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• ~· REQUEST FOR RECORD~POS~ION AUTHORITY LEAVE BLANK 
(See lnstruct~n reverse) 

NCl-406-85-1TO: GENERAL SERVICES ADMINISTRATION, 
N_AT_I0_N_A_L_A_R_CH_IV_E_S_A_N_D_R_E_C0_R_D_S_S_E_RV_IC_E_,_W_A_SH_IN_G_T_0N_,_D_C_2_04_0_8__-1 DATE RECEIVED__ 

1. FROM {AGENCY OR ESTABLISHMENT)
Department of Transportation 

2. MAJOR SUBDIVISION 

Federal Highway Administration 
3. MINOR SUBDIVISION 

Administration - Field offices 
4. NAME OF PERSON WITH WHOM TO CONFER 

John H. Schnackenberg 
5. TEL EXT. 

12-20-84 

NOTIFICATION TO AGENCY 

In accord~nce with the prov1s1ons of 44 US.C 3303a the disposal re­
quest. 1nclud1ng amendments, 1s approved except for items that may 
be stamped "disposal not approved" or "withdrawn" 1n column 10 

Date 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for. this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of __ page(s) are not now needed for the business of 
this agency or will not be neede.d after the retention periods specified. 

D A Request for immediate disposal. 

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

C. DATE D. SIGNATURE OF AGENCY REPRESENTATIVE E. TITLE 

12-2-83 . ~d~./M/!d Chief, Organization and Management 
Programs Division 

7. 
ITEM NO 

1. 

2. 

3. 

8. DESCRIPTION OF ITEM 
{With Inclusive Oates or Retent,on Periods) 

............~~~rt Files: DOT Forms 3902.1, Accident Repo 
w ich are used employee's supervisor, to report
related injury within 5 • days following the date 
the accident. 

Disposition: Destroy when 5 years old. 

"nistrative Files: General correspondence, personne 

9• 10. 
SAMPLE OR ACTION TAKEN 

JOB NO . 

ts, GRS .,. 
ob- 1/32
of 
N'w GiS1j. I 

<l'lJ' 

informa • onthly reports, notes on meetings, schedu es, 
trip reports, an documents related to the admini -
trative operations of the o 

Disposition: Destroy when 2 years
needed, whichever is sooner. 

Documents pertaining to specific
such as working papers, correspon 

dence, background m • 1 official file copies,
copies of court decisions an,.--.,:.nr• 0 als. 

Disposition: Destroy 4 years 

GRS 
1/315 

STANDARD FORM 115115-107~ 
Revis.,d April, 1975 
Prescribed by General Services 

Admon1stra1ton 
At!,;.PMR (41 CFR) 101-tt 4 
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PAGE OFJoe NpRequest for Records Disposition Authority-Continuation NC1-4o6-85-l 2 

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

ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN 

Annual Work Plan Files: Interoffice correspondence
pertaining to initial preparation of AWP's; includes 
office hours, travel time, distribution of duties, 
objectives, copies of Division office AWP's, and memo­
randums and correspondence relating to emphasis areas 
of AWP's for the Region and Division offices. 

4. 

Disposition: Destroy when 2 years old. 

5. .,:,Appropriations Files: Correspondence, etc., on appor­
tionments, allotments, obligations, liquidations, 
expense vouchers, status of funds and accounts, checks 
and depositories, and reconciliations. Also includes 
reports on financial management reviews and correspon­
dence on eligibility for participation. 

Disposition: Transfer to records center when 5 years 
the close of the fisci} year involved. 
Destroy when 10 years~'after the close 
of the fiscal year involved. 

Audit Report Files: Copies of GAO and OIG reports
and information regarding actions to be taken as a 
result of these reports. Also other internal and 
external audits. 

6. 

Disposition:. Destroy 6 years after case is closed. 

Budget Apportionment Files: Apportionment and reappor­
tionment schedules, proposing quarterly obligations 
under each authorized appropriation. 

7. 

Disposition: Destroy 2 years after the close of the 
fiscal year. 

round Records: Working papers; cost state- GRS 
ments, uh data accumulated in the preparation 

8. 
5/4 

of annual budge ~~h-&.l11ntes. 

Disposition: Destroy 1 year after 
fiscal year covered by 

GRS9. ~:.=...i=~~==-=;.c..:;o~n~d~e7n~c~e~F~1~·1~e::.::..s: Correspondence pertaining
uu,-..-...·i·,strat1on, internal procedures, and 5/3 

oth€r bud matters. 

Disposition: Destroy when 2 years 

\ 
11S-203 Four copies. Including orlglnal, to be submitted to the National Archives STANDARD FORM 11S-A 

Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
FPMR (41 CFR) 101-11 4 
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JOB NO PAGE OF 21Request for Records Disposition Authority-Continuation NCl-406-85-1 J 
9. 

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

10. 

11. 

12. 

13. 

14. 

15. 

Budget Files (Division Offices): Copies of invoices 
for communications, machine repairs, equipment rentals, 
reimbursable services with annual and quarterly reports,
and all related materials pertaining to the budget 
expenditures. 

Disposition: Destroy when 3 years old. 

Files: Periodic reports on the status 
.;::._;;..::.oz:~...;,.;.,::.&:...:;..;___;_.::........;.-"-~ 

and apportionments. 

a. Annual report Destroy when 
5 years old. 

b. All other reports.
end of fiscal year. 

Service Files: General correspondence, records 
of coo tion and approval, official file copies, 
and informat10 the Regional and Division Office 
maintenance, repairs, tions, designs, etc. 

GRS 
5/ 5a/ 5b 

GRS 
11 /1 

Disposition: Destroy when 

entries o cash payme 

SF 135 and 136 GRSCash receipt registers 
ments registers, showing detailed 

receipts by appropriations. 

Disposition: Destroy 10 years after the c 
the fiscal year involved. 

agency copy, a 
receipts to the credit 
States. 

SF-215, Deposit Ticket 
• epos it the 

•-=-~~ • d 

and 3 months after period 

Certificates of Eligibles Files: Certificates of 
eligibles with related requests, forms, correspondence,
and statement of reasons for passing over a preference
eligible and selecting a nonpreference eligible. 

Disposition: Destroy when 2 years old. 

7/2 

GRS 
1/5 

~/✓ 

J 

Four copies, Including original, lo be submitted lo the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
FPMR (41 CFR) 101-11 4 

115-203 
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PAGE OF 21Request for Records Disposition Authority-Continuation 
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9.
7. 8. DESCRIPTION OF ITEM SAMPLE OR 10. 

ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN 
----~-----------· ------------------+-----+------

ertif in Officers Record File: Official copy of 
S 4, Statement of Transactions, paid copies of 
SF 116, oucher and Schedules of Payment with support-
ing documen ·on, SF 1081 Voucher and Schedules of 
Withdrawals and dits with supporting documentation, 
GSA 789 Statement Vou rand Schedule of Withdrawals 
and Credits with support mentation, SF 1017 Journal 
Vouchers with support documenta • n, and payments 
for other regions, Washington Offic, tc. 

16. 

Disposition: Destroy 6 years and 3 GRS 
covered by account. 6/1 a 

Chronological File: FHWA day-to-day correspondence
arranged in chronological order. 

17. 

Disposition: Destroy when 2 years old or when no 
longer needed, whichever comes sooner. 

de Card - Form FHWA 371: Transactions relating 
toe ditures and receipts by project number for 
the Regio d Division offices. They are support
documents relat to the various vouchers submitted 
to FHWA Finance Divis HFS-23) for entering into 
the computer print-out sys 

18. 

Disposition:. Destroy 6 ·years 
of fiscal year. 

19. ~=~=~ Correspondence, reports, minutes of 

Communications Mana ement: 

• l relating to committees. 

Standard Forms·l45, Telephon GRS 
Ser • Request, and 146, Changes in Telephone Listing 12/2b 
for reques lephone service changes, computer
printouts from GSA ify charges, telephone company 
key system worksheets and te ier message file. 

20. 

Disposition: Destroy when 3 years old . 

21. .=:..;.:...;...;.::..=.....:=;:~~;.;...:::.=..::-;..Ca~s~e::_:_F~i~l~e~s: Statements of employme t 
~-~nd related records pursuant 

to 49 CFR p . 

115-203 Four copies. Including original. to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
FPMR (41 CFR) 101-11 4 
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JOB NORequest for Records Disposition Authority- Continuation NCl-406-85-1 
PAGE, OF 

7. 
ITEM' NO 

9.
8. DESCRIPTION OF ITEM SAMPLE OR 

(With Inclusive Dates or Retention Periods) JOB NO 

(a) Destroy 1 year after nominee ceases to GRS
be under consideration for appointment; l/25a/b

that documents needed in an ongoing
investiga • (b) Destroy when 6 years 
old; EXCEPT that ments needed for 
ongoing investigation w e retained 
until no longer needed in the tigation 

lO. 
ACTION TAKEN 

22. Consultants: General correspondence on consultant 
selection procedures for each State highway agency. 

Disposition: Destroy 2 years after document is 
superseded. 

J 

23. Credit Card Files: 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 
for Property Returned. 

Disposition: Destroy Property Receipt 3 months after 
return to issuing office. All other 
material, destroy when 2 years old. 

24. Current Bill File (Division): Copies of Federal-aid 
billings. 

Disposition: • Destroy 1 year after close of the fiscal 
year. 

25. es ondence Files: Correspondence written to States, See 
Regions, ernal groups, and private citizens. This 
correspondence tes to and answers questions concern- oiJ 
ing the functions ts in which the office 
is involyed. 

Disposition: Destroy when 

26. Delegations of Authority Files: Material pertaining 
to official delegations of authority to sign travel 
vouchers, contracts, etc.; incoming requests for changes
in delegations. Also, correspondence regarding authori­
zations of individuals. 

Disposition: Destroy official file copies 6 years
from date delegation is superseded. 

27. Directives Files: Official file copies, background 
.material and other papers related to the directives 

im lementation s stem qf the Re ion includin chan es 
115-203 Four copies. Including original, to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Adm1nistrat1on 
FPMR (41 CFR) 101-11 4 
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JOB NO. PAGE SAREQUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION NCl-406-85-1 OF 21 
7. 

ITEM 
NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

' 

9. GAS OR 
SUPERSEDED 

JOB 
CITATION 

10. ACTION 
TAKEN 

(NARSUSE 
ONLY) 

25. Correspondence Files: Correspondence written to 
States, Regions, external groups, and private 
citizens. This correspondence relates to and 
answers questions concerning the functions or 
projects in which the office is involved 

a.Public correspondence
Disposition: Destroy when 3 years old 

b.Project Correspondence
Disposition: Permanent, Offer to NA Field 

Branch when 3 years old. 

115-204 Four copies, including original to be submitted STANDARD FORM 115-A (REV. 12-83) 
to the National Archives and Records Service. Prescribed by GSA 

FPMR (41 CFR) 101-11.4 



JOB NORequest for Records Disposition Authority- Continuation NCl-h06-85-1 

7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Oates or Retention Pe11ods) 

authorized issuances and used as a primary
issuing policy instructions and procedures. 
wing are the types of implementing documents 

issued in e Region. Files are arranged in numerical 
order and the stimated volume currently is 1.2 cubic 
feet. Current al volume is 1.7 cubic feet. 

a. Regional Office A ion Memorandum 

Disposition: Permanent. NARS in 5 year 
blocks when sold. 

b. 11 Temporary 11 directives issuances. 

Disposition: Destroy when superseded 

c. Supplements to Washington Headquarters 

Disposition: Destroy when superseded or 

28. Listin s-Internal Re ort: Listing of 

obsolete. 

• made to project cost 
ledgers an 

Disposition: Destroy when 

29. ent torres ondence File: Official file copies, 
cop f letters inquiring about employment, requesting
literature ecial interest on training and career 
opportunities in deral Highway Administration 

training and employee developmen 

Disposition: Destroy when 1 year old. 

Awards File: Case files, including recommenda-

and other information per ng to FHWA personnel 

30. 
tions, appro ominations, memoranda, cor~espondence, 
reports on awards sue iricentive awards, suggestions,
and outstanding performance. des correspondence 
or memoranda pertaining to awards from government
agencies or private organizations. 

9. 
SAMPLE OR 

JOB NO 

GRS 
16/1 a 

GRS 
16/lc 

GRS 
16/lc 

GRS 
7/4a 

GRS 
• l / 12a ( l ) 

31. 

115-203 

Disposition: Destroy 2 years after approval or disapprov' 1 • 

..::.:..:.~~-===--r..:::-:=:,..:.i:..-=..:.;..=.:;,......:..=.:..~=-=-.:,.;.~::...L...:s~t~e=-m: Correspondence
development and 

implementation of an er planning system. 

-Disposition: Destroy when 
___o_p_e_r.atio.~OS~.----:----------------=----L_______ 

Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 11S-A 
Revised July 1974 
Presc11bed by General Services 

Adm1n1strat1on 
FPMR (41 CFR) 101-11 4 

GRS 
23/1 

PAGE OF 21 
6 

10. 
ACTION TAKEN 

..7 
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JOB NO PAGE OF 21Request for Records Disposition Authority- Continuation NCl-h06-85-l 1 
9.

7. 8. DESCRIPTION OF ITEM SAMPLE OR 10. 
ITEM NO (With Inclusive Oates or Retention Periods) JOB NO ACTION TAKEN 

Files: All correspondence32. GRS 
4/6 

o ment to State highway administ-
ration ers of credential, equipment 
order file d support material), journal 
vouchers, bil s, ansfers. 

Disposition: (a) more than $10,000 
after final payment. 

( b) Transactions o 10,000 or less 
destroy after 3 ye 

ountin • and Control Files: Cash 
edgers, which are subsidiary 

to the rs. 

33. 

Disposition: GRS 
7/4a 

34. enditure Accountin General Corres ondence and 
Sub·e Correspondence and/or subject files GRS 
maintaine by al Accounts, which is responsible 7 /1 
for expenditures accoun ertaining to the internal 
operations and administration t 

Disposition: Destroy when 2 years old. 

Federal-Aid Billing Report Project Summary Card Listing:
Original billings listing projects and cost from which 
the weekly cash flow is requested. 

35. 

Disposition: Destroy 6 years and 3 months after period 
covered. 

GRS 
of organjzational structure changes, working files 
FHWA Organization Files: Memorandums of approvals36. 

23/1 
of the Division 1 s, file copies, correspondence, back­
ground material and organization charts. • 

Dispostion: Destroy when superseded. 

Financial Management Files: Correspondence, working 
papers, and reports on internal and external financial 
management. 

37. 

Disposition: ( a) Destroy correspondence and working 
papers when no longer needed. 

( b) Transfer final report to records 
center when 5 years old. Destroy 
when 10 years old. 

am
-,t,,c-:--,-,''--h------q-u~,~p-m-e~nt program (transfer 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescnbed by General Services 

Admin1strat1on 
FPMR (41 CFR) 101-11 4 

115-203 



appropriate item 

background material, 
a record copy of the form created and 

JOB NORequest for Records Disposition Authority-Continuation NCl-406-85-1 

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

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

-----------------------------·-------t-----t------

38. 

40. 

41. 

Final Voucher Files: Form FHWA-1447, Final Voucher 
for Payment Under 23 U.S.C. 117 and PR-20, Voucher 
for Work Performed Under Provisions of the Federal 
Aid Highway Act, as amended. These vouchers are 
received when a project is paid and closed, accompanied
by the FHWA-37, Project Status Record. 

Disposition:(e1.~egion: UpoR s1::1bmissioR ef t1<1e FIIWA=JT 
(step 9) iR the FMIS SJ3~C~, ,et~, n 
tbe Vouch~ir to the Division effie:t for 

-t -rbfPi'l:9 ·,~itA tA~fiseal fH·e:-Trc...\J.t ~1 
~ 0 '1' 

,-,le:). \)u-\""o'I wh<i!.-t-> , {$;"'-) 1eA,.~ o (J{. 

Information Act Files: Federal Register
Department of Justice studies, comments, 

fee exempt, general correspondence, problem cases, 
appeals, backgrou aterial, official file copies, 
original requests, rou • requests and initial denials. 

Disposition: Use 
item 16. 

Working papers,
requ1 ons, 
a copy of HWA 1124, Kequirement for Form or 
Report. 

Disposition: .Transfer to clos ·1e after form is 
cancelled, superseded o ·scontinued. 
Destroy when 5 years old . ..___ 

Funds Accounting Files: Correspondence and other 
documentation in regard to accounting procedures, 
state audit procedures, and billing and voucher 
procedur~s. 

Disposition: ( a) 

(b) 

Region (Official File): Transfer 
to records center when 5 years old. 
Des troy when 1~ years old. • 
Division: Transter to r0cord& GORte~ 
when 2 yeirS old, Destroy when 7 years 
old. 

GRS 
14/16 

GRS 
l 6/4a 

/ 

Four copies. Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1s1ra11on 
(•I'( I J'liJ ( 1 - j/ 1J-J87 FPMR (41 CFR) 101-114 

115-203 
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JOB NO PAGE OF 21Request for Records Disposition Authority- Continuation NCl.-406-85-1 9 
9.

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

GRS 
7/2 

42. 

General Services Administration Self-Services Stores: 
GSA Form 3146-A, Continuation Sheet which consists 

43. 
Jof quantity unit price description and total used 

by region and division employees when purchasing supply 
items. 

Disposition: Destroy when 2 years old. 

GRSFund Accountabilit Re ort: Quarterly and 
annual rep verification of cash counts of each 

44. 
6/4 

Imprest Fund the Region. 

Disposition: 

45. 

GRSDisposition: old. 
6/5a 

46. rmation R~ uest Files: Requests for information 
and re thereto involving no administration action 
or .pol icy dec1 • mostly requests for employment 
information by State ies. 

GRSDisposition: 
14/3 

47; Intergov~rnmental Relations: Correspondence and other 
information relating to the Federal Regional Council, 
the Field Coordination Group, the Federal Executive 
Board, and State and local governments. 

Disposition: Review annually. Destroy when no longer 
needed. 

reports and other 
employees. 

48. 

n GRS 
of employee.

Disposition: Destroy 6 months separati 
1/8 

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

summary. 

Disposition: and 3 months after close 

Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
! I'( l I'll i 1 1 • 57·•-387 FPMR (41 CFR) 101-11 4 

115-203 



--

Destroy 2 years after the pe 
or after the action has been 
whichever is sooner. 

GRS 
1/33 

Request f JOB NOor Records Disposition Authority- Continuation NC1-L06-85-l 
PAGE OF 21 

10 
1. 

ITEM NO 

9. 
8. DESCRIPTION OF ITEM SAMPLE OR 

(With Inclusive Dates or Retention Periods) JOB NO 

r Mana ement Relations Records: Correspondence, 
memora reports and other materials relating to the 
relationship en management, employee unions, or other 
groups. 

Disposition: GRS 
l/29a(l) 

10. 
ACTION TAKEN 

49. 

50. lication File: Application for Leave, SF-71, or 
and supporting papers relating to request for a 

of 

Disposition: ( a) initialed by emplo ee 
applicable pay per od. 

(b) If time card has not initialed by GRS 
it 

::,,, 

employee, destroy after GA 2/8a/8b
when 3 years old whichever is soo 

51. Mana ement: Semi-annual mail counts which are a GRS 
compila • all mailings made both in Regional and 12/6d
Division Offices ly and used as the basis for comput
ing the annual payment to S. Postal Service. 

Disposition: (a) Regional Office, 
(b)Division OfficE@) 

52. Promotion Activit Files: Active and inactive merit 
promotion ications, certificates, rating and rankings eets, 
and including in l merit promotion candidate files fr 
field employees. 

Disposition: 

53. Monthl Narrative Re orts: Monthly narrative reports from €'3t> 
the Regional Office and Division Offices con~erning the l~ 
progressive stages of individual highway projects
including information on obligations, program requirements 
and funding problems and other pertinent data needed in th 
planning, execution, administration and control of the 
Administration's programs. 

Disposition: Destroy when 2 years old. 

54. n~R.S0 eration Files: Regional Office, Applicati 
ards. 

Disposition: • years 

JD/1 

Four copies. Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
., FPMR (41 CFR) 101-11 4 

115-203 



Request for Records Disposition Authority- Continuation JOB NO 

NCl-406-85-1 
PAGE OF l 

11 

7. 
ITEM NO 

55. 

56. 

57. 

58. 

115-203 

8. DESCRIPTION OF ITEM 
(With lnclus1se Dates or Retention Periods) 

·fications of Personnel Action: Standard Form 50, 
Notif1c • n of Personnel Action, exclusive of those in 
Official Pers l Folders. 

Disposition: ( a) ·cal file copies, including fat 
sheets, main • ed in personnel offices 
Destroy when 2 yea ld. 

9. 
SAMPLE OR 

JOB NO 

(b) All other copies mainta1 in personne
offices. Destroy when 1 year 

GRS 
1/14 

ficial Personnel Files: Official personnel folders (OP )
of HWA regional employees, which are the only official 
repo ·tory for personnel records of individual employees f 
the Fe ral Highway Administration. 

10. 
ACTION TAKEN 

Records filed on right side of the Official GRS 
Personnel Folder: 1/1 

Folders covering periods of employment 
erminated prior to 1921; submit 

for Transfer of 

b. Folders overing periods of employment 
terminate after December 31, 1920: 

(1) Transferr Employees. See 
Federal Per nnel Manual for 
instructions lating to folders 
of employees tr sferred to 
another agency. 

(2) Separated Employees. ransfer 
folder National Personn l 
Center (CPR), St. Louis, 
30 days after separation.
will destroy 75 years·after
birth date of employee. 

r am : Off i c i al
...,...:,..,?--~~_..:.:..::..:.....:~...;....~=~~:...;:_;..=..:,.:......:......:--=..,,i.:.....=~on-the-job injuries 
an inal of this form 
is sent to 

Disposition: Destroy 

0MB A-95 Clearance File: Copies of Circular A-95 
clearance reports pertaining to highway projects and 

.related documents. 

GRS 
1/32 

STANDARD FORM 115-A 
Rea,sed July 1974 
Prescribed by General Services 

Adm,n,strat,on 
FPMR (41 CFR) 101-114 
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JOB NORequest for Records Disposition Authority- Continuation NCl-406-85-1 
7. 

ITEM NO 

59. 

60. 

61. 

62. 

63. 

(With Inclusive Dates or Retention Periods) 

Overtime Payment File: File consists oTTorm FAWA­
which is authorization for overtime, holiday work or 
compensatory overtime. 

Disposition: Destroy when 2 years old. 

~rmance Rating Files: a. Certificates of performance 
ratinga a peals of performance rating. 

Disposition: (a) Destroy after date of appraisal.
(b) Destroy 3 years a l settlement 

of the case. 

Personnel Correspondence and Subject 

o 

Files: 

iles relating to the general administration and 
op tions of personnel functions and including
colle programs, selective placement (handicapped, 
veterans, nd ex-offenders) programs, special 
careers (Sum r Aid, Intergovernmental Affairs 
Fellowship, Sta in School, etc.) programs, exami­
nations, paid recr ·tment advertising, executive 
development program, it promotion, employee
safety program, and othe not specifically described 
elsewhere in this schedule, eluding those at 
agency staff planning levels. 

Disposition: Destroy when 3 years 

.Correspondence, reports, memoranda, and other 
r ds relating to employment programs and function, 
and ma er management and evaluation, including 
experts and ul tants, overseas employment,
reemployment righ , mployee transfer and detail, 
and excepted positions. 

Disposition: 
:J 

Destroy when$ years 

Personnel Management Evaluation Files: General corresponJ­
ence, official file copies, background material, classifi 
cation actions, external agency evaluation reports
and internal evaluation studies of management programs.
Files also contain desk audit and position description 
reviews for the Region and Division offices 

Disposition: Destroy when 5 years old. 

arts: Statistical 
onnel office and subordinate 

9.
8. DESCRIPTION OF ITEM SAMPLE OR 

JOB NO 

GRS: 
l /23 

GRS 
l /31 

GRS 
1/3 

PAGE OF 21 
2 

10. 
ACTION TAKEN 

tatisical Re 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
FPMR (41 CFR) 101-11 4 

115-203 
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PAGE OFJOB Ni;>Request for Records Disposition Authority- Continuation NCl-406-85-1 13 
7. 

ITEM NO 

64. 

65 .. 

9.
8. DESCRIPTION OF ITEM SAMPLE OR 10. 

(With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN 

GRS 
1/16 

Position Classification Files 

Di spas it ion: 

Position Classification Standards Files: Drafts, 
tes, of 1c1al i e copies, reports, comments 

an ackground material on the development of 
class· ication standards for all FHWA offices. 
Files a o contain analysis and interpretation
of classi ·cation standards, developed in Regions 
or from the ashington office. 

Disposition: D troy 5 years after position is GRS 
abo ·shed or description is superseded. l/7a(2)( ) 

b. Position Description: Official record of established 
positions, including in mation on titles, series, 
grade, duties and respons1 jlities for Regional 
and Division Offices. 

Disposition: ( a) Region: Destro 5 years after 
position is abol hed or descriptio 
superseded. 

GRS 
is abolished or descrip ion 

(b) Division: Destroy whe position 
l /7b( l &2) 

superseded. 

GRSc. Appeals Files: Case files relating 
l/7d• appeals. 

Disposition: Destroy 3 years after case is closed. 

Post Year Files: Computer printouts received monthly,
wh1c de personnel ·rosters, budget and accounting 
reports by mon , ear end report. Fil~ does 
not contain machine rea a ta. 

Disposition: Destroy when 3 years 

Printing Requisition File: SF 1, Printing and Binding
Requisition to the Public Printer, for requesting 
printing, binding &distribution. 

I 
Disposition: Destroy~ years after completion or 

cancellation of requisition. 

6-iS 

3/( 
Oe1/;&---\-\otJ 
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7. 

ITEM NO 

67. 

68. 

69. 

70. 

. 9.
8. DESCRIPTION OF ITEM SAMPLE OR

(With Inclusive Oates or Retention Periods) JOB NO 

Pr Act Correspondence, original requests,
official 1 d copies of replies pertaining to 
an individual's requ or documents that may contain ~S l't(/lt-
information pertaining to h1 

Disposition: Use appropriate 

Program Control files: Legislated Federal-aid programs
kept for program control over the allocation, planning 
and execution of the projects within a program which 
are handled at the Division office level. Files also 
include feasibility studies, allocation requests, 
budget expenditure records, status reports, general 
reports and correspondence from Headquarters, Region, 
State offices, local governments and private citizens. 

Disposition: Destroy when 3 years old. 

Program Reference Material Files: General information 
on AASHTO, minutes of meetings, press releases, congres­
sional reports, funding reports, highway acts and 
testimonial statements from Congress, and other FHWA 
directives and correspondence. 

Disposition: Destroy when 3 years old or no longer
required. 

Project Fiscal Files (Completed): Official project +' 
ligation records and statistical data for various 

hig programs. These records give a complete histo 
of a pr • ct from Headquarters, regions and division . J 
offices wh1 LJH-h 

10. 
ACTION TAKEN 

are compiled on Form FHWA-37 Project 
Status Records. The files are arranged by project
number and estimat volume annual is 4.5 cubic feet. 
Current total volume 1 5.5 cubic feet. 

Disposition: Transfer to rec s center no sooner 
than 2 months after ceipt of step 9, 
FHWA-37 and transfer o e FHWA-1447 
and PR-20 from the Final Vo her file. 
Offer to Archives after 20 yea 

71. Property and Services Program Files: General corres­
pondence, official file copies, records of coordination 
and approval, material on nationwide FHWA programs
for space and communications management, real property
and personal property management and coordination 
of plans, acquisition, construction, utilization and 
maintenance of all FHWA property, which include motor 
vehicles facilitiesL ro ert e ui ment and records 

Four copies. Including original. to be submitted to the National Archives 

t-c.w: 
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7. 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

against theft, damage and dvil disturbance, accounfab1T1 
for official identification cards and credentials. 

Disposition: Transfer to records center when 2 years 
old. Destroy when 5 years old. 

9. 
SAMPLE OR 

JOB NO 

y 

10. 
ACTION TAKEN 

72. Property and Supplies: Correspondence, invoices, 
requisitions, official file copies, personal property
loss, inventories and identification, damaged property,
standards for purchasing, equipment control studies 
and other related information pertaining to property 
and supplies that have been coordinated with Contracts 
and Procurement. 

Disposition: Transfer to records center when 2 years
old. Destroy when 5 years old. 

73. a. Public Affairs General File: Correspondence;
radio scripts for presentation as DOT public informati
announcements concerning carpooling and other 
transportation issues, speeches and visual education 
on movies, slides, or tapes. 

Disposition: Destroy when 5 years old. 

b. Publications: Clippings of various periodicals
and publications pertaining to Department of 
Transportation . 

. Disposition: Destroy when 1 year old. 

on 

74. 

75. 

chase Order.Files: Requisitions, summaries of 
nego ions, statements of work, progress reports
and payme eports pertaining to the procurement 
of services, o n with ~ther government agencies 
or commercial 
threshhold. 

Disposition: 

firm cost is under established 

a. Transactions o 
Destroy 6 years
final payment.

b. Transaction of $10,000 or l 
Destroy 3 years after final payment. 

Administrator's Administrative Files: Budget
inform reorganization information, personnel
information on nal Administrator and Deputy,
Travel_Vouchers for Re • l Administrator and Deputy. 

Disposition: Destroy when--=-..r..._____;_:_:...:...=,:_:__:_.:....:c_-=-=..:--'-->!,--=---:..___:_:_=----=-.:~=---:------L...=:=.L...:.__..,L_____ 

GRS 
3/4 

GRS 
23/1 

Four copies. Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
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ITEM NO (With In usIve Dates or Retention Periods) JOB NO ACTION TAKEN 

Request for Records Disposition Authority- Continuation . 
---....----------

1. ESCRIP:'!'ION OF ITEM 9. 
SAMPLE OR 10. 

76. 

77. 

78. 

79. 

Regional Administrator - Chronological Files: Regional 
Administrator's day-to-day correspondence arranged 
in chronological order. 

Disposition: Destroy when no longer needed. 

Regional Administrator's Committee Files: AASHTO, 
FEB, FCG, and CFC. fi.les. Also Division Administrator's 
meetings, Honor Awards, and FRC files. 

Disposition: Destroy when no longer needed. 

Reimbursable Agreement Files: Completed copy of 
DOT F-2300.l, Reimbursaple Agreements, which are used 
by the operating elements of DOT, if funds are avai1abl , 
to place orders with other agencies for materials, 
supplies, equipment, work or services when both agencies
have an 
interest in the goods or services to be provided. 

Disposition: Transfer to records center 3 years after 
completion of contract. Destroy Wfl'efl 1 -I-· ~ ~ f 
6 years and 3 months &Ht-. o..f-t~r- £.o.,.,....,,e. , ,.; ol c. ,J7ro-e. 

Reports - ADP Listings - Washington Office - External: 

j 
The 

following ADP Reports furnished by the Washington 
Headquarters Office showing the status of allotments, 
apportionments, etc. 

1. FHWA-329 Project Status Report - Federal-aid 
2. Q-19 Projects Completed - Final Voucher Not Submitt d 
3. Q-19 Projects Completed Final Voucher Not Paid ! 
4. Q-19 Projects Completed - Final Voucher Pending I 
5. Q-25 Project Workload ! 
6. M-79 Federal Highway Program FY Obligation - Unobli~ated 

Balances Active Program
7. M-99 Budget Function Detail and Cumulative Totals 

to Date 
8. M-10-PB Region Reap-FA Projects 
9. M-10 Right-of-Way Revolving Fund 

10. M-50-3 Status of Allocated Attributable Urban 
Systems Funds 

11. M-56 Fiscal Year Apportionment Not Obligated
12. M-60 Status of Federal-aid Funds 

Disposition: A. Items 1 thru 11 destroy when 6 months 
old except for end of fiscal year 
report which is to be retained 5 year
after close of the fiscal year involv d. 

115-203 Four coplH, Including ortglnal, to be ■ ubmltted to the National ArchlvH STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admon1strat1on 
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7. 8. DESCRIPTION OF ITEM 

ITEM NO (With Inclusive Oates or Retention PerioOs) 

B. Item 12 destroy when 2 years old 
except for end of fiscal year report
which is to be retained 5 years 
after the close of the fiscal year
involved. 

80. Reports - Financial - Internal Reports: Internal 
report of the financial status of allotments, appropriati
apportionments, etc., used by management plus reports
of expenditures to the Washington Headquarters Office. 

9. 
SAMPLE OR 10. 

JOB NO ACTION TAKEN 

ns, 

1. Appropriation 616 Rural Highway Transportation
Demonstration Project Expense Report

2. Report of Monthly Transaction Numbers 
3. Report of Cash Requirements 
4. Report of Federal Assistance - SF 424 

Disposition: A. Items 1 thru 3 destroy 3 months 
after close of fiscal year involved. 

B. Item 4 destroy when 2 years old. 

Forms FHWA-56, Requistion for 
and Shipment. 

GRS 
3/9 

and types of all Personnel 
• equivalent). 

Disposition: 

Service Reco~d· Card: SF-7, Service Record Card listing
actions for employees 

s for employees separated or GRS 
trans don or before December 31, 1/2 
1947; Tran to NPRC, St. Louis, 
Missouri. Destr years after 
earlier personnel ac date. 

b. Cards for employees separa or 
transferred on or after January 1 
1948. Destroy 3 years after separat 
or transfer of employee. 

i 
i 

83. Pro 

repor 

ram Files Re ional Administrator: Corresptdence
ington Headquarters, Region and Division 

, ark plans, evaluations of division ee. 
offices; Civil Rights ial, Cargo Security material, 
women's Program, Truck-train es, and other material 
used as a reference by the Regional istrator. c:,tJ 

Disposition: Destro when 2 years old. 
115-203 Four cople ■ , Including ortglnal, to be submitted to tlle National Arclllve ■ STANDARD FORM 115-A 

\ Rev,sed July 1974 
~ Prescrobed by General Ser,,oces 

<- Aom,n,stration 
', I 11 ,-; J 1 )-:' ••JAl FPMR (41 CFR) 101 - t 1 4 
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OF 

7. 
ITEM 
NO. 

9. GAS OR 
8. DESCRIPTION OF ITEM SUPERSEDED 

(With /nclusiue Dotes or Retention Periods) JOB 
CITATION 

10. ACTION 
TAKEN 

(NARSUSE 
ONLY) 

83. Special Program Files (Regional Administrator): 
Correspondence between Washington Headquarters, 
Region and Division Offices, reports, work plans, 
evaluations of division offices; Civil Rights 
material, Cargo Security material, Women's 
program, Truck-train stikes, and other materials 
used as a reference by the Regional Administrator. 

Disposition: Permanent, Cut off file every two 
years. Offer to NA Field Branch one 
year later. 

115-204 Four copies, Including origlnal to be submitted STANDARD FORM 115-A (REV. 12-83) 
to the National Archives and Records Service. Pre~crobed by GSA 

FPMR (41 CFR) 101-11.4 
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8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO 

GRS 
1/28 

PAGE OF 

18 

10. 
ACTION TAKEN 

Disposition: Destroy when obsolete 

7. 
ITEM. NO 

84. 

85. 

86. 

87. 

88. 

89. 

State Highway Organization: Correspondence documenting 
State Department of Transportation delegations of 
authority, and other types of action within their 
organization that affects the Federal aid highway 
program. 

Disposition: Transfer to records center when 2 years 
old. Destroy when 5 years old. 

Staffing Criteria Files: Tables, charts, working 
papers, final reports and related correspondence dealing 
with elements of staffing criteria for FHWA and documents 
related to staffing justification for regional and 
division offices. 

Disposition: Transfer to records center when 10 years
old. Destroy when 15 years old. 

Supplies, Equipment, Buildings, and Services: Material 
related to purchases, credit cards, contracts, GSA 
supply schedules, catalogs, dealers lists, surplus
equipment and-supplies; building materials, machines, 
hardware and furniture; general office supplies; rentals 
and services; printing and reproduction; systems of 
property accounting. 

Disposition: Destroy when no longer applicable to 
operations. 

Supply Information: Documents related to distribution 
of nonexpendable property, space and GSA supplies. 

Disposition: Destroy when 3 years old. 

Tabulation Files: Tabulation data of Federal fund 
obligations, disbursements, interrelationships to 
income and disursements and other funds concerning
the FHWA programs which included Federal-aid and forest 
highway funds, Federal-aid and emergency relief projects 
and Highway Trust Funds. 

Disposition: Destroy all material when 1 year old. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat,on 
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7. 
ITEM NO 

90. 

91. 
I 

92. 

93. 

94. 

95. 

8. DESCRIPTION OF ITEM 
(With lnclus,ve Dates or Retention Periodsl 

Disposition: Audit or when 3 years 
so 

Individual Em lo ee Records: All copies
of co ondence and arms maintained on the left 
side of the ·cial Personnel Folder in accordance 
with Federal Person Manual, Chapter 293, and 
Supplement 293-31. 

Disposition: Destroy upon separation or 
of employee or when 1 year 
is sooner. 

Attendance Re art: Consisting of FAA-2730 
leave record as well as 

Disposition: Destroy after GAO a 
whichever is sooner. 

old, 

ra1n1n File: Training plan objectives and require-
men annual reports of training activities, cumulative 
summary training, correspondence, official file 
copies, budge timates, assessment of FHWA Regional
Training Systems, ·nars, reports, conferences, 
special programs and re rsement a~reements. Files 
also include correspondence ted to on-the-job 
training. 

Disposition: Destroy when 5 years old or 5 
after com~letion of a specific 
program. 

Transaction Reports: Purchase orders, invoices, backup
material, disposition reports and related data listed 
on accountable and non-expendable property accounts 
and transactions, and monthly and annual summary reports
used as reference material for the expenditures. 

Disposition: Destroy 3 years after final payment. 

Contain DOT Forms DOT 1500.2, 
OST and DOT Elements, DOT 1500.3, 

Limita and DOT 1500.4, Temorary 
Travel Duty. 

I 

I 
I 

I 
1

9 I 
SAMPLE OR I 10 

JOB NO ACTION TAKENI 

GRS 
6/8 

GRS 
1/10 

GRS 
2/3 

GRS 
1/30b(l) 

_____J______________________ ----,-____--1.,____J_____ 
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9 
7. 8. DESCRIPTION OF ITEM :3;.MPLE QR ' 10 

ITEM NO (W1tn lnc1us1ve Oates or Re!ent:on Perrodsi , JOB '-<0 ACTION ?AKEN 

;01 spostt iCrl: Destroy in agency 3 years after final 
I payment. 
I 

96. I l Voucher File: Contain public vouchers for 
\transpo • n charges from airlines for transportation
of FHWA employee SF-113 and 1169, transportation 
requests by FHWA 

Destroy when 3 years old. 

employe transportation to and 
from their destination. 

Disposition: 

Treasury Report Files: Annual report required by
0MB under Treasury Department Circular 965. The original 
report is submitted to FHWA, Finance Division, HFS-23 
on Form FHWA-1336, which certifies the balances at 

1the end of the fiscal year on each appropriation. 
/Included in this file are working 
papers and supporting documents. 

97. 

Disposition: Transfer to records center when 3 years 
old. Destroy 7 years after close of 
FY involved. 

98. 
mainten e record, 

of the motorto the 
the· Region. 

Destroy when 6 

Accident reports, general correspondence, 
official file copies and related 

1 
data 

!pertaining vehicle 
Ifleets for 
I 
!oisposition:
I 

99. ; Voucher Examination Records: Accounts payable record 
I copy (yellow SF-147 and pink SF-44) and correspondence 
related to voucher examination. 

Disposition: A. Accounts Pa able Record Coo of Purchase 
Order ellow SF- 47 and ink SF-44 
Destroy 3 years after the close 
of fiscal year involved. 

D. Correspondence - Destroy 2 years
after fiscal year involved. 

100. \ Work Order Files: Pending work orders for moving 
I walls, telelphone OJtlets, and electrical outlets. 
j These requests are made for proposed work on the GSA 
Form 2957 and telephone order DOT 1730.1 and Form 

. FHWA-56 for cancellation of work order. 

I 
Four copies. Including original. to be submitted to the Na-,-,o-na-1A-r-ch-lv_e_s_J........_ST_A_N_OA_R_D._F_O_R_M_t_tS___A_115-203 
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9
7. 8. DESCRIPTION OF ITEM 10.I SAMP LE OR I

ITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKEN 
1 JOB NO 

--- ·- -1-----+------
Disposition: ( a) Pending Files: Tr ans fer to completed ! 

work order file after completion J 

of work. 
(b) Completed Files: Destroy 2 years 

I 

Iafter completion. 

101. word Processing Center Production Records: Consists 
of page production c·ounts i dent ifyi ng the type of 
work performed. 

Disposition: Destroy when 2 years old. 
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