E,_(W,tt, lnciu,,.,. Date, 01 RetenhOPI Peroo0,1ITE"' NO 

programs, integrating field and headquarters for 
overall requirements with the Departments and 
Federal Goverrunt!nt policies and systems, providi g 
~onsulting services, c0nducting special applicat on 
studies and providing technical direction and 
assistance. 

Disposition: Destroy when 3 years old. 
I I 

/ 38. I ' Delegation of Authority Files. Contain material~ 
i 

pertaining to official approval of delegating 
authority to sign travel vouchers, contracts, 
general delegations, direct federal delegations, 1 

administrative and pr·ogram responsibilities, 
incoming requests for changes in the travel 
authorjty and requests for dates ~hen delegations 
of authority are given. 

Disposition: Destroy 6 years from date delegati~n 
i s i n ,. a 1 i d . i/ ... 

• ! 

I 39. Directives Files. Consist of official file '. NC/- 'IOG. :-
copies, background material and other papers 19 _1J , 

related to the development of Fffi\'A directives, .::J:.k.,..,, So,., 
includin£ changes that are authorized issuances 
and used as a primary means of issuing policy 
instructions and procedures. The follo~ing are 
the types of dire~tives issued in FH~A: 

• 
a. Bulletins. Temporary informational issuance~ 

used for one-,ime 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 • ram Manual FHPM 
Contain all ater1al tat 
establishes or modifies these policies, 
requirements,procedures or guidelines 
impacting on State high~ay departments, 
Metropolitan Planning Organizations, local 
government jurisdictions or Governors 
Highway Safety Representatives. 

Four coplH lftcludlng orfgln•I. to be ..,bnwfled to Ole Nabonal Ar:hl•H l'TAMDARD FORM 115-A115-203 
~v•~~d July 1974 
Prncr,beC Dy Grne••• Serv,cr~ 
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R~quesl for R~cord1 Oi1po1ltion Authorfty-Conllnu ■ tion • 

I 
I JOB 'NO IPAGE OF 

I DESCRtPitDN OF ITE'-' 1Ds.u.c,,._e• OR 
(W1fl'I lncluJ•..-e O11e, or Re1ent,on PenodJl A.CTIO"i TA.O:E"-JOE NO 

Tempordry transmitting 
one-time or short-term instructions or 

~) Gl\\ o+k. CO'f>ies -- 1>e~-\k., • tut~ w~vio \~ec '""-L."ft~, 

0 

Notices. issuances 

information ~hich is expected to rernRin 
in effect for less than 90 days or for a 
predetermined amount of time not to exceed 
1 year. 

Disposjtion: Transfer to the records center 
~hen 2 years old. Destroy ~hen 10 years old, 

I 

d. Orders. Internal directives limited in volur.1e
I 

and containing permanent or long-lasting 
policy, instructions and procedures. . 

'" f€CQ..nl C&-1?1.l -- PE~,t< A.AJe).J"t. P(~-\~ l'°\-~Je.. f-lle. V~cr>-1... <;_l;re,-seHr~ .. 
. 'J ~re.<4..1< ·\-~LC.$ve.. ~'il-e ev~ 'f £::.fS· t- cf-'.Cei i'P tJ-4/l~ L-<f-.. br~

J;;i;i.spoqt1on:erw.a.y;e1H. Q ➔T to Atch:ires . ~' 
,, h c fl 1 0 , ea 1 s o 1cl . Arr· 

6 
~ , 

,;i_') AO ~ c&fies ---Des+r-~ ik., ~ ~ut w 4- Vlo l~i~riee~/j 4r. 

e. Tec~nical Advisories (TA). Contain permanent • 
or long-lasting detailed techniques or ' 
technical material ~hich is advisory in 
nature and is directed to State high~ay 
departments, Governors High~ay Safety 
Representatives or local government 

) iuri~dict.ions, as ,,;ell as FH'l,'.l'A orQanizations. ~reA.k.. J. _ 
• l) rfc;oc-c{ C<:>f'1 ••• i>E'€J.,\/lv~. f'la.ce..A·,.._ 11\.-~~ 1f·ile vp""-' su.,ne,ses:S"h'":.£ D , ...~/

~i\Q ~ iO WS'· -f 0~ °¾ /V ~.s. U-.f>'..,_ c,('ei]=, /\•<· .I:>~ -H, CA., /" !.jf, 
r,· • • n• ~ l. A l."-1.!pos1t1on. rerroanenter to tne n_TEnl'tes I '-.0.. 
Wfl e fl 1 B ea l .! 01 a . <>l) All cvpei. •• ))e~ ll,<. <'-'t,e.,~C<j wl~ r\O • ~1u ~ 

~ _R.:u,.hr,,, . Jl + j s. ~~ _olac.v~s -- .:De~,. iO l,\f.S C\. Re,- ' .IJC I- • b,A

'::-"""e(.f'iwf'lt'.l'-fs' ~~lifeJ1 ~-1<.f'e.r,;;eq~ 1 ~rcr,so(~7 •. I '-/6~-'1<i-:f 1 I~5 
, Directory Files. Contain cnanges made period- ! ! 

1cally to Government Manuals, the Congressional 1
Directory, the Federal Register and others. 1 

Files also contain requests for the changes by t 
related organizations such as NARUC, ARTBA and I 
other agencies affiliated with FH~A and DOT. i 

j 
I 

Disposition: Destroy ~hen 3 years old. I 

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

115-:t03 Fo11r c09i.I. lf>cllld1n11 original. to t>t a.ibrnlnf'<I lo tt,1 H10on11 Archlw11 ITA."10A.R0 FORM 115-A 
Rtw•s.e::! July 1974 
PrHcribe::! by Gtne•a: Se-.,ce 

Adm1n11tr11,on 
FPMR ,., crR; 101-11 • 

http:ITA."10A.RD
https://R.:u,.hr
https://volur.1e
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J06 NC,Re-q..i~st for Rt:cords u,sposltion AL:ihorlty-Continuatlon 

I DESCRIMION OF ITElw' •SAl.iPLE OR(W,tt. lncluJ•~ 011~, o• Rel~l'lloon P~roC>ds• JOE NO 
10 

ACTIO,_ 'T Al(f 

Disposition: TrsBsfer to the reco1d, cente1 
w.hen ~ ?'e:in; oJ'3, De£tT9" \ifle:A 10 yea1 s old. 

C{SE aes ~ I I 
Document Security. Contain classified materia1J GRS 16 
semi-annual and annual reports prepared I ,;)._cJ.. 
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 High~ay 
Administration including receipt, control, ! 
accountability, distribution, filing, reproduction, 
and disposal of classified documents, informati¢n 
and ~aterial. I 

i 

Disposition: Destroy ~hen 2 years old. 

Dollar Deposit Liability Files. Contain 
Departraent of Commerce Forms BE-138 and 139, 
Dollars Deposit l'.iabilities to "Foreigners." 
This is an annual report to the Department of 
Co □ ~erce concernin& raoney on hand from foreign 
countries. 

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

Enolovee Master Record Files. Consist of 
computer printout-Forms FHhA 1048, ·~aster 
E~ployee Record~ which are used by the Payroll 
Section for posting changes on a biweekly 
basis, Form FHWA-21, ~uthorization for Paid 
Overtime and Holiday Work and for Compensatory 
Overtime, used for the appropriate officials to 1 

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 accuracv 
~f salary payments a~d deductions. • I 

Disposition: Destroy ~hen 3 years old. 

Em lo rment Corres ondence Files. Contain4 5. 
o 1cial i e copies, copies o letters 
inquiring about employment, requesting 
literature of special ioterest on training 
and career opportunities in the Federal 
High~ay Administration and other information 

Fo11r C09l11, lncll>Cf~ orlglr,11, lo be sYbmlnN to I'll N1tlon1I AtePllw11 ITAN04RO FORM 11S-A 
Rh•~rd July , Si'• 
Prrscrit>ed by G~nrra1 St...,,c 

AdM1,..rstr2~10n 
FPMR 141 CFR, 101- 11' 



PAGE Of
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1. 
!'TE.,. NO 

• OE SCPIP'fl()N or ITE 1,1 
(W1tl'I lnCILJI•~ DIIPl O' Rpte.,t,on Pp1oods\ 

t 
SAV"LE OP 

JOE, NO 

,o 
ACl Iv'- l A<:E" 

pertaining to FHKA personnel training and 
employee development programs. 

Disposition: Destroy when 2 years old. 

-t 

Execution ReDort Files. Contain computer 
printouts of employee levels, ~orking papers, 
ccst estirr.ates, appropriations, official file 
copies and related financial statements 
pertaining to general operati~g expenses of each 
organizational element of the Agency. 

Disposition: iFaHsfer te the Tecords CBRteT 
~he~~ years old. Destroy ~hen~ years old. 

s 
Federal Outlays by Geographic Location Files. 
Contain Office of Economic Opportunity Form 
OEO-177, Federal Outlay Data Transmittal 
Sheet. This report is prepared by Regions 8, 
9, 10, and 15 froll} special computer printouts 
on an annual basis. 

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

Financial Management Files. Consist of trip 
report findings on anything dealing with 
financial management in the States, working 
papers on special reports and financial 
reviews of FH\\'A r~gion and division offices 
on ho~ their financial management programs 
are ,.-orking. 

Disposition: Destroy when 10 years old. 

Financial Statements. Contain correspondence, , 
program changes for FH~A payroll and ~ithholdin' 
instructions from state and local governments : 
for FHh'A employee earnings. i 

I 

Dispos~tion: Destroy when records are updated.' 

ITANDUID FORM 1U-A 
~,,i,.p::, Jvly 1S74 
PrncrrbeC, by G•~••I Strv,c 

Ac,m,n,str,t,on 
FPMF. l., CFR1 101 - 11 4 

115--103 



e 
Request for Records Disposition Authorlt)'-Contlnuatlon 

7 I ::>ESCRIP'TION or ITEli.A 
rTEt.' NO (With lnclu1n,• 011•~ o• Ret•nt,on P•roDCISI 

•S.t..MPLE OR 
JOB NO 

II' 50. Fi~cal Services Program File~. Consist of 
correspondence, associated accounting and budget
work papers, allotment control sheets, bud~et 
:information, fiscal plans, obligations and outla;i

1 and other materials pertaining to the office 
: efforts to develop and coordinate the budget 
execution plan for the FHKA to assure the most 

-s 

-----,--------------------- IJ©S NO 

effecti,·e and economical expenditure of appropriited 
funds. ! • 

\l\,"i~ s ~ ~ ':] 'iL.j -Pr' I 

D i s po s i t i on : Destro Y.A ~ / ye a rs -e 1 d . ~ ~ ~ ~ •: 

! Foreign Country Files. Consist of correspondenc!, / 
'financial data, reimbursable agreements and other 
papers related to FHKA involvement in "'ork done ' 
~ith foreign countries. 

Disposition: Transfer to the records center 
.,·hen 3 years old., Destroy "'hen 10 years old. 

Forest Contains 
correspon ence an a computer__ printout 
sumnary of forest highway funds. expended on an • 
an nu a 1 bas i s . f,tA,C,W~-~le. c(p.;f-.,___ ~ OST. '"7°k..h ,1, a.- r-e~fl l-e ,:

I 
11,1., 

I 

Disnosition: Destroy 10 years after the close 
of the fiscal year. i .. 
Form Files. Consist of working papers, liGRs~/
background material, requisitions, a record 1~ c,-1;,, 

copy of the f onn create~ and a -6?,xf I 
copy of FHKA Form 1124, iequirement for Form : ~ 1 

or Report·, which is submitted by the originating i 
office when a new form is proposed or an exist- i 
ing form requires revision. ! 

W he,,,.,v I 

Disposition: Transfer to closed file ~fte-i- I 
form is cancelled or superseded or discontinued.I 
Destroy WflO-i+~ ye-sr ~..- .5· i1rs. l~,c. i 

MaM,vo..\ P,les, 
54. FH~A Organization·~ile!. Contains memorandums 

of official approvals of organizational 
structure changes. A record must be kept 
of how an office is organized or of a reorganiza ion. 
Also included are official working files of 
headquarters, regions, divisions, forei~n 
programs or missions, official file copies, 
correspondence, background material, 

,,~203 STA.HOA.RO FORIIIII 11S-A 
R•vo~::, July 1974 -
Prttcri~d t,y C,rr,rr1' ~ .... er 

Ad m.n,strat,on 
f'Pl,IR '" CFR, ,o,-n' 

https://STA.HOA.RO


Reque,sl for Record, o· altion Authority-Continuation JOB NO 

1. 
liE ,_, NO 

I OESCl'IIPTtON OF ITEM 
(W•!" tnc 1vl· ... o.,., or RP!P'l!,on Per,oo,; 

organizatjonal charts and other related papers 
L\. Orcle.- c~\"-t"'\"'j 01':i"'-""tU....'\'ie"\¼.{ c~-..~ es. (reCc.-.rc-1.. c 

D" -~· .rr l1spo:s1 1en: On:er te A1 cJJ1Ves =w,,EHl , 5 years 

~ b. Alf cJ.k.r vvtc.kr-1a.l -- Ves4-.-,..__,, ,-11\, c-'.$1~., J,e
r.f<?;(m - 7 (,,J ~ VI 0 

:rreedom of !nformatjon Act Fjles. Contain 
'Fede~al Reg1~ter submissions, Department of 
,Justice studJes, comments, fee exemotions 
_except for services performed witho~t charge 
,or at a reduced charge. The files also contain 
;general correspondence, problem cases, appeals, 
ba~k~round material, official file copies, 
or1g1nal requests, routine requests and initial 

,. 
SA.l.'"LE OR 

JOe NO 

PAGE OF 

-t 

:¼. ItAle ~JJ-; 
i'i, IJtlR.s 
~ O '-trs. 

o l ~,' 

Arr.­
~(,1,.{ 

\ '1/4r, 

/ 56. 

•denials. 
Disposition: 
l03t er1t15. 

GAO Genera] 
irnemorandurns 
al] Genera] 
reports. 

'Disposition: 

GAO Reports. 

~e!t101 S )'GiT£ after date of 

(.{SE '4fprc,pr,tcle..~s .fu.n,_ GR..s I~, 
Files. Consist of correspondence, 
and other file material regarding 
Account'ing off.ice actiYities except 

Destroy ~hen 3 years old. 

Consist of case files on each 

ITANOARD ,0111,1 116-A 
RPv1SPd July 197• 
Prescribe:, by G•"•'•' ~•voce 

Adm,n,s111tion 
FPMR 1•1 CFR, 101-11 • 

.·-- ·--- -, -· ...... "' 
Adm1n1stra1,on 

FPMR (C1 CFR) 101-11 • 

survey or revie~ by the General Accounting 
Office including drafts and final reports on 
cases involving or of interest to FHh"A. 

:Disposition: Destroy 5 years after case has 
!been closed. 

'.General Led~er Files. Contains general ledgers 
~hich are o ficial records. These ledgers 
.summarize the financial status and financial 
·transactions of FH\\'A, 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. 

Eisposition: Destroy 10 years after the close 
rf the fiscal year involved. 

i 
I
: 
i 

Four c~I. MC:ludlng onfln1I, to b• 1ubmmed IO lfll N1tioMI ArchlwH115-10:t 

\, 

http:roe<?;(�.fl
http:Reque.sl


. ' R~quut for R~cords Dl1po1ltion Authorlty-Contlnu1tlon ( IJOB NO IPAGE OF 

1. 
fT[1,1 NO 

I. DESCRIPTION OF rTEt,1 
(W11t1 tnciu,,.e Dale~ o• R•·,en1,on P•••~I) 

•SU.CPLE DA 
JOB NO 

10 
ACTIO... l A.l(E I 

✓ 59. General Services Administration Self-Service 
Stores. Contain GSA form 3146, Self-Service Store 
Shopping_List/Sa~es Slip and ~SA 3146-A, Continultion 
Sheet w]nch consists of quant1 ty, unit price, 
description and total price. ~11 FH~A offices , 1 

purchasing supply items must fill out these forms 1• 

I 
: 

--t· 

-

!Disposition: Destroy ~hen 2 years old. 

Grant Files. Contain fel]o;.·ship ~rants, scholar--G/2,S 
,ship grants, grant agree~ents, modifications and 3/1~ 
supporting correspondence. I

I {HvL-.f 
IL~)-+ 

' 

1Disposition: Destroy when 5 years old. 
I 
!Health Benefits Reports Files. Files contain 
'~81)9, Health Benefits Registration Form, used 
1by each eraployee to enroll in the Federal 
!Emoloyees Health Benefit Program and SF-2810, 
j Notice of Change in Health Benefits Enrollment 
used by the employee to cancel, change, or take 
any action required that may effect their health 
plan that is reported to the health benefits 
carrier. 

1~1'.Jiuation o~;;;le~~~ D~j~105 Kheli 3 year-£. 

I ,. 
High"·ay Status Files. Contain general correspon-' 
dence, telegraphi~ messages, tabulated data on I 
the status of highway funds and systems reported I 
from states and regions of actual funds used , 
each fiscal year. ! 

Disposition: Destroy when 5 years old. 
I 

Identification Card/Credential Application Files. 1 

Consist of application requests tor identificatior 
cards for all FHWA employees, temporary overseas employees, 
regional administrators and contractors. The 'c;,es ;;Ii 
card is issued for official purposes and for / 
identification onlv. Files also contain J./4 _ ,..L 
correspondence received for requests for the 
replacement of identification cards. 

Disposition: Destroy credentials 3 months after 
returning to the issuing office. 

IU.NOARC FORM 115-A 
Rtv,~t! July 1974 

11r.-203 

Prescr,~d by Gt"•••' ~ ..... ,c, 
Ad,.,,n,s1,11 ,on 

c.,. I • •• • • I': •• , ... FPMF\ (41 CFR, 101-11 • 
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I I Pt.GE OF
Req .. ut for Records Disposition Authority-Continuation 

·for entire agency. Files also contain sugges­

I DE SCR1P11C)N OF ITft,1 
(With lnclu~•~ 0&1U o, Re1en11on Per,0051 

Incentive A~ards Files. Contain Secretary's, 
Administrator's Special Honor Awards, Quality 
1ncreas~s, and Special Achievement Cash Awards 

tions adopted and rejected by.Headquarters. 

·Disposition: Destroy when 2 years old. 

I 

'Jndi,·:idua] Earning Record Files. Contain computer! (GP-S-2,, 
._printout FH'viA Form 305 .rhich proYides indi\•idua] I J t em 1 )I
:records of gross to net ~ages listed by pay 
·periods for the entir~ calendar year. , I 

Dispos:ition: -Ile,tYo-y 56 yea1s after tJ,e date 
.....J;)f the last entry OFl: tl=le cend. / , 

l{.SE GR.S c2.. I ' GR. S 00/
Jndi,·idual Ret:irement Record Fi]es. Consist of ~ 
SF-2806's, 'Jndividua] Retirement Record, maintained ~tc· 
for each employee subject to the Civil Service 
Retirement Act. The forms sho~ the amount of 
-current vear and cumulative totals from salaries 
of emploiees as sho~n on the cumulative payroll 
,disbursement registers and the amount of retirement 
,deductions in prior years from salaries of 
employees currently on the rolls. 

Disposition: Transfer to the Office of Personnel 
,and ~lanagement no later than 5 days after the i 
1date of the final paycheck or upon transfer to L 
1another government agency. (FPM 831-1, Supp. 22-~) 

I 

jlnternational Transactions Files. Contain SF-13,1 
:International Transactions of the Federal ! 
~o~ernment. The quarterly report ~hich is , 
~repared on an SF-13 and sent to the Commerce i 
!Department reflects FHWA' s financial transactions, 
~ith foreign countries. I 
~isposition: Destroy 10 years after the close 

f the fiscal year. 

115-~3 ITANOARO FOAM 115-A 
Re,,wa Ju'y 1974 _ 
PtHCrtbed by General Sf>,..,,,, 

Adm1n,s1ra1,o., -
FPMR (C\ CFR1101-11, 

http:bllWtl.cs
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10. 
ITIM NO 

I. 0£SCAIPTION 0, ITIM7. 
ACTION TAKEN(Wrtrl II\Cl1111we 011n or lllelel\110,, Pert0Ct11 

-~ 

Mail Management. Consist of semi-annual mail- 68. ... counts which are a compilation of all mailings
made both in Headquarters and the field annually 
and used as the basis for computin~ the annual 
payment to the U.S. Post Office Department. 

Y)\~ 5 
Di~position: Destroy when 6 -yearS-old. 

~anagement Project Study Files. Consist of , 
correspondence, official file copies, notes, i 
draft background material, questionnaires, I 
stat'istical data, summaries and other papers
related to the office efforts to plan and conduci 
management studies and surveys of FHWA s~affing , 
.requirements, procedures and systems to improve
jthe economy, efficiency and effectiveness of the 
!management and operation of the Administration. 
I 

,Disposition: Transfer to the records center 
!~hen 10 years old. Destroy when 15 years old. 
1ho.·· •Merit Promotion Activitv Files. Contain active 
and inactive applications of persons applying
in the FHl,·A 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: Dest~oy when 2 years old or I 
earlier if an Office of Personnel Management 
evaluaticn of the records is made~-~~~LJ 
~1~/~~ /rt"~.> ----~,.-,T/
Merit Promotion Files (Senior Executive Service &RS 0 ,,_/...,
Contain re erence materia , o icia i e copies
corresponedence to Office of Personnel Manage-
ment, SF-171's, Personnel Qualification Ranking
SchP.dule (Merit Promotion Plan); also, informa-
o~ the approval or disapproval of promotions. 

Disposition: Destroy when 2 years old or 
earlier if an Office of Personnel Management 
evaluation of the records is made.)~ _ 
~ ~n<,(J,4' ~ ~ F~ ~ ?;/~/ 
~ .3.3 3 .1 ~ A- J./,1 "'1.e_ ~., 

115-203 Four copies, lncludlng orlglnal, to be submitted to the Netlonal Archh,ea STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1stra110n 
FPMR (41 CFR) 101-11.4 



JOB NORequeit for R'ecords D1 01ftlon Authority-Continuation 

I DESCRIPTION OF ITE~ 
(W,t~. lncluS•Yf 011P~ or Retent,on Pe•re>01, 

- 4 

-•. 
vi 2. Monthly Narrative Reports. Contain monthly 

narrative reports from each division and regiona 
office concerning the progressive stages of Ja 

1individual high~ay projects including informatio~ ORS, i 
ion obligations, program requirements and funding -f°"'- • 
;probl:ms and oth:r perti~e~t dat~ needed in the ~-
!planning, execution, administration and control 
lof the Administration's programs financed fron 
·the Hi~h~ay Trust Fund and from other funds. 

,Disposition: Destroy ~hen 2 years old. 
I 
I 

!Monthly Report of Federal Civilian 
Emplovment Files. Consist of SF-113A's, Monthly 

:Report of Federal Civilian Emplo~-ment, \\·hich are 
used to submit the report related to emplo~-ment 
at the end of each month to the Office of 
Personnel Mar:agement. 

Disposition: Revidw ~fld upclatc files am1t.ally.
Y~ WMM.- ~ 1j cs.. o IJ. 

;~1onthly Report Files. Contain SF-132, 
Apoortionment and Reapportionment Schedules, 
SF-133, Report on Budget Execution. These 
reports are required by 0~1B Circular No. A-34. 
Also included in these files are working papers 
and supporting documents. 

Bi 5 ]3 9 ~ i t i OD • Destr6y 10 year, aft@r th@ close 
!G-f tJ:ie fiscal year- U.SE Ge S s/t,. 
iMonthly Transactibn Reports. Files contain 
!purchase orders, invoices, backup material, 
1disposition reports and related data listed on , 
;non-expendable property accounts and transactions. 
I . 

!Disposition: Transfer to the Federal ReC£._\d~ .....c...¼..)I 
\ Ce n t e r \•, hen 2 ye a r s o l d . De s t r o y 6 ye a rsAa f1 er I 
! final payment. I ' I 

7 6. 
I

Motion Picture Files. Consist of ori~inal (GRS 2 l 1 

motion picture film, workprints, trims and outs, Item 2A 
and miscellaneous footage pertaining to FHWA 
motion pictures that are circulated throughout 
the agency to serve as training aids, provide 
information concerning agency activities. 
procedures, policy and related areas in 
trans ortation~_ 

11!-2'03 Four t.09i.1. 6,,c;..cfifl; on;lf\al. to M ..,blftltt.cl to i,,• lli•Uonal Arcl,f..,n ITANOlP.0 FORM 11~-A 
RPvr~d July 1SH 
Prttcr,t>Pd by Ge:-,e,1 1 !:,e-v,c" AC'T't1ni15\rat1on 
FP~R ('1 Cf'R, 101 - 11 • 
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.,_ 
11'[ I.' NO 

/--/ : . 

Disposition: 
center ,,,hen 5 
'lt:h·en 1 0 ye a 

I OES:R1?T1C)N or ITEl.l 
(W,tr, lnc•u••vt 011,, o, Rt1en1,on Per,odsl 

en~. ~fer to the ecords 
ol/ffer to the rchives 

1~1otor ~-~hicle 9per~tion Files. Contain FH\\•.A. (GRS-10:, 
:Form 1~~._Appl1cat1on for Ope:ators ldentificatio~Jtern 7D 
·Cards, "-"h)ch are used to provide essential i ~ 
information as a prereouisite to issuance of a 

:drivers per~it auihoriiing e~ployees to operate 
·Go,·ernDent o~ned vehicles. 

1Disposition: Destroy 3 years after separation 
:or 3 years after revocation of authorization tn 
,operate Governrnent-o~ned vehicles, ~hichever 
i~ sooner. 

\ational Coo erative 
Files (\CHRP Consist o correspon ence0 , d COf.•t~ orf, u~o)ng proce ures~ state agreernents,~vouchers, 
!Te)rnbursable agreeffients and financial data 
ire)ated to the program of research for high~ay 
'systems ~hich involve R&D studie~ authorized 
;for funding under section 307(c) of 23 U.S.C. 

Disposition: Transfer to records center 3 years 
after comoletion of program. Destroy wheR 
S years --e+d-. ~ ~ld-,c-,,V ~ fr~<'~ -

:~otification of Personnel Action Files. Consist 1(GRS 1 
;of S"F-50, Notification of Personnel Actions, and ,lt em 14) 
:other related forms ·used to document and report 

I 

·all personnel actions which affect an employees 
;status, tenure, position or cornpensa_tion 
iexclusive of those in the personnel folder. 1 
I I 

Disposition: Destro, after eoffipletioR_of L 
Office a£ Personnel Mauage7ent eyalu~t1on, , 

(A.SE GR.S I 14 ~ orb ct.S a_.ppr~r-1 ,. 
1j 8 0. fficial Personnel Files. Contain official ~GRS-1, 

. ersonnel ol ers o FH~A employees tern 1)
~hich are the only official repository for bl~ 

ersonnel records of individual employees of the o..J... 

Federal Highway Administration. 

isposition: Transfer folder to the National 
ersonnel Records Center, St. Louis, ~issouri 
0 days a ft er s e parat i c,n of the ernp 1 o )' e e,rrR.1 e s s 

fu1the1 actions a,e @fliinont,
ti, > t.,.,e11> 

ITA.NOA.1110 FORlol 11!1-A 
,n-202 Re,rJed Julr 197• 

PrNCrt~C! br G,,...,11 S,r.,ce 
,.d,,.,,.,,.,,.1,on -

f'Pl.lR 1•1 C~RJ 101-11 • -

http:EOffl~letioft.of
https://STA.NOA.RO


I. DESCRIPTION OF ITEM 
IWoth lr,clu!l• ... o.,., or Reter,t,or, Perioo,1 

v' 81. Office of the Secretarv of Trans ortation (OST)
Files. Consist o internal au it revie~s one 
by OST. The files ~ontain correspondence, 7S-SJ 

.1-le-w. 7reports, mernorandures and related papers. 
I{£~ 

Dis11osition: Destroy when 5 years old. I 
I 

uifice of Korkers Corn ensation Program I 
1Contain o icial ile copies an orms ·~h1ch h 

contain information on on-the-job injuries and 
occupational disease. The original of these for .. s 
are sent to the Department of Labor. , j 

Disposition: Destrov, ~hen 2 vears. old. 
I 

/ s-.) . Outdoor Advertising Files. Consist of corresponl 
dence, reports, financial data,~uthers in~l~dirg 
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 
~hen 3 years old. Destroy ~hen 10 years old. 

j ... 
84. Pa Yrn en t to St at es Fi 1 es . Cont a ins an an nu a l 

report required by the Treasury on all ~ayments 
by FHKA to the States. Files also contain , 
co~puter;..i printouts and feeder information from 
~ ~~\l~ernrnent agencies on FHWA transfer funds. 

Disposition: Destroy when 10 years old. 

lss. Pavroll. Contains procedures and requirements 
for the maintenance of the FHh'A 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 earnin~s, leave, retire­
ment, bonds, insurance and taxes for all 
em levees in FHWA Headauarters. 

ITANOARO FOAM 11~A 
Rev,1e-d July 19H 
Pr~cro~d t>y Ge~ra' ~rvoc 

Adrn,,..,,trat,or, 
fPt.AR <'' crr:1, ,o,_,,, 



JOB. NORtque1t for Record, 01ltion Authority-Continuation 

I DESCR1P110"1 O~ ITEM 
(W11n lnclu1,.. , 011,~ or R,1,n1ton Per,001! 

Disposition: D-es troywhen 2 veats ol ct: 
U.s.E ~ro?rlo..ie... l~s o~ G~ ~ 

✓ 87. Personnel Correspondence Files. Contain 
correspondence related to e~ployee relations, 
official file copies, denials of grades, 

-increases, comments made on ne~ regulations and 
programs, a~ards, adverse actions, health 
benefits and occupational health. 

Disposition: Destrov when 3 years old. 

Personnel ~ana ernent Evaluation Files. 
Contain general correspon ence, o 1c1af file 
copies, background material, classification 
actions, external agency evaluation 
reports and internal evaluation studies of 
management programs. Files also contain 
questionnaires that have been sent to FHKA 
emoloyees on their ~orking conditions in the 
office, desk audits, and position description 
revie~s for Headquarters, Regions and Divisions.· 

Disposition: Destroy ~hen 5 years old. 

Personnel Payroll Files. Contain official 
personnel folders, check mailing cards, tax 
forms, life insurance forms and docu~ents 
related to employees pay including SF-1150, 
Record of Leave Data,maintained for agency use 
by the payroll section. 

Disposition: De&troy 3 yeaFs aftcF separetien 
oi the @~fJle:,ee. L{SE: GR.S ;;i_,/ 19!, 

/ 90. Personnel Security Files ~Acti 11e). Contain 
correspondence, rnemorandUJ!Js, letters, 
investigative reports from t~e Offic~ of _Personntl 
Management, Federal Bureau of Invest1g;:it1on, I 
or Police Reports and the Credit BureRu 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: 
ITANOAIIIO FOP,1,1 11S-A 
R"v,~::, July 1974 
Pre.crabfd by Ger,era: ~,...,et 

Adr,•11n1str111on 
FPMR (41 CFFI; 101-11 • 

http:ro\,rlo..ie


PAGE orJPB NOposition Authorlty-Cont1nu1tlon 

7. I. DES:~1:>TtON or ITEM 
(W,tl"I tncivt•Yf Dair$ o· Rr1e-,t,on Pe,,oo,,rre ~ NO 

G~S 1.8) 
iHflployee s@paratos froHl fHWA. Transfer to o23a.., 

..,_J:.e-cores eenter 2 yeBr3y.~nle~u~.~ 

~o~~~~ ~:;. ~~~1.Jv1,~.c.o-~-t:. 

~ ~-~ ~ S "'J<A· rp.w -A.dd~ ~,)~~ .,i.AJ 
91. I~'cl Securit • Files ( active). Contain i 

. corrcspon cnce, mcmoran s, letters,I investigative reports lated to • 
individual securitv Files also contai • 
standard form SF- • , Data for .r-;onsens • ti ve o-r 
~oncritical Sen tive Positions an SF-86, 
Security Inve igation Data for nsitive 
Positions. 

Disposi on: Destrov 2 s after date of 
last ansaction. 

9 2. Personnel Transfer Files. Contain correspondenc~, 
notes, memo~andu~s, 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 ite~s being moved 
and other related docu~ents pertaining to the 
international and domestic transfer of personnel 
to their duty stations. 

Di s po s i t i on : ~ 5 ~ y e ~ k.ss B. f ~J\ ,case s c 1 s e dDest: e i o • 

93. Picture Files. Contains black and ~h:ite I(GRS 
photographs, color photographs, negatives, the J tern 
original color transparancies and background I 
material related to early roads and the i 
beginning of high~ay syste~s around 1880 and I 

I 
material related to the history of high~ays I 

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. 

1>~Pos1110N 
/Joi' 

en 5 
Disposit' 

ftrf~dVE~center 
1'7hen 0 .3/.48I 

t-m 
S'TUiOA."0 FO"lol 11S-A 
R,.,~c, Jutr 1974 
Pre,cr,t,e,c, b1 Grner1• Strv1ce• 

"""''"'"' at ,on 
FPMl=l 141 CF'~, 101-11 • 
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. 
PAGE or• 1.tDB NCRequest for Records Dl1p01ltion Authority-Continuation 

• ,o• DES(:'1,;,T,:». or ITEM S.U,AP.E OR 
11'E'-' NO ACTIOt. TAl([t(W:th ,.,c,J1•~ Dales o, R.-lent,C)I'\ PeroOdsl J08 NO 

:t-
94. Policv and Procedures for Handling GAO ReEorts !IC "/O~-

ana lnauir.ies. Consist of correspondence, ?S-S".1
I

directives and memorandums documenting policy 7:/.e-.~ -(sA ...e)and procedures for handling General Accounting 
Office re ports and in quiries. I "/. r. An-. b s...b.e.c..,i. 

;Disposition: Per;:,anent. Transfer to the records 
,center ~hen 15 years old. Offer to ~ARS ~hen 
'..:>5 years old. 

95. ;Position Classification Files. Contain drafts, 
:notes, official file copies, reports, comments 
land background material on the development of 
:classification standards for all FHWA offices . 
.Files also contain analysis and interpretation 
of classification standards. 

Disposition: Destroy h·hen 3 year~ old or 
·S.Qoner der3ending upon 11ccd. • 5 vtrs. ~ pos·;{?lr">\.,,I ~ 

o..bo(i~he& or o\.esc..r·, -r-,-t-'tcrn, S<,,l-tJU-Si,).-€Jl., • ; 

96. Pc s i t i on De s c r i pt i o'n . Cont a i n f i 1e s d e s c r i b i n g i G, RS ; 
,established positions including information on ! 1j,hC!_,-fra0
·titles, series, grade, duties and responsibilities 'J\l 
.for FHKA Headquarters, Divisions and Regional 
Offices. Every position is subject to the 
General Schedule or the Wage Grade System and 
must be officially assigned to a series an~ 
grade before the petson assigned can be paij. 
The descrintion serves as the official record. 

". 
\, 1~os i~ ion:·" Dest r~ ofJi~ial copy when 5 yea rs 

(i,.. ()" - or (".~c:,.r'rer, (T)1., S" fi!.,C"S'-' a(' • • • d. 
1 . », es1:roy all o ner c pies 1mme 1ately upon 
abolishment or supersision of a position.

I 

:Post Year Files. Consist of computer printouts 
:received monthly ~hich are used as source 
,documents to prepare a series of budgetary , 
reports used by management. These printouts ! 
include the personnel rosters, budget and account­
ing Tf:PO.rts by _month, and year end reports. M-AD. '~• 
~ w I."'-' osY. 
Disposition: Destroy when 3 years old. 

STANOA.RD FORM 1H-AFour c09le1. fr,cludfn; 1>ri9lnal, 10 M M,t,,mme-d to ltlt 11/tUonal Arcill,..., 
Re-,M!d July 1974 
Prescrit>t-d by Genera' Se...,,:, 

A~ "T'l1n1,1r a1 ion 
F?1.•=, (<1 CF;:,,, ,:i,-114 

https://STANO.&.RD


JOB NORe~ue1t f.or Record, 01ltion Authorlty-Contlnu1tlon 

T. I OESCF11PTION or ITEM 
ITE I.I NO (With ll'IC ,.,,,.. Oatr, or R.trl'l!IC>n Per,0051 

t/98. Pre-Closin~ and Post Closing Files. Contain 
monthly an annual Sll!:',mary reports used as 
reference material for financial statements 
at the end of the fiscal vear. 

PAGE OF 

Disposition: Destroy ~hen 3 years old. 

Printing Requisition Files. Contain DOT Form 'GRS 
1700.8, Duplication Request, and DOT Form 1700.3~ 13 / J_ 

1 3Printing, Binding, Distribution and Editorial a.... 
Service Requests, related memoranda· and 
documents used in requesting, 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 quantity, kind, color and 
size of the :material to be printed. DOT 
Form 1700.3 is submitted to OST to provide 
printing and distribution instructions, the 
requisition number, delivery instructioni, 
appropriation number for billing purposes and 
is approved by the Publication and Visual Aids 
Branch. 

])es:~ I 1.-{r, ~ c.~le.A-r~ a~ Job. 
Disposition: Destrey ~fiCR 2 years cle. 

Privacy Act Control Files. Contain general 
correspondence, official file copies, reports, 
background material, original copies of requests 
for records and ans~ers to requests from citizen~ 
of the U.S. Personal data contained in each 
system of records is to be afforded adequate . 
protection against unauthorized access according: 
to the Privacy Act, U.S.C. Section 552a. A 
system of records is exempted only if it is 
determined that to do so is in the best interest: 
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 
requesters. 

Disposition: Bc5tTsy S year& after date of-
&ftt1y. 

ITA•ICARO FORU 115-A 
Rt.,~:! July 157' 
Prn:ri~:: by Gtl'lfra' ~,..,,, 

Ac,,_,,,,,s,,11,0" 
FPlo'I< <•1CFFl1101-11' 



• IJ08 11/C,Request for Records Disposition Authority-Continuation 

7. 
ITE~ 1110 

✓ 101. 

I DESC:RIPTIOIII OF ITEM 
(With lnclusowe Dates or Retentoon Periods) 

Privacy Act Report Files. Contain annual GRs N/
reports to OST requited by 0MB Circular A-10~ 
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 indi vidua 1s requesting: .,' 

information on the existence of records I 
\ pertaining to them, refusals to provide infbr­
! mat ion, requests for access to records, and 
: appeals from initial refusals to amend records. 

o~R>r -fo }Jltf<S w~ relc.-<-e&. o.q€feU,,
D:isnosition: Permanent. OffcT te Arr:ives +· 

.! . re..eo.--"r _o.ppro,;e.-' r pt'rv>t&<-'<-t-"-' ' ,_.heft 15 years olu. ,e.4e.-v,.+(',(, ·--l.l~~ recc~S (_c->'1rol ,;e,~__,{1,/,e 
or (.,J/.,i¼\, (.:, i;ec..rs o/J) wk,e,(,W(,r- I\. Scrm,e.,,-. 

Procrar.1 Documentation Files. Files consist of • 
reoGests made from users in the form of 
rne~orandums, specifications for systems or 
programs, program 1istings, test data, sample 
output, technical communication between Data 
Systems and offices during a project and other ! 
technical materials used in documenting a system 
or program. 

Disposition: Destroy when system is no longer 
acti\·e. ~ 

-~<~ 
Program~Files. Con~ist of general corresponde~9e, 

, official file copies, drafts, background mater1~l. 
annual work plans, budget estimates and documen~s 
pertaining to various subject areas t-o aid ! 
the office in its efforts to plan, develop, 
reconmend and administer Fm·:A general manage­
ment systems and related policies, procedures 
and programs to improve program perfomance 
and productivity. 

Disposition: Destroy when 3 years old. 

Four cople1, lncludl1111 oliglr1al, to be iwbn\"1.cl to the NatloMI Arct,lwH ITANDAR0 FORM 11S-A 
Rev,seC: July 1S7• 
PrNcrobed by Gener~er,,,,ces 

Ad"T"l1.,1s~"a1,on 
FP~~ 1•1CFR1101-11 • 

-. 

http:IWbmltt.cj


fo.equeat for Record1 Di, ition Au\horlty- Continuation 

. 
1. I OESCRIPllON or ITEM 

ITEt.A NO IW•!h lneiu,,.-r DIIH o• Ret•ntoo., P•••oOsl 

✓ 104. 

/ios. 

_ I /io6. 

Program Listing Files. Consist of print-outs 
of program coded listings of administrative 
programs, inc 1 ud ing job control 1anguag e dee ks. 

Pisposition: Destroy upon completio~ or 
modification of programs. 

Program Subject Files. Consist of subject fi]es 
pertaining to adffiinistrative cost, audit finding 

1 summaries, including correspondence related to i 
I congressional inquiries involving budget matters, 
contract agreements ~ith other government agenci~s 
on the transfer of funds and other material I 

1 re1ated to the office effort to plan and administer 
I the FH~A program as related to the budget proces~ 
; in conformitv with the DOT and the 0MB 1 
I . • ' ,requirements. 
I 
1 Disposition: Transfer to the records center 
:~hen 3 years o]d. Destroy ~hen 7 years o]d.
i s; rela,' 
1 Pro· i]es. Con rvic~ 
lpu npersonn ast 

a nds whic vide th vice 
e nt "Annual Work P " 

hr o the tota ~ay p1 and 
earc developmen ort desc in 
an atement of osed wo estimated 

wtft.Ar­
. s/njn 

1'4 
¥· 
(~ 

'cost. 

Dispo ition: to the rec rds center 
5 ye rs after compl' ion of the roject. 
Des roy when 10 ye sold. ! 

Project~( (Completed) . .Consist ef t],e _ !-

o-ffici~i p1oject obligatic,n Fecgrds and £..:tatistical , 
@ta £or various high1t'.J0' prgg"f.ams These records give 
a coJTJp1ete history of a pro~~.~ Jro~le~a_u~rters., 
regions and division offices•'~f'€fi a1e ~orr.p1le.¥,_ ~D.,_,J.,I 

For:r.1 PR-37 entitledJProject Status Record~Jal-i~ ffi-3'7. 
- hf ~I :Disposition: Destroy 2 mont s a ter su ffi15sron 1 

'b-y e4¥is.iQR effice gf 5t9}3 Q, PR .:a7. ci ~,' 

SU.NOA.FIO FORIII 11S-A1U-20J 
R•.,••O Ju•y 1;,74 
Prr,:r,~::, by Ge"'era 1 ~~ 

AOm1n•1i1ra!,on 
FPMR ('1 CFR1 101-,1 • 

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


PAGE OFRequest for Records Disposition Authority- Continuation ·I JOB NQ 

7. 
ITEM NO 

8 DE.SCRIPTION OF ITEM 
(W,t~, Inclusive Dates or Retention Periods) 

9 
10.SAMPLE OR 

ACTION TAKENJOB NO 

Project Requisition Files. Consist of 
correspondence, memoranda, film scripts, 

(GRS 21 
Item 5i1) 

' 

/ 1 0 9 .· . . 

transcript vouchers, shipment notices, contracts. 
~nd background material, related clearance of ! 
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 Dresentations as required 
by FHKA Order 2-4. Also included in the files 
are FHliA Form 850, Order for \'isual Sen·ices -
and Special Reproduction, used to orcer design 
and graphics for all FHKA printe~ matter, 
photocopies, photostats, and diazo prints 
~hich 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. 

Pr oT'i o t i on Can d i d a t e F i 1 e s . Con s i s t o f F H \\'A 
Form 1440, Availab1lity Statement, FI--f\\'A 177, 
Personal History Statement, and background 
material related to individual candidates ~ho 
have interest in being ranked for consideration 
or promotion as Drescribed by the require~ents 
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 FHt\'A's Merit Promotion 
Guidelines. Files also include Assessments 
of Potential. 

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

Property and Services Program Files. Consist of 
general correspondence, official file copie~, 
records of coordination and approval, material 
on nationwide Fl-lh'A programs for space a;1d 
communications management, real proper~y a~d 
personal property management and_coord1~a~1on_ 
of plans, acquisition, construction, ut~l1zat1on 
and maintenance of all FHWA property wh1ch 
include motor vehicles, facilities, property, 
equipment and records against theft, damage and 

Four copies, Including original, to be submitted lo the National Archi~ea STANDARD FORM 115-A 
Rev,~ed July 1974 
Prescribed by General Serv,ces 

Adm1n1s~rr1t1on 
Fi"MR (41 CFA) 101-11 4 

115-203 

http:WII~-tncrvs.ve


1PAGE OF-1 JOB NORequest for Records Disposition Authority-Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With lnctus,ve Dates or Retent,on Periods) 

-----i--------------------------::_,-------- -

civil disturbance, accountability for official 
identification cards and credentials and the 
establishment of orderly evacuation 1n the event 
of disaster or attach. 

;;_, 
Disposition: Destroy when/ years old. 

/111 .. Property and Supplies. Consist of correspondenc,~, 
c.ot:~_1nvoices4- requis1 tions ,....-s.£,f:4:ei.al file- copies, 

personal ~~~perty loss, inventories and 
identific iC:on, 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. 

1 Proposal Files. Contain written requests for 
1 proposals from contractors. There are three
I types of proposals from potential contractors. 

·•·They are technical proposals, cost proposels, 
and staff proposals. Files also contain'lt:op~es 
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. 

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. / 

t.lse Ge~ .3 J/a., (..i"'\ 
Disposition: TFe~sfeF ta tfle FCE0Fd?ccnter 
-l. 7 rear aft@r &ompletion of 19r0j e&t, Destroy 
whea 8 year~ eld. 

-,,-5--2-0_3_ ___;L________F_o_u_rc-o-pl-e•-.-ln_c_lu-di-ng_o_r_ig-ln-al-,t_o_b_e_s-ub_m_ltt_e_d_lo-t-he-Na-,-,o-na_l_A-,c-hl-ve_s_ __.__STAND-A-RD-'-FO_R_M_1,-s·_-A___ 

Rev,sed July 1974 
Pres~·,~ed by G~,e,a' Se• ,ices 

Adm,n1strat,on 
FPl'.(i'i t~1 CFR) 1('1-114 



I DESCRIPTIC)t,I OF ITEM 
(Wotl'I lnCluJ,.r O•trs or R•trntoon P•roo0S) 

'-"il4. 

l 

Real Property Files. Contain correspondence, 
drawings, plats, real property records and 
annua 1 reports of 1-and o,,,ned 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. 

Dispos:ition: B--is:i;iese 19 ycar:5 Bftcr unconditional 
sale oY rcleBse b' the Government of conditions, 
r~st'fictious, mo1teges e"F ether liens. • ! ..L 

L{,S".~ GP..,S . 3/a_ b or. c, wh.i~ is. a.-p~rz>-pf"~-
Reference Files. Files contain copies of I 
inforrnatjon used as ready reference on subjects 
of current or ongoing interest. These files may 
contain copies of publications, directives, 
pictures, correspondence and the like. Official 
file copies are not to be placed in these files· 
nor are the files to be considered pending 
fjles where official file copies are kept on 
a tentative basisr 

;...,"4-(Ao.C..., 

Disposition: Destroy~when no longer needed. 

Reimbursable Agreement Files. Contain a 
completed copy of DOT F-2300.1., ~eimbursable 
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 agencies have·an interest in the goods 
or services to be provided. 

-i 
Disposition: Transfer to the records center I 
3 years after completion of contract. Destroy 
~ 10 ye a rs ~- ~ ~ I Q_-,, ~ oF ~~, 

IJ117. Re]ocation FiJes. Contain paid travel vouchers, 
SF-1012 for Fllh'A employee's transfer to duty i 
stations. Also included in these files are ! 
notes and supporting documents. • 

Disposition: 
4s elosed. 

lestYoy 

llSE" 

2 yea

GR- S 

r! after accoYnt 

to/ Ia. ( ~.) 

111-201 STANOA.110 FO"-lol 115-A 
Rr ..~o July ,s,. 
Prncr,t,e:' :>y Genera' Srf'\'1Cr' 

ACSm,n,stratoon 
FPMR (•1 CFR 1 101-11 • 



PAGE orJOB NOR~quut for Records osltion Authority-Continuation 

7. I DESCAI1>l10+,i O~ ITE~ 
l'TEt,1 NO rw,,~ JncluJ..e Dllf~ or Re1ent,0n Pe•,od~• 

. 
Report and Register Record Files. Consist of 
SF-2807, Register of Separations and Transfers, 
SF-2807-1, Register of Adjustments, and SF-280i-2, 
Annual Summary of Retirement Fund Transactions, ; 
used in documenting for retirement purposes . 1 

1employee interagency and intra-agency transfers. 
I
iDisposition: Destroy ~hen 3 years old. 
I 
I 

/i19. IReDort Files. Consist of general correspondence 
reiated to DOT Headquarters requirements for Coast 
Guard duty officer support, monthlv transaction I 
reports, GAO draft reports to the ~taff relating 

,to communication services, energy conservation, 
Jlocating Federal Facilities and real property 
!maintenance. Files also contain communication 
1reports such as a~nual communication reports, 
!,reports of exchange/sale of personal property, 
annual reports on location of ne~ offices and 

/other facilities in rural areas, agency reports 
1 on motor vehicle data and monthly motor vehicle 
!data reports to GSA. 3 
jDisposition: Destroy "'·henXyears old. 

120. /Reports on Obligations. Files contain reports ·e,12..s 
ion a monthly basis and Forms SF-225, Reports • .S/Sa..., 
on Obligations,which are required by all agencies 
on unobligated and obligated funds, advances, 
reimbursements and other income by the Treasury 
Department under Circular No. 1073. 

S' 
Disposition: Destroy ,l{Jyears after the close ! 
of the fiscal year. I· 
Re uest and Author:i zation for Voluntarv Allotmeni (GRS 2 ,' 121. 
o Com2er.sat1on Files. ons1st o requests y jltem 4b(l))
employees to have union dues, charity and savings 
allotments deducted from their wages. I 

~~ i 
Disposition: Destroy~ yea, efteT transfer or 
separation of employee or cancellation of reques 

Re9EJ_sition Files. Contain forms FHKA-56, 
Requisition For Supplies, Services and Shipment. 
A requisition is required from all FHWA offices 
when requesting ,any type of supplies, equipment 

,, ...2'03 ITAN0,U\0 FORM 115-A 
Rt.,l>fd July 197' 
P,e,cribed by Genrr11 sr,.,c 

Ae'm1n1s1r11,on 
F"PMR 1•1CFR1101-11 • 

http:STANOA.RO


Requut for R~cord& Disposition Authority-Continuation 

,0 
ACl1Qo, H><: 

or services, furniture, office machines and 
request services in.repairing office equipment. 

Disposition: Destro:y wh-en 2 ye_ars_--e+d~ 
~&v~~~I l 

I DESCA1i:>l1:)f,a O~ ITEM 
M,'1ft-- tnc1u1,1w-f 011e-, o• R•'tn11or-, Ptir,~5, 

SU.-'"•• E OA I 
JOE, I\IC 

Retire~ent Com8utation Files. Contain correspon- ~·/
dence, memoran urns, and annuity computations : ~$ 0
regarding the retirement of FHl\'A eml?loyees. and : _ ~\b 
questions employees may have regarding their annuity. 

w~ l '1e.e,...,- o )cl..,
Disposition: Destroy Jc ycaf" afte1 1etiterne11t o~ 
e.rnp, aye~ 

/124. Safety Program Files. Consist of correspondence, 
official file copies, reference material, ~orki~g 
papers, and other related documents pertaining 1 

to the accident prevention program and FH~A 
Occupational Health and Safety Program. 

Disposition: Destroy ~hen 3 years old. 

Security \forking Files. Contain computer print-' &R~ Jff/cxt..J 
outs on employees that have a security clearance, / 1 / 

including a card file ~}1ich is a record of • 
personnel data on employees in nonsensitive 
positions such as social security number, date, 
and place of birth. 

)>es--\-1-~ w ~ ~ c-t..-~ 
Disposition: Destroy ,.·hefl 3 :ea1, old. 

j 126. Service Contract F~les. Consist of correspon­
~ence, purchase or ers, reimbursable agreeements, 
1nteragency agreements, notes, official file 

/,copies and other material related to office 
i efforts to plan and direct the procurement 1 

: program for technical support to research j 
studies in the areas of re~earch and development, 
highway safety, traffic safety, engineering and 
other areas related to the FH~A highway 
transportation program. 

Disposition: +.a.:i.sfer to the .eeeTds Lelite1 1 ~ 
year after ee,nr,letiel'I: ef ee7'1tra&ry 
8 year& eld.• c.t,se. Cofl:3 .3/f 

:Castrey wheH 
! 
I 

127. Sound Recording Files. Contain audio tapes, 
slides and casettes providing the FHWA field 

(GRS 
Item 

21, 
3A 

offices and State High~ay agencies material 
for presentations when ne~ techniques are 
developed on highway related subjects such as 

ITAW0A.R0 FORM ttS-A 
Re.i~C: July 1&74 
Prescr,~d by Gent••' ~""I 

"dm,n,s1,11,on 
FPt.lR (41 CFR1 101 - 11 • 

http:ITAWOA.RO
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JOE, NC P"uE or 
R eq ue a;t for Rt cord& Dlosition A~_t_h_o_ri_t)'_-_c_o_n_1_;n_u_a_t_1o_n___;_~~--..J-.--........,..----~---

, l • I .,_ \ I DESCR1PT10N or ITEM SUIIPcE Oil I 
rTEV NO i (Vr,Th lnc•us•vf Dates. O' RetenhO" Perooo,, JOE, NO ACTIQ", T" 

-.-fTraffic Engineering Technology, High~ay Travel 
tForecasting, Aerial Drainage Surveys and Nuclea~ 

e Archives· 
~-

Testing for Density Control on Concrete Pavemen . Ivis PoSr7101 
Ne, 
fH'f/?(JV-D 

3/Slgf,_1-,re 

Space Files. Contain general correspondence/ 128. 
on field office space, space assign~ents and 
utili:ation, allo~ances and standards, space 
c]assification and all other information related 
to office space and its rnanipulat~ons. 

Dis-position: Review f:ile.!i a11J)uall_c a!id destto5 
re a t e l' i a l n o 1on g et per t 1 n en t . )>e ~ w 0N1.,, ;;;u 

yrs. oU-
Sreci al Exhibit Files. Contain summary data on 
rental property by GSA, inventory of ADP systens, 
current services, summary of research and develop­
ment expenditures as ~ell as in other program : 
areas, statements of receipts for the building 
of parks and varibus other programs ~hose 
contributions are provided by private citizens. 
This summary data is required by 0MB for the 
President~ budget. Special information is also 
provided to congressional committee staff 
members. 

Disposition: Transfer to the records center when 
5 years old . Destroy when 15 years old. 

✓ 130. . State Information Files. Consist of correspon-, 
·,dence or memoranda related to the request by th~! Secretary of Transportation seeking infornation 1 

concerning the expenditure for highway construc~ion 
1 in a particular congressional district. ! 

Disposition: Destroy when 3 years old. 
I 

✓ 131. Statement of Financial Condition Files. Contain 
Forms SF-22O, Statement orF1nanc1al Condition, I 
a report required by the Treasury Department I 

semi-annual basis from allon a government ! 
agencies. 

Disposition: D@stfey 10 yeeYs afteY the close 
--ce:Hf~t~h~e~ft,;11,.,·.s.s-ee.aa-rl_,.,.,,..e-ee-aT-'f••- 1'ewiui 3 ~ r:s . ~ \.J,{..e_ 

~ 0f '4-\...e. F\". 
STANO.UIO FOR~ 11i-A 
Aev,sp:: July 197• 
Priucr,be:l by Gen,,,, Serv,c 

A~"'Tl,n11~ r 8!101"1 
f'P~R 1•1 CFR, 101-11 • 



s, 
ReqU'est for' Records Disposition Authortty-Contlnu ■ tion ~OB NC 

7 
11'E'-' ND 

✓ 132. 

I DESCRIPTION O~ 1Tf1,1 
!With ll'lClus..~ Da1e, o, Rel~l'lt,on Per,0051 

Statement of Transaction Files. Contains standird 
fo~~ SF-224, Statement of Transaction ~hich is 
the financial statement of the transa~tions of 
all funds by FHh'A. I 

I 
' Disposition: :fra:n!fer te the Fede1al 'Reco1ds 

PAGE or 

CenteF wheH 3 years old. Destroy when 10 years •old. 
'-\SE a~.s- (pl 1 

Statistical _Personnel Files. Consist of correspon­
dence, working papers, notes and other materials 
used to compile data for printouts to provide 
the FH~A Office of Public Affairs (under FOlA), 
Congress and other ROVernment agencies information 
concerning retirement, employment breakdov.n bv i 
grade, orRanization~ registers, education, tr~i~ing
and a~ards. • 

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

Status of Contract Authoritv Files. Contain 
Treasury Form BA-7304, Stat~s of Contract 
Authorit~ ~hich is prepared annually by FHWA 
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 
]edger trial balances and public laws from 
Congress. 

Disposition: Destroy 10 years after the close 1 

of the fiscal year. .1 

Status of Funds. Contain financial statements ! 
of the military and the Department of Agricultur.e 

, on the transfer of funds to FH~A. The report 
1 
, 

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. 

J136. Supplemental Pairoll Files. Consist of pay
vouchers and printouts of comprehensive payroll 
records maintained by the payroll section 
used for workload and personnel management 
purposes. 

Disposition: Destroy after receipt of individu 
earnings record. 

I . ·-··-- -, -- -.. •
Ao,,.,,,,,11111,on 

•·• • i"':\ ••. S.":-lf,':' FPMR t•1CFR1101-11' 

L 

1 



- -------~---
JOB NORequut for Recc • di Dis Ilion Authorlty-Conlinu1tlon 

.,: •. OESCRIP'TIC>fv or ITEM 
l'TEa.i NO (WitT, tnc1u1,,~ Datu or Retpr,t,ol'I Per,odsl 

PA:-.E or 

✓137. Survey Files. Contain official file copies, 
reports, notes, manpower needs, studies, EEO 
Goals and timetables, minority reports, project, 
personnel needs, trainee recruitment requiremen~s.
and promotion analyses -needed in evaluating i 

and improving recruitment and place~ent aspects· 
of career development programs. 

Disposition: Destroy when 5 years old. 

Tabulation Files. Consist of tabulation datavl38. 
of Federal fund obligations, disbursements, 
interrelationships to income and djsbursernents 
and other funds concerning the FHWA programs 
~hich include Federil-aid and forest high~ay 
funds, Federal-aid and emergency relief projects 
and High~ay Trust Funds. 

Disposition: Destroy all material ~hen 1 vear 
o 1a. ex eept tJ:ie a_uprt erly r@pgrt i , ·hl ch are to 
~ efferee te the Archive~. 

/139., Time and Attendance Files. Consist of Form (GRS-2, 
FH~A 320 which are used to maintain leave ,It em 3AJ 
records as well as pay hours of FH\>."A employees. : ~ 

~ GM tw-&..-f er 
Disposition: pestroyAwhen 3 years old_, wk.,~­

,s 5~. 

/140. Trainee Files. 
a. Motor Carrier "Safety 
b. Engineers 
c. Community Planners ·I 
Contain past and present training documents, 1 

background material, notes, fiscal plans, field: 
review reports, general correspondence, special. 
assignment preparation and progress reports, i 

mernorandnms, travel information, statistics on I 
trainees course evaluation, organizaton , 
training, training plans from each trainee I 
and flow charts. 

Disposition: Destroy when S years old. 

Training Program Files. Contain training plan. 
objectives and requirements, annual reports 
of training activities, cumulative summary 

141. 

STANDARD FOflM ,11-A 
Rrv,~d July 197• 
Prncrot,t,::, bJ ~..,r,1· Serv,ct 
• Ae:~1n11tra!r0n 
FPMR (41 crRJ 101-11 • 



----- - . - ---- ----------------,---,-,-J-O[_N_O------,--P-A-C.E_O_F-

Request for Records Di-ltion Authorlty-Continu ■ tion 

I. DES=qIPT10N O~ ITEM'7 
rw,n, tnclus,.-. Datu or Rr1rntoon Prrrods>11'fl.' 1110 

of recruiting, number of employees and training 
roles, travel claims, correspondence, official 
fife copies, budget· estimates, control of grade 
escalation, hiring limitations, funds available 
~or obligation appropriation, assessment of FHWA 
Training Systems, delegations of authority, ' 
seminars, reports, conferences, special programs 
and reimbursement atreements. • 

Disposition: Destrov when 5 years older~ : 
~ O't.., ~.,) ~ _M,I ~ , 

/i42. Treasury Forms Files. Consist of Treasury Form; 
~o. BA-6i27 ~hich is a Statement of Appropriation 
Account containing Section 1 balances as of ! 

, quarter end and Section 11, Accrued ExDenditures. 
Files also contain Treasury Form 6728,· Report 1 

of Selected Balances for Stating Budget Results 
on the Accrual\Basis for Special Trust Funds 
Receipt Accounts. These two repoTts are 
required by the Treasury DepaTtment quarterly. 
Summarv trial balances are used as source data. 

le-vie.s 1-'6~.J, k, FHuJP-: r ~~ 
Disposition: Destroy ~hen 10 years old. 

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

Disposition: :fT■an~fey te General Aec:ou11tillg 
0-ffice qusYterly fo1 auditing. Destrey wJ:iel=l 
3 yea¥! old": USE GRS ct/3 

i 

~44. Travel Order Files. Contain DOT Forms DOT 1500.~, 
'---urI1cial Travel for OST and DOT Elements , I 

DOT 1500.3 Limitations in Overse~s Travei,and ; 
DOT 1500.4: Temporary Travel Duty. I 

I 
Disposition: 'F1 an,fcz to the Fedex al --Re-e-e-r-d,s ! 
C@HteT 2 yea1 s after final payment. Destroy ""' ~ 
~en 3 years ~ ~ rj~\ f~~✓ 

ITANOARO FORi.l 115-A 
Fl~,rlrd Jul) 197•1U-2'03 
PrHc•,~C bt Cn~•• 1 ~,..,ct 

Aam,n,st•atron 
f'PMR 1•1C~R1101-11 • 
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JOB NCAequ•,•t for R•cords Di1p... ltion Authority-Continuation 

I DESCR1P'TtON 0~ llfl,I •S"-1.'"cE OR 
(W,rr, lncluS••t' Da1es or Rt"fe-,1oon Pt'110d1•"fl," NO JO!: NO 

Tr~asury Report Fil~s. Contain reports require 
annually by 0MB under Treasury Department I 
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, 

v'.145. 

Treasury Form TSF-6654, Cash Balance Review 
from Treasury,showing FHKA cash balance for 
the end of the fiscal year for FHWA to reconcile 
their balances, and from the regional offices, I 
FHWA form 1336 certifying their balances at 
the end of the fiscal year on each appropriatiort. 
Files also contain information on funds transfeTred 
from other agencies to FH~A and the transferring 
of funds by FHKA to other agencies. Included , 
in this are ~orking papers and other surporting • 
documents. ~~•.,iAv FHalA- r ~, ; 
Disposition: Destroy 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

• • • Iand other related material on mon1tor1ng, ' 
evaluating and imp·rovement of the recruitment 
and placement aspects of career development 
programs. 

CYt, -

Destroy when 2 years old~~Disposition: 
Office of Personnel Managemen~~Flier if-an 
the records is ffiad~. ~ A.4-'JH•~-u<//:evaluation of ) 

I 
Vehicle Files. Contain accident reports, general 7s147. 
correspondence, official file copies and relate4 JO ...s'. 
data pertaining to the management ~f the motor e4 
vehicle fleets for FH~A and the maintenance of 1 

required records for all FHWA Headquarters 
motor vehicles. 

Disposition: Destroy file when report is )I'~ 
years old. 

- - - STANDARD FORM 115-A 
Four co;>ies. ,~eluding original, to be submitted lo the National Archives 

Re, ~ea Jc,I) 1974 .• -
Prescribed toy General Ser111ces 

ACr11n•st; ,,;,t,on 
FP~'R (41CFR1101-114

(, I"- l J()';".) () • ~-;-..J8'; 

115-203 



I. DESCRIPTION Of ITEM 
(W1!1"1 lncluJ•~ 0111n or R•1•nt,on P•••OOJI 

Verification in Hours Status Files. 
computer printouts received from management 
on -.erifying hours -0f FIDiA employees. These 
printouts are also used for audit purposes. 

D.i s po s i t i on : Des troy when 6 mont hs o 1 d . 

Video Recording Files. Contain master tapes 
to include separately the audio tapes which 
relate to all video tapes produced by FH~A in 
the past 4 years of training, speeches, work 
shops,ne~ techniques, actual events, policy 

ransfertohe rerors c~ntr
Offe to the a hives 

correspondence, official 
file cories, record schedules, reports, an 
emergency prepare~ness status, essential records 
and other related data pertaining to emergency 
operating records and rights and interest 
record~ and other records vital to the operation 
of the Federal High~ay Administration. 

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. 

If-. 

I. 
S,UJIP._£ OR 

JOB "10 

Files contain 

I - • 

I 

. (GRS 21, 
Item 4A) 

v' 148. 

149. 

/150. 

and procedures. 

tion:
5 years ld. 
10 yeas old. 

Vital Records. Contain 

Disposition: Destroy when_j"years old. 

/ 1s2. Work Order Files. Contain pending work orders 
for moving walls, telephone outlets, and 
electrical outlets. These requests are made 
to OST for proposed work on GSA form 2957 and 
telephone orders DOT 1730.l and Form FH~A 56, I 
Requisition for Supplies, Services and Shipments. 
The files also contain requests for cancellatio 
of work orders. 

,/Disposition: (a) Pendinf Files. Transfer 
to completed wor~ orderile after completion 

IT.t.ND.t.RO FOIIUII 115-A 
R•v•~d Ju 1y 197' 
Pr~s::r,t,t,d t>y Ge~era' S~•v,ce 

Ad'Tlol'HS111110rl 
FPi.-1'1 (41CFR1101- 11' 
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Re4uu\ for Records o· sltion Authortty-Contlnuation 

' . 7. 
ITEIV "'O 

I DESCRIPTION OF ITEM 
fW1!h lnclus•,,. Oat~l O' ~ettnt,on P~r,OOJI 

of work. (b) Completed Files. 
years after complet1on 01worl.·: 

• JOB NO 

Destroy 2 

•• 
s-.~PLE OR 

JOE' '-10 

... 
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