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JOB NUMBER REQUE T FOR RECORDS DISPOSITION AUTHORITY NI- ~()g-- /1-cJ{) 
To	 NA TI. AL ARCHIVES & RECORDS ADMINISTRATION Date received 

8601 P\. ELPHI ROAD ~OLLEGE PARK, MD 20740-6001 7-~ 
FROM (Agency establishment) 

U S Depa ment of Transportation NOTIFICATION TO AGENCY 

2 In accordance with the provrsrons of 44 USc 3303a, the 
drsposition request, including amendments, IS approved 

I--;::--~-;-;::.-;~~=-:;=~~------------------l except for Items that may be marked "disposmon not 
3 MINOR SUBDIVISION	 approved" or "Withdrawn" In column 10 

5 TELEPHONE NUMBER	 ARCHIVIST OF THE UNITED STATES 4 NAME OF PERSON WITH WHO 
(202) 366-5160Daruelle Tyler 

6 AGENCY CERTIFICATION 
I hereby eel nfy that I am authonz to act for this agency In matters pertaining to the disposiuon of ItS Iecords and that the 
records proposed for disposal on the tached __ page(s) are not needed now for the business for this agency or will not be 
needed after the retention periods sp cified, and that wntten concurrence from the General Accounting Office, under the 
piovisions of Title 8 of the GAO Manna or GUidance of Federal Agencies, 

D has been requested 

TITLE 

Records Officer 

7 ITEM NO 
9 GRSOR 

SUPERSEDED 
CITATION 

JOB 
10 ACTION TAKEN 
(NARA USE ONLY) 

1 Administrative Services Records 
ThIS record senes mc1udes adrrumstra ve 
conespondence, reports, forms, and oth papers 
relatmg to admmistrauve support service mcludmg 
the acquisiuon, production, and distnbutio of 
printed matter, still photography and giaphi Its 
services, motion picture production, library se VIces, 
data processmg, mall and messenger opeiationsi and 
telephone and telegraphic services 

NOTE These diSPOSItIon mstructions apply to all 
the descnbed records regardless of physical media 

a	 General COl respondence fIles 

(1) Agency offIce of primary mterest 

DISPOSItIon-Temporary. Destroy when two 
years old 

(2) OffIce and umts lesponslble for 
perfmmance of admmistrative suppmt serVIces 

115-109 PREVIOUS EDITION NOT USABLE	 o FORM 115 (REV 3-91) 
escnbed by NARA 36 CFR 1228 



c 

Temporary. Destroy when two 

b Daec I fIles Correspondence, forms, and 
othei iecoids r tmg to the compilation of telephone 
hstmgs and duec 

DISPOSltlOl1. Te orary. Desuoy three 
months after Issuance of ectoiy 

Employee locatOl flIes 

Disposition, Temporary. De oy upon 
separation of employee from activity. 

PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 115-109 
Prescribed by NARA 36 CFR 1228 




