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TO GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, OC 20408 SATE FECEVED

1. FROM (AGENCY OR ESTABLISHMENT) Doparhment of Trmpcrkﬂw Jdvee 2> 950
. i . 3 . e A

2. MAJOR SUBDIVISION

L{r‘bm MJ\SS YVMSDO{‘%A‘?W A:AW.IV\]SHA/{‘I‘UN’\_

NOTIFICATIO( TO AGENCY

3.MWO% BOIVIS|ON {
. 1 § .
4. NAME [t} PERIEN WITH WHOM TO CONFER 5. TEL EXT

-

Paul A. DiNenna 426-4011 Date

In accordance with the previsions of 41 U'SC 3303a the disposat re
quest. including 2merdments, 1s approved except for items that may
he stamped ‘disposal ngt approved” or “withdrawn™ m column [C

Archivest of the United Sates

8. CERTIFICATE OF AGENCY REPRESENTATIVE

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

] A Request for immediate disposal.

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

retention.
C. DATE D. SIGNATURE OF AGENCY REPRESENTATIVE E. TITLE
M )
/O/&7/b'0 44/4/@,% ( t% ?/W ,:7‘ )
L4 / e - 9
7. 8. DESCRIPTION OF ITEM SAMPL.E OR 10.
ITEM NO (With inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

P

GENERAL MANAGEMENT AND ADMINISTRATION RECORDS. The
records described below relate to the Urban Mass
Transportation Administration and the performance of
administrative management functions. They result from

the development of agency plans, policies, and programs;

management surveys, paperwork management, data
processing systems, work simplification, and other
management improvement programs; agency relations with
the public, Congress; release of information under the
Freedom of Information Act and the Privacy Act, and
other external bodies; investigations of personnel,
applicants for employment, and contractors; employee
travel; security and protective services matters,
including the safeguarding of classified information;
administrative support services; and defense planning
activities.

1000 GENERAL RECORDS

(1) Administrative policy and planning files.
Documents relating to policy development and the over-
all planning, coordination, control, and executive
direction of the assigned missions of the agency.
Specifically, these files are accumulated by the

Administrator, his/her top level %igff, and heads of
regions and centers. Ca: "Tem ft anMAMAM* [ XTIAR
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Standard Form No. 115-A
Revised November 1951

Prescribed by General Services Administration
GSA Reg. 3-1V-106

115-202

Job No.

Page &/

of pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO.

8. DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9

SAMPLE OR
JOB NO.

10.
ACTION TAKEN

Missiow Corres F&Md%CQ/ -~
A.A\Permanent. Transfer to Federal Records Center

when #ew¥ years old, i -~ Offer to NARS when ten

ears old.
Y be AW cther comespondence -- Desbroy aqem ey whew

History program file Documents prepared an

ce materials, such a§ transcripts and tapes, OSf inter-—

xceptional importahce; and similar recor

Pepmanent. Transfer to Feg&€ral Records Center
ears old or earlier. OQffer to NARS when ten

. 8\
l\.’lola,“’ ‘}”/‘40

1100 ORGANIZATIONAL RECORDS

when four
years O

(1) Organization planning files. Documents re-
lating to the establishment of and changes in ‘
organization, functions, relationships, and delegations
of authority, such as organizational and functional
char ts —staff-stvdiegr—minntes—of—staffmeetings,—and
retated—egorrespondernce. n—geperat—these—papere—are—
meintained—indirestives—oase—files— Are by subject. I

Permanent. Transfer to Federal Records Center
when four years old or earlier, Offer to NARS when ten
years old. qudume‘uﬂrmhdfl

(2) Organization planning working files. Back-
ground materials, drafts, interim and progress reports,
and related papers accumulated in organization planning
projects and surveys, swek as stbf stucies minvtes of  staff meeti
wnd telated  ccrrespondimce.

Destroy six months after final action on
project report or three years after completion of report
if no final action is taken.

1110 COMMITTEE AND CONFERENCE RECORDS

(1) Committee management files. Documents relatind
to the establishment and organization of committees,
boards, and panels; policies governing official agency
membership; and related matters.

GRS

/

uc\s)

& tdt"S: a{A 4,

withdirawi
m/aa-/So

16/13
ok

13{',“‘\2/\‘. aed

fgﬁ%m

pHC

,valwc-ewf .

Pouzx copies, including original, to be submitted to the National Archives and Records Service

GPO . 1963—0O-711-917
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7. 8. DESCRIPTION OF ITEM 9. 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE OR ACTION TAKEN

(a) Files for advisory, intergency and inter-| GRS lb/Q,
national committees sponsored by UMTA. -Permarerrts &49>
Tranasfer—to-Foderal—Regords—Center—when—four—years—otd—

‘ — Rl
Desttay whem 5 years old - e
(b) Files for internal UMTA committees. GRS le/
Destroy eme-yeargafter termination of committee. 12
two
(2) Committee official files. Minutes, agenda,
reports and other papers documenting accomplishments
and results of matters assigned formally established
conmittees, boards, or similar groups.

(a) Official files of the committee sponsor, GRS /&/
secretariat, or recorder. PRermamemtr—Pransfer—to— L;b(.)(a
Federat—Records—Center—when—four—yema—eotd—or—eem—iter—

Destroy whew S years old .

«v

09‘ ,AO

‘rﬂ "™ (b) All others. ™ Destroy when £5he years old |GRS /6/

or when no longer needed for reference, whichever is I b(})('€>
earlier.

(3) Staff and local meeting and conference files.
Minutes, agenda, and related documents.

Folder as part of the office general corre-
spondence files and dispose of accordingly.

(4) Committee inventory files. Annual and
special inventory reports of UMTA committees in
existence.

(a) Accumulated by the Urban Mass
Transportation Administration Committee Management
Officer. s —

when—fotr—yegrs—oidor—eariier—Offer—to-—NARS—when—ten—{-
“wears—otd— Des*‘fm.tj whem ngs old. ‘7;?;;/50

g »
{(b) Accumulgted by the Urban Mags—"
Transportation Admiffistration Committee~Management 10{23s0

Officer.//pesffay when five yeaggzoia. ‘?ﬁl1}o (6ﬁﬂuxkg

(b) All others. Destroy when two years old.

Pour copies, including original, to be submitted to the National Archives and Records Service GPO .19%3—0-711-917
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Standard Form No. 115-A
Revised November 1951

Prescribed by General Services Administration
GSA Reg. 3-1V-106

115-202

Job No.

Page j

of pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO.

8. DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9

SAMPLE OR
0B NO.

10.
ACTION TAKEN

1200 EXTERNAL RELATIONS RECORDS.

(1) General correspondence files. Routine corre-
spondence, reports, and related documents pertaining to
activities promoting mass transportation development,
encouraging transportation, fostering public under-
standing of agency mission and activities, and
disseminating information to the public, but-EXCEUBING—
£ 3  bed—ol ] ) b

(a) Agency office of primary interest.
Destroy when two years old.

(b) All other offices. Destroy when one year

old.
1210 PUBLIC RELATIONS RECORDS

(1) Information release files. Records docu-
menting the public release of information concerning
agency activities and accomplishments, consisting of
431 press releases, <t2y—trenseripts—of-press—confer-.-
‘encesr—3—externatpubtieations—4y, of ficial

b ! A° ond,
speeches’ tT—tetevistomrand—radto—scripts7—{6), bio-
graphies, ¢+ —eraphie—presentations—and—exhibiter—and—

’

S o i\ow‘mﬁ pese-
(a) eleasing office (record set only).

Permanent. Transfer to Federal Records Center four

years after close of fjle or earlier if inactive.

(2) Informational release project files. Docu-
ments such as preliminary drafts, statistical
compilations, and work papers accumulated in the pre-
paration of formal informational releases.

Destroy one year after issuance of related
release.

(3) Informational release approval files. Drafts
of press releases, speeches, and articles with approvals
for release or publication.

Destroy when two years old.

CRS W[z

GRs 19/ 1

f‘au

ies, incl ;Iing igé ‘ol ‘$o be submitted to the National Archives and Records Service

GPO :1963—O-711-917
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Ttem 1210(1), continued

(2) Press Releases. (Arr. chronologically, 1/8" per year)

1) Releasing office, record set only--PERMANENT. Break file annually. Offer to NARS
5 years after file break.

2) All other offices, all other copies--Destroy in agency when no longer needed for
administrative purposes.

(b) Official speeches of the Administrator and the Deputy Administrator. (Arr. chronologically,
1/8" per year)
1) Record copy--PERMAMENT, Break file annually. Offer to NARS 5 years after file break.

2) All other copies--Destroy in agency when no longer needed for administrative purposes.

{c) Biographies of the Administrator, Deputy Administrator, and other ton officials.
(Arr. by name. 1/16" per year,when created)

1) Record copy--PERMANENT. Break file annially, Offer to NARS 5 yvears after ““le bhreak.

2) All other copies--Destroy in agency when no longer needed for administrative
purposes.,
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Standard Form No. 115-A
Revised November 1951

Prescribed by General Services Administration Job No. Page
GSA Reg. 3-1V-106
115-202 of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
7 8. DESCRIPTION OF ITEM 9. 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR ACTION TAKEN
(4) General inquiry files. Requests for informa- GRS |q/3

tion, photographs, and publications and replies thereto, ok

involving no administrative action or special research,
and including acknowledgements and transmittals of
inquiries referred elsewhere for reply.
3 menths aple,r‘womsvw‘.ﬁov( of fef”)j«
Destroy whep—ore—year—eold—or—eartier—if-no—

. ied £ ini .

1220 CONGRESSIONAL RELATIONS RECORDS

(1) Congressional inguiry files. Copies of
Congressional correspondence and replies on matters with-
in the scope of UMTA maintained by Congressional liaison
offices.

Destroy when two years old or when purpose
served, whichever is earlier.

1230 PUBLIC RELEASE RECORDS (Freedom of Information
Act and Privacy Act Records)

(1) Freedom of Information Act (FOIA) files.
Files created in response to requests for information
under the Freedom of Information Act consisting of the
original request, a copy of the reply thereto, and all
related supporting files which may include official
file copy of requested record or copy thereof.

(a) Correspondence and supporting documents.
(Execluding the official file copy of the records re-
quested if filed herein).

1l Granting access to all the requested

records.
Destroy two years after date of reply.
2 Responding to requests for nonexistent

records to requesters who provide inadequate descriptions;
and to those who fail to pay agency reproduction fees.

a Destroy two years after date of
reply if not appealed.

b Destroy appealed requests as
authorized under item 1230(2).

GRS 14/

foea Ci

crs 14/ |
16a (2D

CRS 14
o a () (

g

D

Pour copies, including original, to be

bmitted to the National Archives and Records Service

GPO ,19%3—0-711-917
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%

Prescribed by General Services Administration Job No. Page
GBA }}figzxv-we of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
9.
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAJ“(")’;L,EO?R ACTION TAKEN
3 Denving access to all or part of the
records requested.
a Destroy five years after date of GRS H/.
reply if not appealed. Wea ( ;)(a;[)
b Destroy appealed requests as autho- | GRS "‘1/
rized under item 1230(2). 16 C\C.?)C 10)

(b) Official file copy of requested records.

Dispose of in accordance with dispositon
instruction for the related records, or in accordance
with the related FOIA request, whichever is later.

(2) Freedom of Information Act appeals files.
Files created in responding to administrative appeals
under the FOIA for release of information denied by the
agency consisting of the appellant's letter, a copy of
the reply thereto, and related supporting documents,
which may include the official file copy of records
under appeal or copy thereof.

(a) Correspondence and supporting documents
(excluding the official file copy of the records under
appeal if filled herein).

Destroy four years after final determi-~
nation by agency or three years after final adjudication
by courts, whichever is later.

{b) Official file copy of records under

appeal.

Dispose of in accordance with disposition
instructions for the related records, or in accordance
with the related FOIA requests, whichever is later.

(3) FOIA control files. Files maintained for
control purposes in responding to requests, including
registers and similar records listing date, nature and
purpose of request, and name and address of requester.

6Rs 14/
\6b

GRs l‘{/
\Ta

ces 14/
7 b

(a) Registers or listing. GRS )V/
Destroy five years after date or last |8a,
entry.
Peur copies, luding eriginal, to be submitted to the National Archives and Records Service GPO . 1963—O-T711-917
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Revised November 1951 . i
Prescribed by General Services Administration

Job No.

Page [\7

T

GS8A ’}ff; %—21V—106 of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
9. 10.
8. DESCRIPTION OF ITEM
lTEhZ. NO. (W1iTH INCLUSIVE DATES OR RETENTION PERIODS) SﬁrggLNEOC?R ACTION TAKEN
(b) Other files. GRS l'*//
. . . Igb
Destroy five years after final action
by the agency or after final adjudication by courts,
whichever is later.
(4) FOIA reports files. Recurring reports and one-

time information requirements relating to agency
implementation of the Freedom of Information Act,
including annual reports to the Congress.

(a) Annual reports ad—departmental—er—agency GRS ! Y/
level. 19a

Permanent. Offer to NARS with related h
; oaew contr ed
aqMQQrecords approved for permanent retentloqxor Jﬁé% pl se vie

fifteen years o0ld, whichever is sooner.

(b) Other reports. GRS |4/

records.

Destroy when two years old or sooner if
no longer needed for administrative use.

(5) Freedom of Information Act administrative
files. Records relating to the general agency
implementation of the FOIA, including notices, memoranda,
routine correspondence, and related reocrds.

Destroy when two years old or sooner if no
longer needed for administrative use.

(6) Privacy Act requests files. Files created in
response to requests from individuals to gain access to
their records or to any information in the records per-
taining to them, as provided for under 5 U.S.C. 552a(d)
(1). Files contain original request, copy of reply
thereto, and all related supporting documents, which
may include the official file copy of records requested
Oor copy thereof.

(a) Correspondence and supporting documents
(excluding the official file copy of the records
requested if filed herein).

1l Granting access to all the requested

b

GRS l4/

20
GRs 1Y/
an(l)

luding 1, to be

Pour

bmitted to the National Archives and Records Sexvice

GPO . 19%63—0-711-917
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Revised November

1951

Prescribed by Qeneral Services Administration Job No. Page
GSA Reg. 3-1V-106
115-202 of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
9.
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAJ%SLEOC?R ACTION TAKEN
Destroy two years after date of reply.
2 Responding to requests for nonexistent
records, to requesters who provide inadequate
descriptions and to those who fail to pay agency
reproduction fees.
a Destroy two years after date of GER}S i
reply if not appealed. aSa()(a
b Destroy appealed requests as autho-| GRS (¥

rized under item 1230(7).

3 Denying access to all or part of the
records requested.

a Destroy five years after date of
reply if not appealed.
b Destroy appealed requests as
authorized under item 1230(7).
(b)

Official file copy of requested records.

Dispose of in
instructions for the related
with the related Privacy Act
later.

accordance with disposition
records, or in accordance
request, whichever is

(7) Privacy Act amendment case files. Files
relating to an individual's request to amend a record
pertaining to that individual as provided for under
5 U.S.C. 552a(d) (2); to the individual's request for
a review of an agency's refusal of the individual's
request to amend a record as provided for under 552a(d)
(3); and to any civil action brough by the individual
against the refusing agency as provided under 5 U.S.C.
552a(g) .

(a) Requests to amend agreed to by agency.
Inculdes individual's requests to amend and/or review
refusal to amend, copies of agency's replies thereto,
and related materials.

Dispose in accordance with disposition
instructions for the related subject individual's
record or four years after agency's agreement to amend,
whichever is later.

d

Qsa()

GRS )'4/
RS a (33

GRS 1Y/
5a(HH

crs M/
as b

Crs JV/
Lba_

L)

Powz lading 1, to be

brmitted to the National Archives and Records Service

GPO ;19%63—0-711-917
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Revised November 1951

Prescribed by Geners] Services Administration Job No. Page
GSA Reg. 3-1V-106
115-202 of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
9
7. 8. DESCRIPTION OF ITEM - 10.
ITEM NO. (WiTH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE OR ACTION TAKEN

(b) Requests to amend refused by agency.
Includes individual's requests to amend and to review
refusal to amend, copies of agency's replies thereto,
statement or disagreement, agency justification for
refusal to amend a record, and related materials.

Dispose of in accordance with disposition
instructions for the related subject individual's
record; four years after final determination by agency;
or three years after final adjudication by courts,
whichever is later.

(c) Appealed requests to amend. Includes
all files created in responding to appeals under the
Privacy Act for refusal by any agency to amend a record.

Dispose of in accordance with disposition
instructions for related subject individual's record or
three years after final adjudication by courts, which-
ever is later.

(8) Privacy Act accounting of disclosure files.
Files maintained under the provisions of 5 U.S.C.
552a(c) for an accurate accounting of the date, nature,
and purpose of each disclosure of a record to any
person or to another agency, including forms for showing
the subject individual's name, requester's name and
address, purpose and date of disclosure, and proof of
subject individual's consent when applicable.

Dispose of in accordance with disposition
instructions for the related subject individual's
records, or five years after the disclosure for which
the accountability was made, whichever is later.

(9) Privacy Act control files. Files maintained
for control purposes in responding to requests, in-

"cluding registers and similar records listing date,

nature of request, and name and address of requester.

Registers or listings.

(a)

Destroy five years after date of last
entry.

4
5

ors 1/
KR

@RS;H/
2T

GﬁSiV/

luding original, to be sub

itted to the National Archives and Records Sexrvice

GPO :19%3—0O-711-917



Standard Form No. 115-A

Revised November 1951
Prescribed by General Services Administration
QS8 A Reg. 3-1V-106

115-202

Job No.

Ry

/0

Page

of pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO.

8. DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9.
SAMPLE OR

10.
ACTION TAKEN

(b) Other files.

Destroy five years after final action
by the agency or final adjudication by courts, which-
ever is later.

(10) Privacy Act report files. Recurring reports
and one-time information requirement relating to agency
implementation, including annual reports to the Congress
of the United States, the Office of Management and Budget,
and the Report on New Systems.

(a) Annual reports at deWertmererad-es agency

level.

Permanent,
. lad f
records approved for permanent retentloQAo? wﬁen fifteen
years old, whichever is sooner.

(b) Other reports.

Destroy when two years old.

(11) Privacy Act general administrative files.
Records relating to the general agency implementation of
the Privacy Act, including notices, memoranda, routine
correspondence, and related records.

Destroy when two years old or sooner if no
longer needed for administrative use.

1240
described below relate to th
national activities of the

(1) General corregpondence files. Corypéspondence,
reports, agreements, Z£tudies, and other docdments
reflecting the plangfing, direction, coordination, and
evaluation of masg transit programs of TA, and the
development of ansportation policy th other United
States Governmpént agencies, industrys foreign
governments,/and international bodjfs, maintained by
the gency @gffice of primary intergst.

Transfer £o0 Federal Records Center
Offer tg NARS twenty years later.

Permanent.

when four years old.

Offer to NARS with related . . g . odstoh

JOB NO.
GRS | Ll/

ash

crs 14/
290

GRS 1Y
Sl

GRS 14/
30

w "Mw»d
/380 ’

[
PHC

Powux luding original, to be

d 2.

hmitted to the National Archives and Recozds Sexvice

GPO .1963—O0-711-917
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Standard Form No. 115-A
Revised November 1951 /[
Page

grseicgzgislg‘gelsgml Services Administration Job No.
115-202 of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
7 8. DESCRIPTION OF ITEM 9. 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR ACTION TAKEN
(2) Fo;9{§;/assis§aﬁée country filess  Case fil€s Wil Lraipn,
/4/3&0
fac
PHC

1300 MANAGEMENT PROGRAM RECORDS

(1) General correspondence files. Correspondence,
reports, and related documents accumulated by manage-
ment offices and staffs in the course of management
planning and improvement, work simplification, paper-
work management, and data processing control —bwt—

SEXEEUBING—filesdeseribed—eloewhere—in—this—pakagiaph--

(a) Correspondence files of the Office of
Management Systems relating to the development of
national management plans, policies, systems and
standards, and documenting significant accomplishments.
Permanent—Pransfer—toFederal—Recordes—Center—vwhen——
fGﬂf_yeﬂf3—e%é—9f—eaf&&efT——{ﬁng%4£hNARS—a£€e{—%eﬁ—efﬁ 450
yeorss Deglm.ﬁ whae & Years old. 1o[3 e €

(b) All others. Destroy when fiue years old.

(2) Management information files. Manuals,
charts, analysis sheets, problem sheets, program status
and evaluation reports, and supporting documents
developed in the administration of programs for the .
preparation of management information.

(a) Record copies maintained by the Office
of Management Systems. Permanent—PRransfer—to—Federal—
3 ] : 14 s e

. . E79i/
: 10/ 0
Destrey whew S Years old - RVC?
(b) All other offices. Destroy when super-

seded or no longer needed.

FPouz copies, including eriginal, to be submitted to the National Archives and Records Service GPO . 19%63—O-711-917




Standard Form No. 115-A
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L

grseicrlill;gi Dy ‘%ggml Bervices Administration Job No. Page
115-202 of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet .
7. 8. DESCRIPTION OF ITEM 9. 10.
iTEM NO. (WiTH INCLUSIVE DATES OR RETENTION PERIODS) SA_,%ELNEOQR ACTION TAKEN
1310 MANAGEMENT PROJTECT RECORDS,
(1) Management project files. Case files con-
taining the official record copy of the final project ;
report, or published or processed document resulting
from the project, together with supporting papers
documeriting project inception, scope, procedure, and . . cidered.
accomplishments. Pet by project. Fechaps “[yc jat least Fpeey et [y is et ésr: Cicomt,

Find pecject repor\- o Slgmhawd’ PI‘oqu*‘S MIL‘ -
'APermaqgnt. psfer ﬁg Federal Records Center
when four yearsAe&é— LL,O fer to"§§RS when ten
years oké.aPer camuﬂeiwwv_ac DﬁhCCE-
b, Al other rccorvls "P S 11;
(2){\,\" Years ablec -"'B«M‘.k-
ground materia noteS} rough draf s, interim and
progress reports that are summarized in final reports,
and related papers pertaining to management projects
and surveys.

ra
Ple

c‘se‘d

Destroy six months after final action on
project report or three years after completion of report
if no final action is taken.

(3) Management project control files. Documents
showing assignments, progress, and completion of
projects.

Destroy one year after completion of project.
1320 DIRECTIVES MANAGEMENT RECORDS

(1) Directives case files. Official case files
for internal UMTA directives prescribing policies,
organization, or procedures, or providing information
essential to the administration or operation of the
agency. Each case file includes a printed copy of the
directive, record of clearance and approvals, and
significant background documents.

(a) Case files for UMTA directives containing
orders and handbooks; notices that change existing or
prescribe new policies, organization, or procedures;
notices approved by the Administrator, Deputy
Administrator, Associate Administrators, or Regional
Directors regardless of subject matter. Permanment.

1 L . " » ) X jed ‘

ted c ; ; s e repal 3

Center—whmrmo—more—that—four—vyears—otds—Offer—toNARS—
; ) Recand. set of ri\rechves \VEeMaueﬂ

ocks, amd all reCords of all Sther ?ro—\eds—-

GRs 167

GRS Ié/la

Y ”/lO wes.
7. Place s

DeS*’Y‘;‘»t1 i~ 43%?\

Are. by # Uen chron.

‘noctive file wiew

superseded . 0FRr mactive file Yo WARS [V\X years .
A1l othec ttccf‘c\S +a oﬂ«zr cepies eff directives -~ Destrey 5~
Feur copies, including 2 tobo bmitted to the National Archives and Recoxds Service Y73 “Mﬁ%%ﬁo—?ng 4

O\\recﬂ"'q‘
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
9.
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAJ'SSL,foqR ACTION TAKEN
(b) Case files for Urban Mass Transportation | GRS [é/l
Administration directives containing one-time or tempo- TL
rary instructions (such as notices not covered by (a)
above). Place in 1nac§gvekg}£g‘xpen dlrect ge is
superseded or canceled.n Destroy 1nact1ve MELTE yafter
Five—yoais >%enn oFlef breuk .
Ditectives rfeceivedd from nem- UMTA adgucies,
(c) Case—fites—feor—eotirer—tihmrtrbarMass—
. — - : - 1
3 2 3 - 1 — ;t £11 l
- - - _ . .
. . F _ N 7 .
frie—sfter—five—years < when sSupersede
. (o4 '\T&Aj f) 0(1
] . . e T 3 £ ‘
. ¢ . : - : . w“’fev\ T oA ( y
o3 3 lo,liJZc o)
Degtroy—when—eanceled—or—no--longer—needed—for—
«=eferencew
. (?) Directives workggyﬂﬁﬁ;referencg f;leéf/ withd raw e, (deb4;zaV
Directives records ot than those des ed above. L
w/°z ‘-/5‘0 utl/vn/
oy when cancel r no longer needed for
refere
1330 FORMS MANAGEMENT RECORDS
(1) Forms numerical files. Case files containing GRS ’b/
a copy of each form and revision, request for approval Ha

and justifications, copies of prescribing directives,
and related correspondence.

relokd Form is o\‘mo-&]‘mvd,

Destroy yyears afte%canceled or superseded

(2) Forms functional files. Case files consisting
of a sample copy of each current form.

Destroy individual form when superseded or
canceled,

(3) Forms supply files. Requisitions, specifi-
cations, issue and stock control records, and other
documents pertaining to supply control maintained for
each form,

Destroy when related form is superseded or
canceled.

crs 16/
Nao

Penz copies, including original, to be sub

itted to the National Archives and Records Service

GPO . 19%63—0-711-917
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Page /Ii

of pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO.

8. DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

1340 REPORTS MANAGEMENT RECORDS

(1) Reports control files., Case files maintained
for each report created, canceled, or superseded. This
standard does not apply to the reports themselves but
only to the files accumulated in the administrative
control of the reports.

Destroy two years after canceled or superseded.
1350 RECORDS MANAGEMENT RECORDS

(1) Records disposition files. Documents accumu-
lated by records management activities relating to the
destruction and retirement of files, including schedules,
authorizations for disposal, transfer documents, and
correspondence relating to revisions of schedules.

Destroy when the related records are destroyed
or are no longer in use in the agency.

(2) Statistical reports of records holdings.
Destroy when three years old.

1370 DATA PROCESSING MANAGEMENT AND STATISTICAL RECORDS

(1) Data processing project files. Case files and
related working papers resulting from ADP surveys and
feasibility studies.

Apply items 1300(1l) and (2).

(2) Data processing report files. Record copies
of reports of inventories of utilization and costs of
automatic data processing in the agency.

Transfer to Federal Records Center when four
years old or earlier. Federal Records Center destroy
when ten years old.

(3) Mass Transpo(%ation statisticspublication
files. Record set statistical publications, surv
and staff studies

ds Center
years old.

anent. Transfer fo Federal Rec
ars old. Offer #0 NARS when te

Pe
when four

GRS i6/8

GRS Ié/BcL

Wl\l‘{‘aﬂfw«/
VEVEYEL

( covered by

Tve 17000 )(c)

K12
FHC

Poux ies, including original, to be submitted to the National Archives and Records Service

GPO : 19%63—O-~711-917
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JOB NO.

10.
ACTION TAKEN

(4) Section 15 files. Source data used in com-~
piling Section 15 reports, industry reports and
questionnaries; worksheets; and machine tabulations.

Destroy when two years old.
1380 WORK MEASUREMENT RECORDS

(1) Work measurement project files. Case files
and elated working papers resulting from the deve-
lopment of work measurement formulas, establishment of
criteria for effective manpower utilization, and
imporvement in work sampling techniques.

Apply items 1380(1) and (2).

1390 MANAGEMENT IMPROVEMENT RECORDS

(1) Management improvement report files. Record
copies of management improvement and achievement reports
submitted to the Office of Management and Budget and
related analyses and feeder reports.

(a)
Management Systems.

Record copies maintained by the Office of

Rermapentv—rPransfer—te—Federal

Recorde—Center—when—four—years—old—or—earlier—0Offor tol

NARG—when—ten—yearg—eid— ) )
ﬁ'ﬁ&;/sc rMC "l)es%mj whae 3 Hrs. oid .
' (b) All others. Destroy when superseded or
no longer needed.

1400 CIVIL RIGHTS RECORDS {Nee—376y—

(1) Civil rights general files. Correspondence,
reports, and related materials documenting the general
administration of equal employment and civil rights
programs, including youth opportunity, upward mobility,
Federal women, and fair housing. 1Includes status
reports, EEO counselor data, and evaluations hMWOPd% eu«ﬂ

Deste d) or Then Supersel,

{
obSols o a %‘ﬁkw e/‘}\, apgpca\?‘e,
Rermanentr—O0ffer <o NARS—wher—temr—years—old—

jgi onr

eesé/_éj

GRS l/&&
o,

vv\m*" FQJPOI"* If:‘-les .

Q

1] ”n

; 1, to be suhb.

itted to the National Azchives and Records Service

GPO 19%63-—0-711-917
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ITEM NO.

8. DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

; . . 1 Fieee
of—mrinertty—accessiONS, PromoOtiond, €tCs

Pestroy—whenr—twoyears old.

() Civil rights plan files, consisting of docu-
ments relating to the development of (1) EEO Action
plans, to assure equal opportunity in internal &% uMTH
employment, and (2) Hometown plans, to assure equal
opportunity in employment by contractors. Includes
plans, amendments, goals and objectives reports, and
related correspondence.

Destroy when superseded or no longer needed, ,
whichever is earlier.( EEQ AFfirmetive Alkicw Tlams shovld
Aisposed of  in  acccdante WS GRS I/&é k)

(4) Discrimination complaint files. Case files
developed iqﬂprocessing complaints of discrimination in
internal employment and in employment practices by
contractors.

Destroy g}dé years after final decision.

@g) Civil rights compliance review files. Case
files developed in reviews of transit operators holding
government contracts, direct contractors and subcon-
tractors, and recipients receiving UMTA sponsored
Federal assistance to assure compliance with civil rightsg]
regulations.

Destroy when fjXfe years old.
1500 TRAVEL RECORDS

(1) Employee travel files. Correspondence,
requests, travel authorizations and orders, itineraries,
administrative shipping records, and related materials
pertaining to foreign assignment, exclusive of records
maintained for accounting purposes ({(item 2710).

Place in inactive file upon separation from
foreign service. Destroy inactive file when four years
old.

(3) Passport files. Requests for passport actions,
notifications for passport services, clearances,
correspondence, and related papers generated in
obtaining passports for UMTA personnel performing

foreign travel.

be

oRsS l/:zé

ces 1/
aed(O

Four copies, including original, to be submitted to the National Archives and Records Service

GPO ,1963—O-711-917
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pso2 of pages
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7. 8. DESCRIPTION OF ITEM SAMP*’LE oR 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOBNO, ACTION TAKEN

(a) Office responsible for securing passports
and visas for official foreign travel. Destroy when
employee is separated from the agency, or when passport
has expired eithout request for renewal, whichever is
earlier,

(b) Other offices. Destroy when one year

old.

1600 SECURITY RECORDS

(1) General correspondence files. Correspondence, |GRS }8/0
reports, and related materials accumulated in the
administration and direction of traditional security
and protective security programs, including personnel
security, classified information accountability and
control, physical security of installations and
facilities, communications security, and computer and

technical security. Fer—reeordo—relating—to—programs—

For—eheprevention of criminalaeto—againet—air—trans

{(a)_ Correspondence files of the office of

’\An\w\\s}man
ghvesttgeetéﬁe—aﬁéfséea**%ys Destroy when four years

old.

(b) All others. Destroy when two years old.

(2) Classified document control files. Records
maintained by security control points and Top Secret
Control Officers, such as accountability records,
control logs and document receipts. §

wse  apie rade. deans OP GRS &

(a) Regbrds concernlng‘)n/brmatlon oy
material classified Secret or Tef Secret.
years after

concerning information or

materiédl classifie@Confidential. D troy two years
aftef final digpSsition of related sfaterial.

(3) Lock combination files. Documents, such as
Form DOT F 1600.6, Lock Combination Record, or equi-
valent, used to record safe combinations and wames of
persons knowing combinations. haveg

see GRS ¥

Pouz ies, inclnding eriginal, to be submitted to the National Archives and Records Sexvice GPO :1963—0-711-917
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9. 10.
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ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAJ'SEL,EOC?R ACTION TAKEN
(4) Survey and inspection report files. Reports GRS [%/
of surveys and inspections of facilities conducted to 10O

insure adequacy of protective measures taken against
hazards of fire, explosion, and accidents, and to safe-
guard facilities against sabotage and unauthorized
entry.

Destroy

inspectiom—as—appropriater wWhichaver 18 soener.

(5) Police function files. Reports, statements of
witnesses, warning notices, and other papers relating to
arrests, commitments, and traffic violations.

Destroy when two years old.

(6) Loss and theft files. Reports, loss statements|
receipts, and other papers relating to lost and found
articles.

Destroy when one year old.

(7) Security violation files. Reports of security
violations, retained by guard forces or other persons
performing security patrols.

use GRS ¥
Pestroy—whremrene—year—oids

(8) Identification files.

(a) Identification cards, such as Form DOT F
1600.13 or equivalent, building and visitor's passes, and
other credentials.

S months afler returu
DestroyAupep—retura to issuing office.

(b) Applications and receipts for identifi-
cation credentials, listings, and other accountable
records.

Destroy upon return of identification
media to issuing office.

whaa 3 ql‘S:o{ol /00 Luprn Aiscontinvanc of Fael |’«\L3)

RS I &
a1
GRS "/
Na_

Peur copies, including original, to be submitted to the National Archives and Records Sexvice

GPO . 19%63—0-~711-917
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO.

8. DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

(9) Visitor control files. Registers, cards, or
logs for recording names of visitors and related data
maintained for facilities security purposes.

use GRS 18/18
Destroy e year ter final/entry or one
year after da59/6gzgocu@9A{ffas apgpd%?:ate.

(10) Personnel Security Files (PSF's). Files
containing the original UMTA reports of investigations
on UMTA employees or applicants for UMTA employment,
reports or investigative materials acquired from other
agencies, and documents transferred from Official
Investigative Case Files to the PSF. The investigative
reports are used to evaluate security clearance
eligibility, to resolve allegations of irregularities or
misconduct of employees or other security/suitability
matters, etc. EXCLUDED are investigative reports and
related materials furnished to the UMTA by the United
States Office of Personnel Management (OPM) and those
acquired from agencies other than OPM as a direct result

of personnel security processing for which disposition
instructions are provided in the Federal Personnel

Manual. \ Useg GRS ‘8/&30\/

(a) UMTA\applicants

1 No:éerogatory cases.

employees.

2 Derogatory cales.

and the PSF
stroy the PSF

a If nonselectdd,
Investigation.
f nonselection,

an UMTA report o
years after date

b\ If nonselected, axd the PSF
containing the resul¥s of a National Agkncy Check (NAC
NAC and Written Inquikies (NACI), Limite& Suitability,
Full Field Investigatiqn, or UMTA Report Record

review process in accordance with applicab DOT order.

cRs 1g/
| ¥

GRS (8230

Feour copies, including original, to be sgbmitted to the National Archives and Records Service

GPO 19%63—O0-711-917
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9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

c f hired for either sensitive or
nonsensitive position,\retain the PSF and ¥ollow guide-
lines for UMTA employeds.

(b) UMTA emplpyees.

1 Nonder§batory cases. Des
thirty days after terminafiion of employment.
the Securi¥y Termination Statement

one year fihom date of sepanation.

oy PSF's
Destroy

2 Derogatory\ cases.

a Files on individuals who ar!
involved in litidation, when such action commencds
following terminalion. Destroy flive years after ¥inal
administrative act\on.

Txansfers. Trangfers to another\ DOT
ard the PSF's \to the cognizan

3
Administration. Fo
DOT Administration.

(11) Personnel security clearance control files.
Card files containing clearance information,

Destroy seven years from date of separation
as required by DOT Order 1630.2, DOT Personnel
Security Program.

(12) Official investigative case files. These files
are prepared on each subject of an investigation. They
serve as the repository for original copies of letters
of request, copies of investigative reports and
documents of official administrative actions taken
following an investigation,

Pour ies, inclnding original, to be submitted to the National Archives and Records Service

GPO ;1963—0O-711-917
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Standard Form No. 115-A
gevlsq%egogergber 19151S ices Admini ; /
rescri e ervices trat
Siescribes 3—}7V—183m rvi ministration Job No. Page
115-202 of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
7. 8. DESCRIPTION OF ITEM 9. 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAJgELNEOOR ACTION TAKEN

(a) Office of origin.

1l Investigations of applicants and
employees. EXCLUDES employee "locate" investigations.
Upon completion of investigation of administrative
action, transfer original copies of letters of request,
investigative reports or memoranda, documents of
official investigative actions, original copies of
signed waivers, interview logs, statements, and other
evidentiary materials from the official investigative
case file to the employee's Personnel Security File
(PSF). Destroy the PSF in accordance with the provi-
sions of item 1600(10) above.

(13) Investigative correspondence files. The
investigative administrative files contain correspon-
dence, reports, complaints, and other documents apart
from those ordinarily filed in general correspondence
files, Official Investigative Case Files or PSF's but
which have a retrieval or reference value to the
investigations program,

Destroy contents three years from date of
origin.,

1700 ADMINISTRATIVE SERVICES RECORDS

(1) General correspondence files. Administrative
correspondence, reports, forms and other papers relating
to administrative support services including the
acquisition, production, and distribution of printed
matter; still photography and graphic arts services;
motion picture production; library services; data
processing; mail and messenger operations; and telephone
and telegraphic services.

(a) Agency office of primary interest.

Destroy when two years old.

(b) Offices and units responsible for
performance of administrative support services. Destroy
when two years old.

(2) Directory files. Correspondence, forms, and
other records relating to the compilation of telephone
listings and directories.

Poux 3 including eriginal, to be submitted to the National Azchives and Records Sexvice GPO . 19%63—0O-711-917
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of pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO.

8. DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9.

SAMPLE OR
JOB NO

10.
ACTION TAKEN

Destroy three months after issuance of
directory.

(3) Employee locator files. Destroy upon separa-
tion of employee from activity.

1710 PUBLICATIONS RECORDS

(1) Internal publications files. Each UMTA

+meermet-publication, aé¥éeeéy—eé*ea&efT—reguiation7-
apd—aimilar—mebertat, with supporting case file, if
any, malntalned by the .ssuing or controlling office.

ca 4 et /v]r Acr. Y e, (t?‘d“'“iﬁ I"j Wblic APFa OFCuce_ of
¢ 7

(a) Record copy.A ”e? ~anern ace
inactive file when supersede: eec-eaneeted+— Transfer enadd

to Federal Records Center whe.: four years old. Offer
to NARS when ten years old.

(b) All other copies. Destroy when no longer
needed for administrative purposes.

(c) All related case files. Transfer to
Federal Records Center when four years old. Federal
Records Center destroy when ten years old.

(2) Publication planning files. Editorial matter
relating to the publication of a manuscript, including
drafts, galley and page prooks, and similar materials.

Destroy two years after issuance of related
production.

(3) Publications control files. Documents used
to record actions in processing publications.

Destroy two years after related publication
is issued.

1720 PRINTING AND DISTRIBUTION RECORDS

(1) Job or project files. Requisitions, specifi-
cations, samples, delivery instructions, and other
records relating to printing, binding, reproduction,
and related distribution jobs, exclusive of services

obtainfed outside UMTA (see item 1720 (2)).

Destroy one year after completion of job.

&au%l3” rm%lnpfbda,

GRs [%AQ_

L\M\ oss O\u‘@f

iee File

ers 13/

b

cR
3543/

L Yse §Pc(." p?aQ}

Powx ies, including eriginal, to be submitted to the National Archives and Recozds Service

GPO .19%63—0-711-917
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7 8. DESCRIPTION OF ITEM : 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAJgELNE(?R ACTION TAKEN
(2) Mailing lists and related files.
(a) Correspondence, request forms, and G QS IB/
other records relating to changes in mailing lists. 5 a
Destroy when three months old or after revision
of list, whichever is earlier.
(b) cCard lists. Destroy individual cards GRS Lﬁ/
when canceled or revised. 5b
(c) Plate files and standard distribution GRS (3/
schedules. Destroy when canceled or revised. 5C

(3) Distribution schedule files. Schedules,
shipping instructions, and related papers used to
determine printing quantities for UMTA publications and
forms.

Destroy when publication distribution
pattern is revised.

1730 VISUALS, EXHIBITS, AND GRAPHICS RECORDS
(1) Visual services files. Original art work,

illustrations, slides, charts and graphics, negatives,
and other visual aids.

Destroy when no longer usable or needed for
further reproduction.

(2) Visual services work order files. Documents
relating to requests for visual services and of work
performed.

Destroy when one year old.

1740 PHOTOGRAPHY RECORDS
- See Fo“ow‘m& 124¢

(1) Photoé(aphic negative film and print files.
Negative photograRhs and positive prints of agency
officials and aeronNautical subjects and activities
having historical value.

Destructon ndt authorized. Transfer when
inactive.

Pour copies, including original, to be submitted to the National Archives and Records Sexvice

GPO . 19%63—0-711-817
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1740 PHOTOGRAPHY HRECORDS

(1) Public Affairs Slide File (1970 - )

Color and black-and-white slides acquired or produced by UMA
documenting urban transportation subjects and used in publications
and for informational and reference purposes. Majority are received
from transit authorities. Argzpged by city. .3 cu.ft./year.

PERMANENT. Break file every 5 years and offer to NARS when 10
years old.

(2) Public Affairs Print File (1970 - )

Photographic prints of transportation equipment reived from
manufacturers in conjunction with R&D projects. Arranged by
subject., .1 cu.ft./year.

PERMANENT. Bregk file every 5 years and offer to NARS when 10 years
old.

{3) Project, Informational, and Demonstration Motion Pictures

Films produced on contract or by the Office of the Secretary of
Transportation for UMI'A consisting of the original negative or
color original plus separate optical sound track, an intermediate
master positive or duplicate negative plus optical sound track, and
a sound projection print. One print of each subject is maintained
by the Public Affairs Office; NAC distributes.

PERMANENT. Offer to NARS when withdrawn from distribution or when
-30-years old.

(4) Video Recordings of Media Coverage

Video recordings of subjects of concern to UMIA that were covered
by the media.

Erase or destroy when no longer needed.

/ continue on to (5) on previous page_/
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(2) Transitaky_photqg;aghic files. Photographic
negatives and prints\made to serve a temporary purpose
but not having sufficMdent value to justify continued
retention. Included arX prints or negatives produced
in training programs and\of no further value; photo-
graphs that have deteriora\ed in file; enclosures to
technical reports when withdyt the report the photo-
graph has no meaning; duplica\e and extra copies; and
photographs of local interest

Destroy immediately or en no longer needed,
see previows poge
;) Photographic work order files. Documents
relating to requests photographic services and of

work performed.

Destroy when one year old.
1760 OFFICE SERVICES RECORDS

(1) Office equipment service files. Requests
for office equipment maintenance service, such as
typewriter repairs and telephone service.

3 monbha) .
Destroy ene—xeat after work is performed
or requisition canceled.

(2) Parking permit files. Documents relating to
applications for an issuance of car parking permits.

Destrey 3 mowties ofler restup o isSUiIng office

(3) Mail control files. Destroy when one year

old.

(4) Messenger service files. Daily logs, assign-
ment records, dispatch records, delivery receipts,
route schedules and related papers.

'nghuﬂ when b menthe) old, »

1770 MAIL MANAGEMENT RECORDS

{1) Postal files. Post Office forms and sup-
porting papers, including records of received or
dispatched registered mail pouches; applications for
postal registration and certificates of declared
value; receipts and records of incoming and outgoing
register, insured, and special delivery mail; reports
of loss, rifling, delay, wrong delivery; and state-
ments of reading of metered registers.,

Destroy when one year old.

eRs I1[E

GRS l//‘ic
RS 19/
ba-

ez bl

ces 13/
Sa-

R

Pour copies, including eriginal, to be submitted to the National Archives and Records Service

GPO :1963—O-711-917
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ITEM NO. (W!TH INCLUSIVE DATES OR RETENTION PERIODS) SAJ’gELNEOO'R ACTION TAKEN
(2) Mail production files. Production reports CRS h&/
of mail handled and work performed and related Qd,
compilations,
Destroy when one year old.
(3) Remittance record files. Record of remit- GRS Iaﬁ/
tances (cash, check, money orders) and other vauables Géi

enclosed in incoming mail.
Destroy when one year old.

(4) Mail cost files. Mail cost reports on postage
and fees paid and related papers.
whan b mentha) oL
Destroy
iaveolved:

1900 EMERGENCY PREPAREDNESS

(1) Defense readiness planning files. Records
documenting the administration of defense readiness
and civil defense plans and programs, including consoli-
dated or comprehensive reports reflecting agencywide
results of tests conducted under emergency plans;
duplicates of each plan and directive issued with re-
lated significant background papers; and related

correspondence.
we GRS ‘8/&2@, O

(2) Emergency plan files. Copies of emergency
plans and directives, other than those described in
(1) above.

Destroy when superseded or obsolete.

(3) Operation tests files. Records accumulating
from emergency alerts and civil defense tests, such as
instructions to test participants, staffing assignments,
nessages, copies of reports, and related correspondence.

Destroy when three yearsohA,

GE S w/
a9

GRS w/
31

Poux ies, including original, to be

bmitted to the National Archives and Records Service

GPO :1963—0-711-917
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(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9

SAMPLE OR

JOB NO

10.
ACTION TAKEN

LAWS AND LEGAL MATTERS RECORDS. The records described
below are generated in accomplishing the legal work of
the agency, including the providing of legal counsel
and advice on matters pertaining to agency functions;
the administration of agency legislative, enforcement,
rules drafting and interpretation, rules codification,
tort claims, and contract appeals programs; and the
conduct of litigation in which the agency is involved
or has an interest.

2000 GENERAL RECORDS

(1) General correspondence files. Correspondence,

reports, and other records maintained by legal offices
reflecting the development and accomplishment of
policies, programs, and processes governing all phases
of assigned legal responsibilities, but EXCLUDING
files described elsewhere in this paragraph.

(a) Queries on violation history, routine
correspondence requiring no further action, or other
correspondence reflecting housekeeping actions.

Destroy when one year old.

2) Legal workload report files. Periodic work-
load reports of attorneys.

Destroy when two years old.
2010 OPINION RECORDS

(1) X@g@l opinion files. Docujpents reflecting
legal decislons or opinions on gquestipns arising in
connection w\th laws, regulations, and other matters
affecting UMTR and related indexes.

(a) recedential decisions. icrofilm a
five-year block \in accordance with provigions of
Federal Property Wanagement Regulation 10%-11.5, and
destroy paper record when acceptable microilm copy 1is
obtained.

Microfilm.

. Permgnent. Offer to
ubject Index

wi

Itfz |s0

Teur copies, including original, to be submitted to the National Archives and Records Sexvice

GPO . 19%63—O0-711-917
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10.
ACTION TAKEN

Micrdfilm duplicate. DeXtroy in agency

when no longer needed fox legal research.
3 All othe coples. Destroy \n agency

when five year

2050 LEGISLATIVE RECORDS

{)4’ Legislative history files. Case files
compiled by the Legislative Staffs on enacted legis-
lative Staffs on enacted legislation, Congressional
resolutions, Executive Orders, and proclamations of
interest to UMTA, consisting of draft proposals,
supporting papers, and comments reflecting UMTA's
positon, and related indexes.

(eﬁfs\aiﬂwa/ e Killed or enacied -

- :DQW KO \_1Q0v\"$-.~ \M—OA",- e e

Legislative proposal Xiles. Case files

proposals, sypporting papers, and cymments setting
forth UMTA's Rosition, and related indexes.

(a) ecords of proposals that are enacted.
Transfer to legiglative history files (Ktem 2050(1)
and dispose of acgordingly.

(b} Recdyds of proposals not enacted.

1 P:&posals initiated by Uéix and those
initiated outside UMTR relating to mass trangit matters.
Transfer to Federal Regords Center five years ®fter
close of case. Federal\Records Center destroy %wenty
years later.

Destroy when four ars
old,

Had rava

ifalso

pies, including eriginal, to be submitted to the National Azrchives and Records Service

GPO . 19%63—0~711-917
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SAMPLE OR ACTION TAKEN

(3) Legislative reference files. Copies of pro-
posed and enacted legislation, Executive Orders, and
proclamations accumulated for information purposes.

Destroy when purpose has been served.
2100 RULES AND REGULATIONS RECORDS

(1) Rules dockets files. Dockets relating to
creation of a new or amendment of an existing regulation.
Each docket contains some or all of the following
documents: proposal, notice or proposed rulemaking,
written material received from the public in response
to the notice, petitions for rlemaking and exemptions
from the rule, petitions for rehearing or reconsi-
deration, petitions for modifications or revocations,
notices granting or denying exemptions, reports of
proceedings such as oral arguments or formal public
hearings, notices denying proposals, final rule

or order ag leolisM T~ t‘qitﬁ,:al Rfﬁls’kﬁ

(a) General rulemaking dockets.

() Dockets relating to substantive rules
that attracted great public or industry attention and
response, signified an advance in technology, had
significant impact on mass transportation, or signified
a major development in the history of the agency, AS
SELECTED BY THE OFFICE OF CHIEF COUNSEL (UCC). Arrwm\a&«

Ca. | ewf
S Permanent. Transfer to Federal Records
Center th+ety. years after close of file. Offer to
NARS twenty-five years later.

2) Unselected dockets. Transfer to
Federal Records Center &kirty’years after close of file.
Federal Records Center destroy twenty-five years
later. ’

(b) Denials and digpositions of petitions
for rulemaking dockets. Transfer to Federal Records
Center «en®years after issue of denial. Federal
Records Center destroy twenty-five years later.

Destroy in agency when no longer needed for
reference.

(c) Washington and regional transmittal files
and non-codified items such as notices of meetings,

b f
e

o #
M&uw)é\)[-eej-

Toumr des, including original, to be submitted to the National Aichives and Records Service

GPO :19%63—0O--711-917
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delegations of authority, organizational statements,

eertificatieon—roegquests, and similar material.

Destroy in agency when no longer needed for
reference.

2130 INTERPRETATIONS RECORDS

Legal interpretation flles. Documents w iYhdmon
reflectin legal interpretations &f transportation (1[3/80
and related legislatin.

DesX\roy in agency when no nger needed for
legal research\purposes.

2150 ENBORCEMENT RECORDS

(1) egal enforcement files. ase files relating
to legal ac\ions taken with respect alleged vio-
lation repor\s, technical analyses, ewdentiary

materials, saNction documents, and rela\ed
correspondence

(a) es forwarded to and procgssed by the
Waghington Headqugtters legal office. Trangfer to

(b) All othel copies. Destroy in agekcy when
no longer\needed.

(2) ENforcement monitQr files. Case files of
enforcement ses processed Ry regional legal office
consisting of \copies of violalion reports, technical
analyses, and rglated documents, maintained by the
Washington headgjarters legal office to evaluate
regional enforcem&nt operations.

(a) All. \ Destroy three Years after close of

case.

(3) Violation reprt files. Doc\nents maintained
by legal offices reflect\ng enforcement \activity,
including Violation Repor¥{ Data ; digestd\ of appeals
and related court decisiond; and enforcement statistical
reports.

Four copies, including original, to be submiitted to the National Archives and Records Service GPO :19%63—O-711-917
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Bestrey—ineagency—whenrno—longer—eeded—for—
teference.—
2240 CONTRACT APPEALS RECORDS
(1) Contract appeals files. Briefs, decisions, GRS 3/

correspondence and other, documents compiled by legal
offices in appeals by contractors from decisions on
disputed questions by contracting officers.

Allcases! Dest 10 years afder Fral action or«:ie@isiosyo.

(a) Caség selected by UCC because of their
precsadential characte Permanent. Traxsfer to Federal
after case is sesgled. Offer
enty yvears afted\cae is settled.

Unselected case Transfer to Fed
Records Center fhye years after se is settled.
Federal Records CeNer destroy twe years later.

2250 TORT CLAIMS AND PERSONAL PROPERTY CLAIMS RECORDS

(1) Tort claims and personal property claims
files. Case files consisting of reports, vouchers,
witness statements, legal decisions, and related
material pertaining to claims by or against the
Government resulting from UMTA transactions, OTHER
than litigation cases.

(a) Cases relating to claims approved for
payment. Retain for GAO site-audit. (ITEM 2710(2)).

(b) All others. Destroy when three years
old.

2260 LITIGATION RECORDS

(1) Litigation action files. Case files con-
sisting of correspondence, pleadings, depositions,
transcripts, and related materials pertaining to court

actions arising out of transportation tort and civil
contract claims cases and other aagency activities.

19

FToux ies, including eriginal, to be sulunitted to the National Archives and Records Service

GPO 19%63—O0-711-917
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A b
Yy pe o;
Case,
q‘ﬁerwr'déf‘
by nane

cF case)

(a) Cases selected by UCC because of
historical value or legal significance (that is, cases
that significantly interpret basic UMTA statues and regu-
lations, reflect significant developments in the history
of UMTA programs, or are of considerable Congressional
or §!plic interest). -NOPB+—Volume—of selected—cases—

“, Cas? .
Permanent.A Trgnsger €” ra
years after i

years later.

réq AC Ve £ile nan(
ecor enter ree

Offer to NARS twenty

(b) All other cases. Transfer to Federal
Records Center three years after close of case.
Destroy bgﬁ years {oder,

FINANCIAL MANAGEMENT RECORDS. The records described
below are accumulated in connection with the financial
management of the Urban Mass Transportation Admini-
stration, The records disposition standards provided
apply to records generated in the development and
execution of UMTA programs and activities relating to
budget formulation, presentation, and administration;
accounting matters, including payroll and pay
administration; financial reporting; and auditing.

Exception. Regardless of the retention
period specified, records relating directly to an
unsettled claim by or against the United States,
current or pending litigation or investigation, and
exceptions taken by the General Accounting Office
(GAO), will not be disposed of until final settlement
or clearance of the matter.

2500 BUDGET RECORDS

(1) General correspondence files. Site files,
correspondence, reports, and related materials accu-
mulated in the course of budget and fiscal program
activities, including policy formulation and
implementation, preparation and justification of
estimates, apportionment, and reporting, and related
matters affecting agency expenditures, but EXCLUDING
files described elsewhere in this paragraph.

(a) Agency office of primary interest.
Transfer to Federal Records Center when agency
administrative needs have been satisfied. Destroy
twenty years later.

. /Cuﬁ+/l1

Ges 5'/]

r,

Pourx copi 1, to be

lading

itted to the National Archives and Records Service

GPO .19%63—O-711-917
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(b) All others. Destroy when two years
old.

(2) Reimbursable agreements files. Case files
relating to reimbursable agreements entered into with
other agencies to furnish supplies, equipment, and
services relating to transportation, consisting of
memorandums of agreemtnt; project implementation
orders; obligation, expenditure, and billing documents;
and related correspondence.

Transfer to Federal Records Center four
years after close of fiscal year covered by agreement.
Destroy fifteen years after receipt in Federal
Records Center.,

(3) Annual budget estimate files. Record copies
of annual estimates, comprised of appropriation
language sheets, charts, narrative statements, related
schedules and data, copies of Congressional hearings,
and related committee reports and legislation.

(a) Record copies of estimates (comprised
of appropriation language sheets, charts, statements,
related schedules and data) prepared, consolidated, or
maintained at the agency level. PRermanent—FPransfer

; = TTramsler 4o FRC whan &
Urs. old ¢ Deswmg whem 0 Yyrs, cld. ,211%0/1;/4

(b) Copies prepared, consolidated, or PM
maintained at the regional level. Destroy ten years
after close of fiscal year covered by the budget.

“Pransfer—tofederal—Records—Center—two—yeara—after—
-elogse—of—figseal—year—covered—by—thebudget lh&ﬁnj
Ye's. abler close of FY covered . 3

(c) Copies prepared, consclidated, or
maintained atﬁoffice level. Destroy four years after
close of fiscgiryear covered by the budget.

(d) Copies prepared or consclidated at
division or lower level. Destroy two years after
close of fiscal year covered by the budget.

(e) All other records. Destroy when no
longer needed for reference.

pn

GRS 5/20\.

Ponr copies, inclading original, to be submitted to the National Archives and Records Sexvice

GPO . 19%63—0-711-917
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Budget working files. Work papers, cost
statements, and other data accumulated in preparation
of projected fiscal programs and annual budget estimates
and for budget review purposes, including duplicates
of papers included in file copies of budget estimates
described in item (3).

Destroy one vyear after close of fifcal year
involved,

éé? Spring preview <¢five—yeagr—PregramiNotebooks

GRS sf4

Taters ])Q("‘ﬁ&lj when. g 3(‘5. cu , Q‘lﬁcpg_[s;:MC

%) Special studies notebooks. -Permanent.

Budget administration files. Apportionment
and reapportionment schedules, staffing authorizations,
allotment advices, supporting documents, and related
correspondence documenting the administration and
execution of the approved operating budget.

LB Destroy  when L yrs. eld. s '0/(:‘;/5
)

Destroy two years after close of fiscal
vear involved, except that records pertaining to no
year appropriations and construction programs are to be
destroyed when the become inactive.

2510 BUDGETARY REPORT RECORDS

(1) Budgetary report files. Periodic reports on
the status of fiscal programs, such as the Summary
Fiscal Status Report, or equivalents, and supporting
narratives.

3

Destroy fews years after close of fiscal
year involved.

2700 ACCOUNTING RECORDS

(1) Policy correspondence files. Correspondence,
reports, and related materials maintained by the agency
office of parimary interest relating to the development
and establishment of agency accounting policies, systems,
and procedures, and the direction and evaluation of

L2d

ST A
3Sb

accounting programs and fiscal reporting operations.

Poux copies, including original, to be submitted to the National Archives and Records Service

GPO . 19%3—0O-711-917



Standard Form No. 115-A

Revised November

Prescribed by General Services Administration

QB8A Reg. 3-1V-106
115-202

1951

Job No.

Page \3 4

of pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO.

8. DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

Pransferto-btho-Eedaral-Recorde—Center—when———

£four—years—eld+—FederalRecorde—centes Pestroy when
teh years old.

2710 GENERAL FINANCIAL RECORDS

(1) General Accounting operations correspondence
files. Correspondence, reports, and related records
accumulated by accounting activities pertaining to day-
to-day operations, including examination and certifi-
cation of vouchers and invoices, payroll services,
collections and disbursements, and movement of persons
and goods under Government orders, but EXCLUDING
files described below.

Destroy when two years old.

(2) GAO site audit files. Accountable officers’
accounts consist of original statements of transactions,
achedules, vouchers, and other supporting documents,
retained for GAO site audit. All audited accounts and
any unaudited accounts more than one full fiscal year
old may be transferred to the Federal Records Centers
without special permission from GAO. However, accounts
may be retained, if required by the accountable officer,
for not more than three full fiscal years.

Authority to transfer unaudited accountable
accounts which are less than one year old
obtained from GAO through the Records
Officer. Accountable officers' accounts at overseas
locations should be retained for a minimum of three
years before transfer.

officers'
should be

Destroy when ten years and three
1975 and later.

(a)
months old for fiscal years

(b)
months old for fiscal years

Destroy when six years and three
1976 and later.

GRS é//w
GRS C://a,

withdorzwm ,

10faafso

)
( oz)

((D\I‘rege_
Q710
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luding original, to be

ritted to the National Archives and Records Service

GPO .19%63—O0-711-917
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(4) Employee surety bond files. Legal documents
purchased for the purpose of placing personnel under
surety bond protection, including individual name
bonds, position schedule bonds, and blanket bonds
covering groups of employees.

(a) Official copies and attached powers
of attornery. Destroy fifteen years after bond becomes

inactive or fifteen years after end of bond premium.

Y v .
oo o prigs . C%{Ml 3
o /ifse ?b) Other copies of bonds and related papers.

Destroy when bond becomes inactive or at end of bond

premium period,

(5) Accountable officers' returns. Memorandum
copies of accounts current, all supporting vouchers,
schedules, documents (including liquidated obligation
documents) and related papers, exclusive of
transportation records covered in items (13) thru (16)
and payroll records covered. in item 2730. (See item
2710 for originals retained for GAO site-audit).

3

5962 years after period covered by

Destroy
the account.

(6) GAO exceptions files. General Accounting
Office notices of exception (formal or informal) and
related correspondence.

Destroy one year after exception is reported
as cleared by GAO.

(7) Certificate of settlement files. Documents
reflecting the settlement of accounts of accountable
officers, statement of differences, and related papers.

(a) .Certificates covering closed account
settlements, supplemental settlements, and final
balance_settlements, Destroy two years after date of
settlement, providing certificate is cleared.

(b) Certificates showing periodic settlements.
Destroy when subsequent certificate of settlement is
received.

(c) Schedules of certificates of settlement
of claims settled by the General Accounting Office.
Destroy two years after date of settlement.

GRS 6
bac)«
NEIE

ces G/U’

GRS c,/u»

Ges /ol

CRS 6/3&

G£35 be/

c2)

Touz copies, including 1, to be sub

itted to the National Archives and Records Sexvice

GPO . 19%63—O-711-917
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(8) Accountable officer designee files. Records
relating to the designation and revocation of account-
able officers.

Destroy four years after revocation, provided
account is cleared by GAO.

(9) Availability, collection, custody, and
deposit files. Certificates of deposit (such as
Standard Forms 201 and 209) and related papers; records
of cash remittances received DOT F 2770.2; transcripts,
tabulations, and reports prepared by the Treasury
Department advising of the status of agency funds
available (such as standard Forms 520, 523, and 526);
and related records.

Destroy four years after date of document.

(10) General ledger account files. Documents
showing debit and credit entries, and reflecting
expenditures in summary.

Destroy ten vears after close of fiscal year
involved.

(11) Allotment and ledger distribution trans-
action files. Records, showing status of obligations
and allotments under each appropriation.

Destroy ten years after close of fiscal
year involved.

(12) Posting and control files. Documents subsi-
diary to the general and allotment ledger accounts,
such as journal vouchers (Standard Form 10l17g or
equivalent) and other transaction documents used to
support ledger entries. /4

whe GRS 7

(13) Freight transportation files. Export certi-
ficates, shipping documents, memorandum copies of
Government or commercial bills of lading, shortage and
demurrage reports, household sheets, and all supporting
documents, and including files relating to the shipment
of household effects.
we GRS Q/l a,b, e, d

tar—Mencrandum——copies+—bestroy—when—tchiee—
wvears—etdv—

GRS 72

/
GR 57/7

GES 9/
lq) b, C/oi—

luding original, to be submitted to the National Archives and Records Service

GPO .1963—0O-711-917



Standard Form No. 115-A

g:evsi:r%wog; %le)g:rlaﬂséervim Administration Job No. Page 3/,7
GSA Reg. 3-1V-106
115202 of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
7. 8. DESCRIPTION OF ITEM 9. 10,
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR ACTION TAKEN
(14) Passenger transportation (carrier) files.
Documents reflecting payments to carriers, consisting GRS ?/3
of vouchers (Standard Form 117 la), memorandum copies
of transportation requests (Standard Form 11l69a),
travel authorization, and all supporting papers.
etated—acgount—
wae OGRS 9 /3
(15) Passenger transportation (individual) files. GRS 41/3

Documents reflecting reimbursements to individuals,
consisting of copies of travel orders, per diem
vouchers, hotel reservations, and supporting papers
relating to official travel of officers, employees,
dependents, and others authorized to_ travel.

AL GFES ‘7/3

(a) Employee p{;vel folders. Destroy/Ahen
three years old.

(b) Oblidgation copies, such as S¥fandard Form
1169 // or equivalents. Dgstroy when
funds ar obligayed.

Individual receipts f transportation
requests, guch as SF 1120 or equivql%nt. Destroy
when T/ﬁ/éook is returned or comgyéted.

(16) Transportation request accountability files.
Records documenting the issue of receipt of accountable
papers involved in travel and transportation functions,
such as Standard Form 1120, or edquivalent.

Destroy on year after all entries on form are
cleared.

2730 PAYROLL RECORDS

(1) 1Individual earning and service files.
Documents reflecting fiscal aspects of employment history
(such as Standard Form 1127 or equivalents) and paper
attached pursuant to item (4) below.

2/

Close file fer
to Nafional Perso
Miggouri, four

luding eriginal, to be submitted to the National Archives and Records Sexvice

GPO ,19%63—0O-711-917
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(2) Leave record files. Pay or fiscal copies of
leave record cards, including time and attendance
reports used to show accumulated leave, and records of
leave data transferred, such as Standard Form 1150, or
equivalent,

(a) Final cards showing accumulated leave of
employee on separation from Federal Government service.
Close file at eand of calendar year; transfer to
National Personnel Records Center, St. Louis, Missouri,
four years after close of file. National Personnel
Records Center destroy ten years after date of last
entry on card.

(b) All other pay or fiscal copies.
Destroy three years after GAO audit.

(3) Time and attendance report files. Time and
attendance documents, used in payroll preparation and

processing. GQS &/3 @ 4 lr-'

Destroy twgyears after GAP audit. ;;9/
reports apfé used tg”show accumulatdd leave, disgose of

in accordance wij item (2) aboy¥).

(4) Leave application and overtime and/or holiday
work approval and authorization files. Applications
for leave, such as Standard Form 71, and related papers,
including copies of military orders and certificates of
attendance, DOT F 3500.1, Overtime and/or Holiday Work,
or equivalent, and related papers.
w2, GRS &y@?a, v 6 o
(a) Applications for leave taken imw€diately
prior to separation from4Féaeral Government/Sérvice.
Attach to individual p or earning card.(See item (1)
above) .

4

(b) others. Destr when one year old.

(5) Payroll allotment files. Records of payroll
allotments and papers authorizing deductions, changes,

or cancellations. wae. GRS a/"’ aC[)ckC& s o

/
Destfoy when supepéeded or on %;gngfer or
separation employee.

G \Q&i (i/.B

G/QSQ/
B od =

Peour copies, including eriginal, to be submitted to the National Archives and Records Service

GPO .19%63—O0-711-917
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(6) Payroll control files. Documents maintained GRS &//L’
for payroll control purposes, including payroll copies
of notifications of of requests for personnel actions,
such as Standard Form 50, or equivalent; payroll control
registers,
payroll change slips, such as Standard Form 1126, or

equivalent, , -
meﬂomnwﬂwé’wd& wilchener) 44 Aoenor .
Des troy Aewe—years—after—Gio—meauditr———r—

(7) Administrative payroll report files.
Administrative reports and data relating to payroll GRS
operations, including reports and data used for workload
and personnel management pPurpose, and reports and papers e‘:L/l’?""“"("
transmitting accounting data for special or routine

reporting purposes.
we GRS f174 « 6
Pestroy—wihren—four—years—oidi—

(8) Withholding tax files. Documents reflecting GES Q/
Federal and state income tax deductions, including €a
returns on income taxes withheld, auch as IRS Form W-2;
Reports of taxes withheld, such as IRS Form W-3, or
equivalent; withholding tax exemption certificates,
such as IRS Form W-4, or equivalent, and related papers.

wae GRS afi8s, b e aq aﬂzP4A1FALaJ&D
Bestxoy—when—four—years—oid

(9) Savings bond files. Reports of deposits and
purchases of bonds, such as Standard Form 1168 or
equivalent and related papers.

Destroy when four years old.

(10) Retirement record files. Card files, Standard GC,S-Q%QKL
Form 2806 or equivalent reflecting accounts deducted
from pay of employees subject to the Retirement Act.

Transfer in accordance with instructions in
Federal Personnel Manual.

(11) Retirement reports and registers. Control @‘QS &_/
documents maintained in connection with the retirement ala
records of individual employees, such as Standard
Forms 2805 and 2807 or equivalents.

3
Destroy when 59&? years old.

Peour copi including eriginal, to be submitted to the National Axrchives and Records Service GPO 1963 —O-711-017
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I
gé;1 Insurance deduction files. Reports of
insurance deductions and related papers, including
copies of vouchers and schedules of payment.

Destroy when fodr years old.
/3
Levy and garnishment files. Notices, change
slips, worksheets, and correspondence relating to
charges against retirement funds or attachment of
salary for debts of employees.

S
Destroy when Egaf years old.

2800 FINANCIAL REPORTING RECORDS

(1) Fiscal year and reporting files. Fiscal year

and financial reports and supporting statements.
Destroy when ten years old.

(2) Financial accounting report files. Reports
submitted to other Government agencies, such as
Standard Forms 133, Report on Budget Status, and 220,
Statement of Financial Condition, and Treasury
Department Form 814, or equivalents.

Destroy when ten years old.

2900 AUDITING RECORDS

(1) Policy correspondence files. Correspondence

and related materials maintained by the Office of
Management Systems documenting its responsibilities
for the development and administration of UMTA
audit plans, policies, systems, and standards.

Transfer to the Federal Records Center when
four years old. Federal Records Center destroy when
ten years old.

(2) General audit correspondence files. Corre-—
spondence relating to the routine operation and
administration of audit functions.

Destroy when two years old.

; 5 a1 H ot : Files.

Documents—relating—to auditservices—other than those__.

GRS ka3

GRS &/
23

wiMdpmanc. ) 1235
[(dees &
Ccl st

Poux ies, including original, to be submitted to the National Archives and Records Service

GPO ,19%63—0-711-917
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2920 INTERNAL AUDITING FILES.

(1) Internal audit and local special audit
follow-up files. Documents accumulated in connection
with ensuring that corrective actions recommended in
internal audit reports are satisfactorily implemented.

Destroy four years after final action on
audit report findings and recommendations.

2930 CONTRACT AUDITING RECORDS
(1) Contract audit files. Audit reports and

supporting documents relating to the examination
of financial aspects of UMTA contractor operations.

Destroy three years after final contract
payment,

(2) Contractor financial evaluation files.
Documents relating to advisory services rendered in
the negotiation and award of contracts.

Destroy three years after final contract
payment.

(3) Contract protest/inquiry files. Documents
relating to preparation of agency responses to protests
or inquiries concerning the propriety of procurement
actions.

Destroy four years after final action on
protest or inquiry.

2940 GRANT PROGRAM RECORDS
(1) Grant program audit files. Workpapers,

reference data, and other documents prepared/collected
by audit staffs in connection with the performance

of audits, including preliminary and final audit reports.

Teurx ies, including original, to be submitted to the National Archives and Records Service

GPO :1963—O-711-917
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Destroy ten years after financial closing of
project.

2960 GENERAL ACCOUNTING OFFICE (GAO) AUDITING RECORDS

(1) General Accounting Offfice audit report files.
Audit reports, coordination papers, final agency
replies, and related correspondence accumulated in
connection with audits by GAO of UMTA activities.

Transfer to Federal Records Center five years
after completion. Federal Records Center destroy when
ten years old, provided that action on audit recommen-
dations has been completed.

(2) GAO audit follow-up files. Documents accu-
mulated in reviews to determine that UMTA commitments
to GAO audits are satisifactorily implemented.

Transfer to Federal Records Center Five
vears after completion. Federal Records Center
destroy when ten years old, provided that action on
audit recommendations has been completed.

2970 OFFICE OF THE SECRETARY OF TRANSPORTATION AUDIT
RECORDS

(1) Office of the Secretary of Transportation
audit report files. Audit reports issued by the Office
of Inspector General, coordination papers, and related
documents accumulated in connection with formulating
an agency reply to IG audits of UMTA functions.

Destroy when ten years old, provided that
action on audit recommendations has been completed.

(2) Office of the Inspector General audit follow-
up files. Documents accumulated in independent reviews
to determine that UMTA commitments to IG audits are
satisfactorily implemented.

Destroy four years after final action on
audit report recommendations.

TRAINING RECORDS. The records described below are
accumulated as a result of agency training programs
and activities. They fall into two general groups:
Records that reflect the planning, direction, and
conduct of training programs; and records relating to

Poux copies, including original, to be submitied to the National Archives and Records Sexvice

GPO . 19%63—O0-711-917
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the progress and proficiency of the individual trainee.
Excluded from the provisions of this paragraph are
records of completion of training courses filed in
official personnel folders.

3000 GENERAL RECORDS (TRA/WING)

(1) General correspondence files. Correspondence,
reports, and related documents reflecting the deve-
lopment and administration of agency programs relating
to executive, supervisory, and managerial training,
and general employee development; but EXCLUDING files
described elsewhere below.

(a) Office of Personnel and Training.

1l Correspondence files relating to
training. T
t -oids UIIEL TONARS when ten

eenter—when—five—yeoars
yeare—otd. Degirey  where ngu 24 o, SW
P 1w G{C, et o 0{ Sfbofuy

\cl‘l

MmC 2 All others. Destroy when five yearly
old. e

(b} All others. Destroy when &iwe yearws
old. ne

(2) Requests for out-of-agency training.

Destroy when one year old.
3100 PROGRAM RECORDS

(1) Training program files. Correspondence,
reports, course quotas, schedules, and related
materials created in the establishment of specific
technical, management, and specialized training programs
and courses of 1nstruct10n Anless
W/ ’

Destroy when flve years old oP~5
COWNsztbGMJ avydﬂnchfqg +n4u/

(2) Training manuals and related 1nstruct10nal
directives.

(a) Record copies maintained by the 1ssu1ng
or controlling office.

GRS 1/30

crs I
30b(1)

cRs 1/
30a C{)

Offer—to NARS—when—five yearsoldr— &W w%w

Juding original, to be sunbmitted to the National Archives and Records Service

GPO :1963—O-711-917
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(b) All others. Destroy when no longer
required for administrative use.

(3) Individual employee training files. Case
files containing applications, schedules, certificates,
reports of attendance and progress, and related
documents accumulated by operating offices reflecting
the training of individual employees.

Destroy one year after separation or transfer
of employee.

PERSONNEL MANAGEMENT RECORDS. The records described
below relate to the development and operation of the
agency's personnel management occupational safety
program activities, and environmental health records.
They are generated by formally organized personnel
offices in the development of agency personnel policies,
standrads, and procedures and the performance of
personnel operations and services, and, where indicated,
by operating offices in the supervision of employees.
Records of local Boards of United States Office of
Personnel Management Examiners are EXCLUDED from the
provisions of this paragraph.

3200 GENERAL RECORDS

(1) General correspondence files. Correspondence,
reports, and related materials accumulated in the
administration of agency personnel management activities
including recruitment, placement, career development,
employee relations, employee recognition, position
classification, salary and wage administration,
military personnel management, and occupational safety,
but EXCLUDING files described elsewhere in this

paragraph, ) G QS Ilsb

(ay—L0ffige—of—Personnel—Pransfer—£0
Fed 1R Fe—Center—whar—threevears—old Federal
—Recards-GCenter—destray when fne years old.-

~ear

Hr—Ail-othere~—beetroy—when twa yvears—

od

(2) Personnel management project files. Case
files resulting from studies and surveys of personnel
management activities and functions.

Dispose of in accordance with item (1) above.

GRS 1
304!1)

Ges\/3b

Pous copies, including original, to be submitted to the National Axchives and Records Se

Tvice

GPO :19%63—0O-711-917
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(3) Personnel management project working files.
Background material, notes, rough drafts, interim and
progress reports summarized in final reports, and
related papers.

Destroy six months after final action on
project report or three years after completion of report
if no final action is taken.

3290 PERSONNEL PROGRAM RECORDS

(1) Official personnel folders. Case files
documenting official employment history, excluding docu-
ments maintained as temporary records described in
item (2) below.

(a) Folders of employees transferred to
another agency. Follow instructions in Federal Personnel
Manual.

(b) Folders of separated employees
(includes consultants). Transfer folders to inactive
file on separation; 30 days after separation, transfer
to National Personnel Records Center, St. Louis,
Missouri, except in those cases provided for in
Chapter 293, Federal Personnel Manual.

(2) Temporary materials in official personnel
folders. Correspondence and forms maintained as
temporary records on the left side of the Official
Personnel Folder in accordance with the Federal
Personnel Manual,

Destroy upon transfer to another agency,
separation of the employee, or when one year old,
whichever is earlier.

(3) Employee records not maintained in official
personnel folders. Correspondence and forms in
personnel offices relating to individual employees
not maintained in Official Personnel Folders and not
provided for elsewhere in this schedule.

(a) Correspondence and forms relating in
pending personnel actions. Destroy when action is
completed.

CRS 1/
b(2

crRS 110

Powz ies, including eriginal, to be submitted to the National Archives and Recozds Sexvice

GPO :19%3—0-711-917
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(b) All other correspondence and forms, GRS l/

including copies of records duplicated in Official
Personnel Folders and not provided for elsewhere in
this schedule., Destroy when six months old.

(4) Unofficial personnel folders. Employee
folders maintained outside personnel offices consisting
of materials pertaining to individual employees of the

ti ffi .
operating offices s GES I/i?&,

Bestroy—three—morthes—after—transter—or—
aeparatiemrof—employeT.

(5) Service record cards. Official summaries
of employment histrloy, Standard Form 7, or its
equivalent.

(a) Cards for employees separated or trans-
ferred on or before December 31, 1947. Transfer to
National Personnel Records Center, St. Louis,
Missouri, in accordance with Federal Personnel Manual
Supplement 293-31.

(b) Cards for employees separated or
transferred on or after January 1, 1948. Destroy
three years after year of employee's separation or
transfer to another agency.

(7) Employee record cards. Optional Form 4 or
equivalent, used for information purposes outside
personnel offices.

Destroy upon employee's transfer or
separation,

(8) Statistical report files. Statistical
reports in personnel offices relating to personnel,
including retained copies of reports to the‘€4q44rog

WWM,Q,

Destroy when two years old.

)naﬁ&#?fﬁﬂlﬁﬁi

1g b

GKS l/

1ga

GRS l/&a_

GQgi/&b

GRS l/é

GRS l/lé

1, to be

luding origi

bmitted to the National Archives and Records Service

GPO : 1963—O-711-917
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3300 EMPLOYEE RECORDS

(1) Appointment files. Correspondence, letters,
and telegrams offering appointments to potential
employees.

(a) Appointments accepted. Destroy GRS |/Hq"
immediately.
(b) Offers of temporary or excepted CRS I/‘Ho (o'l>

appontments declined. File inside application, and
dispose of in accordance with 3300(2).

(c) Offers of appointments declined by GRS )/
individuals whose names were received from Office of HxDCl
Personnel Management certificates of eligibles.
Return to Office of Personnel Management with reply
and application.

(d) All other offers of appointments declined. GRS |
Destroy immediately. H&>C3

(2) Applicant files. Pending or unsuccessful
applications for appointment and related papers.

(a) Records pertaining to appointments
requiring Senatorial confirmation. Destroy when one
year old.

(b) All others. Destroy upon receipt of GRS |/,5‘
Office of Personnel Management report of inspection or
when two years old, whichever is earlier, providing
requirements of Federal Personnel Manual are observed.

(3) Certificate files. Requests for certificates GRS \%5’
of eligibles, and certificates of eligibles for
appointment.

Destroy two years after date of certificate.

(4) Notification of personnel action files.,
Copies exclusive of those in Official Personnel folders.

(a) Chronological file copies, including GRS lﬁq&
face sheets. Destroy when two years old.

(b) All others. Destroy when one year old. GRS [/)Aﬂ,

Pomrx ies, including original, to be submitted to the National Archives and Records Sexrvice GPO .19%63—0-711-917
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(5) Internal promotion plan files. Announcements,
bids, copies of registers, and selection papers
maintained by personnel offices.

Destroy upon receipt of Office of Personnel
Management report of inspection or when two years old,
whichever is earlier, providing requirements of Federal
Personnel Manual are observed.

(6) Promotion plan announcement files. Copies of
promotion plan position vacancy notices maintained by
operating offices.

(a) Notices containing qualifications and
requirements standards. Destroy when cancelled or
superseded.

(b) All others. Destroy 30 days after
expiration date.

3350 JOB RETENTION RECORDS

(1) Retention files. Retention registers,
including card files and related papers, maintained by
personnel offices to determine retention standing of
employees.

(a) Records from which reduction-in-force
actions have been taken. Destroy when superseded.

(2) Reemployment rights files. Documents main-
tained to establish reemployment rights of individuals
on overseas and other assignments.

Destroy one year after employee is reemployed
or after the employee's reemployment rights expire.

3400 EMPLOYEE PERFORMANCE RECORDS

(1) Performance rating board files. Duplicate case GRS \/q
files of performance rating boards of review, copies of
which have been forwarded to the Office of Personnel
Management.

Destroy one year after close of case.

Feouz copies, including original, to be submitted to the National Archives and Records Service GPO :1963—0-711-917
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(2) WITHDRAWN.

3450 EMPLOYEE RECOGNITION AND INCENTIVES RECORDS

(1) 1Incentive awards files. Case files
documenting an employee suggestion or superior perfor-
mance award.

2;ftrqy-whea two years-e&df‘afiyn141qw&0va£L

(2) Incentive awards report files. Awards
program reports, including copies of feeder reports
prepared within UMTA, and agency copies of summary
reports to Office of Secretary of Transportation.

Destroy when ® years old..

3500 POSITION CLASSIFICATION RECORDS

(1) Position descriptions.
(a) Record copies maintained by personnel
office. Destroy five years after position is abolished

or description superseded.

(b) All others. Destroy after position is
abolished or description superseded.

(2) Position identification strips. Visible
strips used to provide summary data on each established
position.

Destroy when position is canceled or new
strip prepared.

(3) Annual supervisory position review. Annual
position review and certification submitted by all
supervisors to regional personnel offices.

Destroy when three years old or two years
after reqular inspection whichever is sooner.

cr s if

jda

GRS 113

cks 1]
‘7b(’;>

GRS 1/
(R

Gesyu

GQS’/7
c( =)

1, to be sub

sitted to the National Archives and Records Service

GPO .19%63——0-711-917
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3600 ATTENDANCE AND LEAVE RECORDS

(1) Employee time, attendance and leave files.
Applications for leave, time and attendance reports,
overtime and holiday woek reports, daily time reocrds,
and related materials, EXCEPT those used in payroll
activities (item 2730(2)). {

Al QW»‘FJ\MTCE, e ﬂ-i GR
Vestroy—wher—one—year—oid—

3710 LABOR MANAGEMENT RELATIONS BORICIES- RECORDS

(1) Labor management relations policy records.
Correspondence, reports and related material concerning
labor-management relations policies in UMTA.

USE GRS I/&9
() UMTA labor management agreements, at both
national and\ local levels relating to &lerical and
other types éﬁ employees common to most\Federalagencies.

Transfer inac\ive agreements to Federal Recrods Center.
Federal Recordy Center destroy fifteen ydars after date
of contract agrieement.

(2) Labor ¥elations agreement files. \ Case files
developed in negQtiations for collective balgaining
agreements or contracts, and related mediatiqns and
impasses. Includ proposals, minutes of meetings,
transcripts, draft\and approved agreements, a related
correspondence.

(a) National agreements. Permanent.
to Federal Records Cejter when ten years old. Ofifer to
NARS when fifteen yea old.

(b) Regionall and local agreements. Des{roy
five years after termindtion of recognition of bar-
gaining agent, including\records of negotiations whege
no agreement was reached.

(3) Labor relations &rbitration files. Case filkes
developed in the arbitrati of grievances and dispute
over interpretation and application of labor agreements
includes complaints, reports\of investigation, hearing
transcripts, decisions, appeals, and related
correspondence.,

V)

Pour ies, including original, to be submitted to the National Archives and Records Service

GPO - 19%63—0-711-917
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Permanepnt. Transfer to Federal Records
Center when ten ydars old. Offer to NARS when
fifteen years old.

(4) Labor relations complaints files. Case files
relating to union grAevances and disputes\ that are
resolved short of arbltration, and to unfa\ir labor
practice complaints. ncludes complaints, \keports,
decisions and related cqrrespondence.

Destroy five yegrs after final acti
3750 CONFIDENTIAL FINANCIAL STATEMENT
(1) Confidential financial statement files

includes statements of employment and financial in-
terests, and related papers.

Destroy two years after employee leaves a
position in which a statement is required, or two
years after the employee leaves the agency, whichever
is earlier,

3770 GRIEVANCES, APPEALS, AND HEARINGS RECORDS

(1) Employee grievance and appeal from adverse
action files. Case files maintained by personnel
offices, consisting of complaints, notices of adverse
action, appeals, reports, transcripts, or summaries of
hearing, decisions, and related correspondence. This
item does not include adverse action documents filed
in official personnel folders.

use CRS /[3la et~
Bestroy—five—yeare—atber-ologe—of-ease;—or—
five-vears—after—any—gourt—action is congcluded~

3900 EMPLOYEE HEALTH AND SAFETY RECORDS

(1) Accident, fire, and personal injury files.

Reports and summaries, such as DOT F 3902.1, OSHA 102F,
and related materials maintained by occupational safety
offices, and copies retained by reporting officials.
This item does not include reports filed as part of
official personnel folders (item 3290(l)), tort claims
case files (item 2250(l)), or motor vehicle management
records.

we GRS i/&a,
i : . e

@Rs{\/
R

GRS /31

Ges JQ&

I, to be submitted to the National Archives and Records Sexvice

GPO :19%63—0-711-817
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(2) Safety and health inspection files.
Inspection checklist and related correspondence docu-
menting results of safety, health, and fire hazard
inspections and any corrective actions taken.

(a) Records of negative findings. Destroy
when six months old.

' (b) Records of deficiencies that are
corrected locally. Destroy one year after corrective
action is taken.

(c) Records of deficiencies that are sub-
mitted to higher authority for resolution. Destroy
three years after corrective action is taken,

3910 ENVIRONMENTAL HEALTH RECORDS

(1) Employee health records case files. Documents
constituting the basic medical record of agency
employees, including medical examination reports,
laboratory findings, correspondence, and related
papers, EXCEPT pre-employment, disability retirement,
and fitness for duty examinations, which become a
part of the Official Personnel Folder upon separation,
even though maintained separately from the folder
prior to separation.

(a) Files of employees transferring within
DOT shall be forwarded to the servicing personnel office

to be forwarded with the Official Personnel Folder to
the gaining organization.

(b) Files of employees who resign, retire,
die or transfer to another agency. Transfer to
Federal Records Center two years after separation.
Federal Records Center destroy &wenty—years after date
of last entry. L yrs.

NOTE: Records of other Federal (non-UMTA)
employees shall be covered by this schedule.

(2) Employee health record cards. DOT Form
F 3901.1, Individual Environmental Health Record, and
equivalent.

Forward cards of employees transferring

within DOT to the medicaé official at the gaining
organization. Destroy vears after last entry,.

ces 1/
2|

G /
R?ﬁ /

Pous copies, including original, to be submitted to the National Archives and Records Sexrvice

GPO :19%63—O-711-917
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(3) Medical logs and registers. Logs and
registers of visits to dispensaries, first aid rooms,
and health units.

(a) Where information is summarized on GKkS i/
statistical reports. Destroy three months after last 206
entry date.

(b) Where information is not otherwise GRS |
summarized. Destroy two years after last entry date. Q0 b

(4) Employee health statistical summaries and ’ 3
reports, and related paperwork concerning employee GRS 1jao
health matters.

Destroy when two years old.

4. MATERIAL, PROPERTY, AND SUPPLY MANAGEMENT RECORDS. The
records described below relate to all aspects of the
procurement, material, and real property functions of
the agency. They pertain to the acquisition, management,
- storage, distribution, transfer, and disposal of real
and personal property; the assignment and utilization of
administrative and technical space; and motor vehicle
management.

4400 ACQUISITION RECORDS

(1) General correspondence files. Correspondence,
reports, and related documents accumulated in the
administration and operation of agency procurement
functions, including contracting and contract
administration, but EXCLUDING files described elsewhere
in this paragraph. !

(a) Logistics and other major procurement
activities responsible for planning and development of
procurement prolicies and programs. Transfer to Federal
Records Center when four years old. Federal Records
Center destroy when ten years old.

(b) All others. Destroy when two years old.

(2) Real property title files. Original deeds,
abstracts or certificates of title, survey notes,
maps, correspondence and related papers documenting the
acquisition of real property by UMTA and predecessor
agencies by purchase, condemnation, donation, or
otherwise.

pics, including original, to be submitted to the National Archives and Records Service GPO . 1963—O-711-917
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(a) Abstract or certificate of title.
Transfer to purchaser after unconditional sale or GRS E%/
release by the Government of conditions, restrictions, XC
mortagages, or other liens.

(b) Other Ea&-.us Destroy ten years after GRS 3/

unconditional sale or release by the Government of élk
conditions, restrictions, mortgages, or other liens.

(3) Official contract, purchase order, and lease
files. Case files documenting the initiation and
administration of procurement transactions, including
negotiation, award, administration, inspection, testing,
acceptance, and payment.

(a) Case files relating to transactions GRS ‘3//
after July 25, 1974, of more than $10,000 and all V Ci
construction contracts exceeding $2,000. Transfer to a
Federal Records two years after final Qayment. Federal

+ 3 mouds .
Records center destroy feur yearspa ter .
(/) Ernal ‘Mdj\‘\\w*'l

(b) Case files relating to transactions GRS 3
after July 25, 1974 of $10,000 or legss and construction 7&(;

contracts under $2,000. Destroy three years after final

payment.
(4) Procurement document copy files. Copies of GRS %/
contracts, purchase orders, and other procurement l/c

documents, exlusive of those covered in item (3) above,
used by procurement offices for administrative purposes.

Destroy after completion of related
transaction,

(5) Bid files. Case files of bids received from
prospective contractors for supplies, equipment, or
services, both successful and unsuccessful.

Destroy in accordance with provisions in
item 4400(3).

(6) Cancelled bid files. Case files on bids for
which no contract was awarded and bids subsequently
canceled.

Destroy one year after cancellation.

Pous ies, including original, to be submitted to the National Archives and Records Service GPO . 1963—0-711-917
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(7) Bidders qualification files. Bidders mailing
lists, bidders list applications, reports, financial
statements, and related correspondence reflecting
bidders' qualifications.

Destroy when superseded or canceled.

(8) Procurement report files. Volume and workload
reports of procurement operations and procedures.

Destroy when two years old.

(9) Catalog files. Catalogs, federal supply
schedules, and other publication;used in procurement
operations.

Destroy when superseded, obsolete, or no
longer needed.

4600 PROPERTY MANAGEMENT RECORDS

(1) General correspondence files. Correspondence,
reports, and related papers documenting the admini-
stration and operation of materiel and property
management functions such as utilization, inventory,
distribution, identification, provisioning, warehousing,
and transportation, and including programs for the
management of buildings, space, and motor vehicles, but
EXCLUDING files described elsewhere in this paragraph.

(a) Logistics Service. Destroy when four
years old.

(b) All others. Destroy when EQY years old.

(2) Property management report files. Reports
generated in property and supply management activities,
other than those specifically covered elsewhere.

(a) UMTA report file indicating property on
hand, items shipped, items received, and other shipment
data. Destroy when ten years old.

Peurx copies, inclauding original, to be submitted to the National Archives and Recozds Service

GPO . 1963—0O-711-917
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(b} Reports on supply requirements and CRS 3/54
procurement matters submitted for supply management ~/2
purposes. Destroy when two years old.

(c) Property inspection reports. Destroy
when two years old.

(d) Reports of survey and lost property
certificates. Destroy one vear after equipment leaves
agency control.

(3) Plant and stores account files. Documents
. recording characteristics and worth of items of
equipment,

(a) Inventory and plant account cards and Gﬁ@;;@/
ledgers used for equipment purposes. DBestioy when— 10 b
ieem—is-withdrawnr—fronplant—acecwmrts WS¢ (GRS -%AOL,

(b) Invoices used for stores accounting
purposes. Transfer to Federal Records Center when two
years old. Federal Records Center destroy when five
years old.

(c) Work papers used in accumulating stores
accounting data. Destroy when two years old.

(4) Requisition files. Documents showing evidence
of requisition, issue, delivery, and receipt of
supplies, equipment, and services.

(a) Requisitions for supplies and equipment
from current inventory or in storage, and related
registers. Destroy when two years old.

(b) Requisitions and related papers docu-
menting intra-regional and inter-regional property
transfer transactions. Destroy one year after
completion of transaction.

(5) Office of Administrative Services requisition
files. Documents maintained by the Office of
Administrative Services.

{a) Requisition files consisting of
procurement request forms. Destroy when one year old.

(b) Requisition and shipping files. Destroy
six months after material is received.
Poux including eoriginal, to be suhmitted to the National Archives and Records Service GPO 1963 —0-711-917
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(c) Requisitions for stationery and
supplies. Destroy when 30 days old.

(6) Office of Administrative Services. Debit
vouchers, invoices, packing ships shipment receipts,
and related registers. maintained by the Office of
Administrative Services.

Destroy when ten years old.

(7) Employee property issue files. Documents,
including card files, showing property and equipment
charged out to personnel, including employee receipts.

(a) Regional headquarters. Destroy six
months after item is returned.

(b) Office of Administrative Services.
Destroy one year after stock item has been declared
obsolete and disposed of.

- (8) Property record receipt files. Copies of
purchase orders maintained as regional property
record receipts.

Destroy when two years old.

(9) Field supply and equipment files. Vouchers,
purchase orders, copies of vendors bills, memorandum
copies of bills of lading, and other documents
pertaining to the acquisition, transfer, and disposal
of equipment and supplies maintained by field
facilities.

(a) Records relating to equipment
transactions. Destroy five years after equipment
is released from district office.

(b) Records relating to supply transactions.
Destroy when two years old.

(c) Work order cost sheets pertaining to the
construction, modification, or dismantling of equipment
and facilities. Destroy after work is completed.

Peurx copies, including original, to be subumitted to the National Archives and Records Service GPO . 19%3—0-711-917
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4630 INVENTORY CONTROL RECORDS

(1) Inventory files. Documents maintained to
provide replenishment, stock control, and property
maintenance data.

AY

(a) Inventory lists. Destroy two years from (;ﬁﬁ?\%ﬂbi
date of list.

{b) Inventory cards. Destroy two vears after|(CRS %ﬁbé
discontinuance of item or two years after stock balance
is transferred to new card or recorded under a new
classification, or two years after equipment is removed
from agency control.

(c) Report of survey files and other papers Gﬁ?s 59/
used for adjustment of inventory records. Destroy /0<l

two years after date of survey«}zahZ@?L7p«ﬂ$%?/modkdm.

4650 LOGISTICS SYSTEMS AND ACCOUNTABILITY RECORDS

(1) Personal property in-use accountability files.
Documents accumulated by property accountable officers
and property coustodians in the management, account-
ability and physical control of personal property
in-use in the agency.

(a) Detall property record (card, punchcard,
tape, printout, log, etc.) reflecting physical and
financial characteristics of personal property in-use.
Destroy after disposal of related property or its
transfer to other accountability.

4660 SPACE MANAGEMENT RECORDS

(1) Space and buildings maintenance files.
Documents relating to the acquisition, allocation,
utilization, and release of space, and related matters.

(a) Building plan files and related records |gGARS /0/
utilized in space planning, assignment, and adjustment. 2a.
Destroy two years after termination or assignment, when
lease is canceled, or when plans are superseded or
obsolete,

(b) Space occupancy report files. Destroy GRS /I
reports to General Services Administration two years 516(5)¢(Q>
after date of report; destroy all others one year after
date of report.

Four copies, including original, to be submitted to the National Archives and Records Service GPO .19%63—0-711-917
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(c) Regquests for building and equipment
maintenance services, excluding fiscal copies. Destroy
three months after work is performed or requisition
canceled.

(d) Rental gquestionnaire files relating to
occupancy and rental of Government-owned buildings.
Destroy questionnaires two years after being superseded;
destroy related correspondence after three years.

4670 MOTOR VEHICLE MANAGEMENT RECORDS

(1) Motor vehicle management files. Documents
relating to the management, operation and maintenance
of motor vehicles.

(a) Motor vehicle operating files.
when three months old.

Destroy

(b) Motor vehicle maintenance files.
Destroy when one year old.

(c) Motor vehicle ledger and work sheets
providing cost and expense data. Destroy three years
after discontinuance of ledger or date of work sheet.

(d) Motor vehicle report files (other than
accident, operating, and maintenance reports). Destroy
ege—yeax:s after date of report.

(e) Motor vehicle accident files maintained
by transportation offices. Destroy three years after
case 1is closed. 6

(f) Vehicle release and transfer files.
Destroy gzg'yearsafter vehicle leaves agency custody.

(g) Motor vehicle operators files, including
driver tests, authorization to use, safe driving awards,
and related correspondence. Destroy three A88dhe after
separation of employee or three aégiis after recision of
authorization to operate Government-owned vehicle,
whichever is earf&er.

4670 TRAFFIC MANAGEMENT RECORDS

(1) Bill of lading files. Government and commer-
cial bills of lading and supporting papers maintained by
transportation units.

GRS )&

GAS /6%%0«.
GRS /0/02.}1

GRS /0/3
GRS /o/f/
GRS 10/s

GRS 10/6

GRS /0/7

luding 1, to be sub

itted to the National Archives and Records Service

GPO . 19%63—O-711-917
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(a) Issuing office. Destroy when fgdr years

old.
(b) All others. Destroy when one year old.
4680 PROPERTY DISPOSAL RECORDS

(1) General correspondence files. Correspondence,
reports, and related documents pertaining to the
administration and operation of activities dealing with
the redistribution and disposal of excess and surplus
property, EXCLUDING files described elsewhere below.

(a) Office of Administrative Services.
Transfer to Federal Records Center when four years old.
' Destroy when ten years old.

(b) All others. Destroy when two years old.

(2) Real property sales files. Case files
relating to General Services Administration conducted
sales of surplus real property and related personal
property sold with the real estate.

Destroy one year after sale of property.

(3) Personal property sales files. Case files
developed in UMTA conducted sales of small lots of
surplus personal property at isolated locations valued
at $1,000 or less.

Destroy four years after final payment.
4690 EXCESS PROPERTY REPORTING RECORDS

(1) Reports of excess real propety. Destroy one
year after disposal of property.

(2) Reports of excess personal property. Destroy
when three years old.

(3) Excess and surplus property listings.
Destroy when superseded or obsolete.

luding original, to be submitted to the National Archives and Records Service

GPO . 1963—O0-711-917
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4700 PROCUREMENT RECORDS

(1) Unique Procurement Files. Procurement files
(as in item 4, below) documenting the initiation and
development of transactions that deviate from
established precedents with respect to general agency
procurement programs, other than those covered by item
13.

Rermanent . Transfer—to—Federal-Resords—Genter
Destray whom 10 years old

(2) Real Property Files. Title papers documenting
the acquisition of real property (by purchase, condem-
nation, donation, exchange, or otherwise).

[

(a) Papers for acquired property, other than
abstract or certificate of title.

Dispose ten years after unconditional
sale or release by the Government of conditions,
restrictions, mortgages or other liens.

(b) Abstract or certificate or title.

Transfer to purchaser after unconditional
sale or release by the Government of conditions,
restrictions, mortgages, or other liens.

(3) General Correspondence Files. Correspondence
files of operating procurement units concerning internal
operation and administration matters not covered else-
where in this schedule.

Destroy when two years old.

(4) PRoutine Procurement Files. Contract, requi-
sition, purchase order, lease, and bond and surety
records, including correspondence and related papers
pertaining to award, administration, receipt, inspection
and payment (other than those covered in items 1, 2, and
13.

(a) Procurement or purchase organization
copy, and related papers.

(1) Transactions of more than $10,000
and all construction contracts exceeding $2,000, dated
subsequent to July 25, 1974.

crs 3/

\»

X
LRIy
o

mg;#
GRS S/o?cq

GRS 3/3

RS 3/

7k.({>

Powr copies, including original, to be subhmitted to the National Aschives and Records Service

6PO :19%63—0O-711-917
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Destroy six years and three months
after final payment. (Place in inactive file on final
payment, transfer fiscal year block to Federal Records
Center after two years).

(2) Transactions of $10,000 or less and [GPS 3/9
construction contracts under $2,000, dated subsequent to aéa}
July 25, 1974; and transactions of $2,500 or less dated
prior to July 26, 1974.

Destroy three years after final
payment. (Close file at the end of the fiscal year,
retain three years and destroy, except that files on
which actions are pending shall be brought forward to
the next fiscal year's files for destruction therewith).

(3) Transactions of more than $2,500 GRS 34
dated prior to July 26, 1974. a(:

Destroy six years after final
payment.

(b) Obligation copy. GRS 3/‘/5
Destroy when funds are obligated.

(c) Other copies of records described above GQSIE»QQ
used by component elements of a procurement office for
administrative purposeSFsTksHmj wpon Yernination or
Cow-p/e;f'f on .

(5) Supply Management Files. Files of reports on
supply requirements and procurement matters submitted
for supply management purposes (other than those
incorporated in case files or other files of a general
nature) .

(a) Copies received by the Office of GRS 3/
Administrative Services from other units for internal S
purposes or for transmission to staff agencies.

Destroy when two years old.

(b) Copies in other reporting units, and GK S QB//
related work papers. Sb

Destroy when one year old.

£ luding original, 1o be submitted to the National Archives and Records Service GPO : 1963—0O-711-917
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(6) Bid Files.
, S 3or
(a) Successful or unsuccessful bids. Gk (2
Apply provisions of Item 470‘0(‘0
(b) Lists or cards of acceptable bidders. GRS-%/&L
Destroy when superseded or obsolete.
(7) Public Printer Files. Records relating to
requisitions on the Printer, and all supporting papers.
(a) Printing procurement unit copy of GRS jyékt
requisition, invoice, specifications, and related
papers.
Destroy three years after completion or
cancellation of requisition.
(b) Accounting copy of requisition. 69€§-3/7b
Destroy three years after period covered
by related account.
(8) Nonpersonal Requisition File. Requisitions GRS 5&?
for nonpersonal services, such as duplicating, laundry,
binding, and other services (excluding records
assocliate with accountable officers' accounts.
Destroy when one year old.
(9) Inventory Requisition File. Requisitions
for supplies and equipment for current inventory.
(a8) stockroom copy. Destroy two years after | GRS ¥;ék
completion or cancellation of requisition.
(b) All other copies. Destroy when 6 months 6595_3/%5

old.

Pouz copies, including eriginal, to be submitted to the National Archives and Records Service

GPO .19%63—0-711-917
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(10) Inventory Files.

(a) Inventory lists. Destroy two years from
date of list.

(b) Inventory cards. Destroy two years after
discontinuance of item or two years after stock balance
is transferred to new card or recorded under a new
classification, or two years after equipment is removed
from agency control.

(c) Report of survey files and other papers
used as evidence for adjustment of inventory records,
not otherwise covered in the GRS.

Destroy two years after date of survey
action or date of posting medium.

(11) Telephone Records. Telephone statements and
toll slips. ’

Destroy three years after period covered by
related account.

(12) Contractors' Payroll Files. Contractors'
payrolls (construction contracts) submitted in
accordance with Labor Department regulations, with
related certifications, anti-kickback affidavits, and
other related papers.

Destroy three years after date of completion
of contract unless contract performance is subject of
enforcement action on such date.

(13) Tax Exemption Files. Tax exemption certi-
ficates and related papers.

Destroy three years after period covered by
related account.

(14) R&D Procurement Files. Formal contracts or
agreements with universities, commercial concerns, and
individuals for research and development work, and
related papers, but exclusive of technical or scientific
data furnished to the Government pursuant to the terms
of the contracts or agreements and copies of
contractual documents filed in project case files.

GRS 3lba.

GRS 3//oj>

GRS 3//0c

GRS 31/

GRS 3/02

GRS 3/i3

Tour copies, including original, to be submitted to the National Archives and Records Service

GPO .19%63—0-711-917
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(15) Final Prodqu/;iles. Publighted reports, wetldragon -C°{i$g2re
- rofa/sp | 5
books, studies, augfovisual materiald, or any oth / /, i s chedute

final grant prod
machine-readabYe form.

ubmit SF 115, Regluest for Recopds Disposition
Authori '

% GRANT PROGRAM RECORDS. The records described below re-
late to all aspects of UMTA grant programs not covered
by the previous administrative records schedules. They
include grant applications, project files, budgets,
correspondence, certifications, and closeout material.

4800 MANAGERIAL TRAINING PROGRAM (SECTION 10). The
records described bélow related to the administration

of a program which provides followships for the training
of personnel employed in managerial, technical, and
professional positions in the public transportation
field.

(1) Grant Application Files. Appliqations,
memoranda, correspondence and other records relating
to the decision to accept or reject grant applications.

Rejected applications —
(a) & Destr5;>three years after rejection. GRS Q%ZWQ_

Ac.co.p'leA, Slicections —
(b} A See 1t§% two of this schedule.

(2) Grant Project Files. Proposals or appli-
cations, contracts, project reports, studies,
certificates, agreements, memoranda, correspondence,
and other records relating to receipt, review, award,.- -
evaluation, status and monitoring ofXgréh ; allocation

of funds, and project budgets. 4"-57 S*A%“”w”ﬁ;;ﬁgﬁ%¢

Tramster +o FRC spore A vears aler close ,of poject-
Submit—toTFederal Records—Center—for—five—
close ofF project, ° 17 ’

(3) Grant Control files. Indexes, registers, CLs £V¢O
logs or other records relating to control of assigning
numbers or identifying projects, applications and
grants.

Destroy when superceded or obsolete.

Pour copies, including original, to be submitted to the National Archives and Records Service GPO .1963—0O-711-917
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}Af’ Grant Correzﬁbndence ang Subject Files,

(a) Corrgspondence a ’

including memora
records relati
grant progra
and the ma

a, studies,
to the leg
its policie

C4>}bf Correspondence and/or subject files
relating to routine operations and daily activites in
administration of the grant program.

Destroy when two years old.

(5) Final Product Files.
books, studies,
final grant proglict and relat#£d records in xtual or

Pdblished repor

Submit t¢/Federal Recopds center for

seven ye retention, f£hen destroy.
4900 UNIVERSITY RESEARCH AND TRAINING PROGRAM

(SECTION 1ll). The records described below relate to
the administration of a program which provides grants
to public and private institutions of higher learning
to assist in establishing or carrying on comprehensive
research in the problems of transportation in urban
areas. This includes research in system design,
public preferences, allocation of resources, and the
legal, aesthetic, and financial aspects of urban
transportation.

(1) Grant Application Files. Applications,
memoranda, correspondence and other records relating to
the decision to accept or reject grant applications.

(a) Rejected applications. Destroy gg%rgi
years after rejectionor withdracua|

(b) Accepted applications. See item two of-
um&ean@ﬂe.amw@y

o

Ml

GRS B/H

withdrawn

12fif o

withdrawn J
13/1/ 42

Four aanied, bm-i.lnd,'h bé submitted to the National Archives and Recerds Service

GPO :1963—0-711-917



f B

Standard Form No. 115-A

Revised November 1951
General S8ervices Administration
GBA Reg. 3-1V-106

Prescribed b
115-202

Job No.

(b

of pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO.

8 DESCRIPTION OF ITEM
(WiTH INCLUSIVE DATES OR RETENTION PERIODS)

9.
SAMPLE OR
JOB NO

10.
ACTION TAKEN

(2) Grant Project Files. Proposals or appli-
cations, contracts, project reports, studies,
certificates, agreements, memoranda, correspondence,
and other records relating to receipt, review, award,
evaluation, status and monitoring of grant; allocation
of funds, and project budgets.

Subrnitto—FederalRecords—ecenter—for-seven..
AEioRT = Trawster o FRC wpon close
of P(‘oéecf', Des-l-wj 3 Yrs - {cFer,
(3) Grant Control Files. Indexes, registers, logs
or other records relating to control of assigning
numbers or identifying projects, applications and grants.

Destroy when superseded or obsolete.

(8—Correspondence—and/lorsubjeet—£il8s

Correspondence and/or subject files
relating to routine operations and daily activities in
administration of the grant program.

Destroy when two years old.

Final Product Files. Published reportsr_books
studlesr—andTovtsna%—matefta%s——ef—eﬁy—ethef—ﬁ;naé—gfaﬁta

preduct—and reLated‘rE32Eds—iﬂ—éextua4—4n;4um*quL_
are [N | ?roduc‘ﬁ' ofF a q Tas

-eadabte—torm.,
i o Reccrd Copy-- dispose of according o |7IO(‘>(0—>(

b A)\ll oter cepies - Dispose of Wity related 3(‘11»«:{’ ?ro_\e
seven—year—retention,—then—destsoy.

6100 RESEARCH AND DEVELOPMENT PROGRAM (SECTION 6. The
records described below relate to the administration of
research and development projects in all phases of

urban mass transportation. Projects will assist in the
reduction of urban transportation needs, the improvement
of mass transportation service, or the contribution of
such service toward meeting urban transportation needs
at minimum cost.
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Job No.

Page é7

Prescribed b, \Qeneml Services Administration
GBA ’ffﬁ; %-2 -106 of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet .
9.
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) S%’;L'EO°R ACTION TAKEN
(1) Grant\Rpplication Files. Applications, voithd _
memoranda, corresRondence and other records relating to s +
the decision to acdept or reject grant applications. oﬁgagzb
(a) Rejected applications. Destroy fofr years GRS-Q”%L
after rejection.
(b) Accepted plications. See item two -of
tRis—schedules. following .
Followng
(2) Generaf\CorrespOndence Files. Routine
administrative corXespondence, reports and related Wit ceom -
records maintained the agency office of primary is part of b
interest relating to \the administration of the planning, Tee
management, evaluationY and accomplishment of research 6ol
and development program policies, and procedures.
Transfer to FedeXal Records Center when one
year old. Federal Records nter destroy fifteen
years later.
(3) Technic® Boards and Committees Fi;éé. Ao

Records of boards a committees studying signed
technical research an¥ cevelopment problems, including
requirements for or the\authoeization of/ projects, the
scheduling and phasing oX projects or programs, and the
control and coordination OX research/and development
project phases. Consists o

accomplishments.

(a) Official les of the cymmittee or board
maintained by the chaigmén, secretary, o other designee.
Transfer closed files Ao Federal Records ¥enter two
years after closing./ Federal Records Cent destroy
fifteen years late

(b) opies of committee or board filks
distributed to/members. Destroy when superseded \or
obsolete or uﬁon termination of membership, whicheyer
is earlier.

Pouz coples, Including eriginal, te be submitted te the Natisnal Archives and Recerds Bervice

GO 1%63—0-711-917
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Prescribed by General Services Administration Job No.

GSA Reg 3-1V-106
115-202

1851

Page ég

of pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO.

8. DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9.
SAMPLE OR
JOB NO

10.
ACTION TAKEN

J

&Q> Research and development project files. Case
files maintained by laboratories and other activities
and offices respongible for research and development
functions reflecting a complete history of each
project or task from initiation through research,
development, design, and testing to completion.
Con51steﬂsmgfcc %ect authorization documents; project
cards; technlca rmﬁgracterlstlcs, test and trial
results; drawings, specifications, and photographs
considered essential to document design, modifications,
and engineering development; technical and progress
reports, notices of completion; and correspondence
influencing the course of action taken on a project.

Transfer to closed project file upon com-
pletion or termination; transfer closed file to Federal
Records Center one year after closing. Federal
Records Center destroy fifteen years later.

(az)

)86 Research and development project working
and control files. Copies of documents essentially
duplicated in project case files; preliminary sketched,
drawings, specifications, photographs, and other working
papers determined not to be of sufficient value to
incorporate into project case files; and related
project control and progress control records.

Destroy upon completion or cancellation of
project or when purpose has been served.

(6) Laboratory notebooks. Notebooks containing
technical and sclentific data accumulated in the conduct
of research and ddvelopment projects.

(a) Notebooks containing data determined to
be duplicated in technical reports or in project case
files, or to be of sdch a nature that their retention
would not add signifiéantlx to the project file.
Destroy six months aftdr completion or termination of
related project.

(b) All other Notebooks. Transfer to
Federal Records Center wheq one year old. Federal
Records Center destroy ten years later.

w'ruwl::wn
is rar\‘ of

Lo Ther
(,IOcU)

pies, includiag eriginal, to be submitted to the National Archives and Records Service

GPO . 19%63—0-~711-917
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Standard Form No. 115-A
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Prescribed by Genera} S8ervices Administration
GBA Reg. 3-1V-106

Job No.

Page (0]

115202 of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
7. 8. DESCRIPTION OF ITEM 9. 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAJ%EL,EOOR ACTION TAKEN
(7) Techni’&l report files., Official file copy W ith A ran-
of each technical \report or unpublished manuscript of o paxt of
report prepared in\connection with a project or task. J}JLW
b1oo (0
(a) . Permanent. Transfer to
Federal Records Centeyx ehrn one year old. Offer to
NARS ten years later.
(b) All othen copies. Destroy when no longer
needed for reference.
Nore : Recort copy, wricd is Mawkaned. J’J TRiC, s schedduled onfler Tien
. c e . . .. 1710
(8) Draw1\§,and specification files. Official kb dowmeom -
file copy of each\drawing and specification showing ‘¢ oard of
final design and tdchnical characteristics of items jjalv

developed.

Transfer to
after superseded. Fede
fifteen years after supe

ederal Records Center one year
1 Records Center destroy
eded.

(9) Pro&&ess report files. Reports showing
initiation, progress, or degree of completion of
projects or tasks, submitted by research facilities,
laboratories, or\project offices to higher authority,
and related pape

(a) Reparting office copies. Destroy one
year after completi§n or cancellation of related
projects.

(b) Feeder \reports used for compilation of
consolidated reports. \Destroy upon submission of con-
solidated reports.

(c) Consolidated reports, and any feeder
reports used for preparaé@gn thereof containing
technical or scientific dé&a not fully documented in
the consolidated reports. \Transfer to Federal Records
Center when one years old. \ Federal Records Center
destroy ten years later.

(10) Feasibility study files. Documents relating
to the exploration of the feaégbility of unsolicited
proposals for projects received from individuals.

(a) Proposals resulting in authorized
projects. File in related projeat case file and
dispose of accordingly.

UUO(Q

Pouz coples, including eriginal, te be suhmitted te l‘kc Natisnal Azchives and Recerds Service
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Prescribed by General Services Administration
GBA Reg. 3-1V-106

Job No.

Page _Q_7

115-202 of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
9
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (WiTH INCLUSIVE DATES OR RETENTION PERIODS) S%SLNEC?R ACTION TAKEN
3\
(b) Rejected ;&oposals. Destroy two years
after completion of investyigation.
(11) éésearch contract and agreement files. Case W“%Afaum-
files of forygal contracts and agreements with univer- 15 F“r*
sities, commeyxcial concerns, individuals, and others of Tdemu
for research and development woek, and related papers, (woa(r
but EXCLUDING chnical or scientific data furnished UMTA
pursuant to the \terms of the contracts or agreements
and copies of conftractual documents filed in poject
case files (item 00 (3)).
Apply proXisions of item 4400 (3).
(12) Technical r¥ference files. Copies of technical
reports, specificationg, drawings, and other data
received from other souyces, used as a reference source
in the performance of regsearch and development functions,
but EXCLUDING official file copies of these documents.
Destroy when supeyseded or obsolete.
6500 TECHNOLOXY DEVELOPMENT AND DEPLOYMENT PROJECTS withol
(SECTION 6). \The records described below relate to LB
the administratlon of demonstration projects in all FAC
phases of urban Rass transportation, including the ;ﬁa/@
development, testing and demonstration of new facilities, ( NﬁmM~L
. . Cevend
equipment, technigyes, and methods. b;“, iy
bm@

(1) Grant application files. Applications,
memoranda, correspondence and other records relating to
the decision to accepy or reject grant applications.

(a) Rejected\applications. Destroy four

years after rejection.
See item two of

(b) Accepted applications.

this schedule.

(2) Grant project files. Proposals or appli-
cations, contracts, project reéports, studies,
certificates, agreements, memoranda, correspondence,
and other records relating to regeipt, review, award,
evaluation, status and monitoring\of grant; allocation
of funds, and project budgets.

Fouz copies, including eriginal, te be submitted to the Nautieonal Archives and Recerds Service

PO . 163—0-711-917
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Prescribed b
15-202

Job No.

pase 1] _

of pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO.

8. DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9.
SAMPLE OR
JOB NO

10.
ACTION TAKEN

Submlit to Federal Records Center for seven
year retention,\then destroy.

(3) Grant dontrol files. Indexes, registers, logs
or other records Yelating to control of assigning
numbers or identifyying projects, applications and grants.

Destroy wken superseded or obsolete,

(4) Grant corrégpondence and subject files.

(a) Correspondence and/or subject files
including memoranda, studies, reports, forms and other
records relating to the\ legal establishment of the
grant program, its polidies and basic procedures, and
the management and evaluation of grants.

Offer to NARS after fiteen years.

(b) Correspondende and/or subject files
relating to routine operatiols and daily activities in
administration of the grant ogram,

Destroy when t years old.
(5) Final product files. \ Published reports, books,
studies, audiovisual materials, \or any other final grant

product and related records in tgxtual or machine-
readable form.

Submit to Federal Records Center for seven
year retention, then destroy.

8100 TECHNICAL STUDIES (SECTION 8). The records
described below relate to the administration of projects
to States and local public bodies and agencies for the
planning, engineering, designing, and evaluation of
public transportation projects, and for other technical
studies.

(1) Grané\application files. Applications,
memoranda, corréspondence and other regords relating to
the decision to cept or reject grant\applications.

(a) Rejected applications.
years after rejecti

stroy four

(b) Accepted applications. See\item two of
this schedule.

W'Mrwﬂ,-
is Filed
Wi,
Tean

Slev( ) ,

Pouz vopiss, including eriginal, te be sulunitted to the National Archives and Recerds Service

PO :1963—0-711-917
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lﬁan of pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7. 8. DESCRIPTION OF ITEM SAMPSLE OR 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO ACTION TAKEN

1
yﬂ) Grant project files. Proposals or appli-

cations, contracts, project reports, studies,
certificates, agreements, memoranda, correspondence,
and other records relating to receipt, review, award,
evaluation, status and monitoring of grant; allocation
of funds, and project budgets. -

ks St o o TrL

gubmit’to Federal Records Genter

vear—retertion; sen Bestroy,aﬁzw/z//w Latan/ K}blg{

(L
Grant control files. Indexes, registers, logs
or other records-relating to control of assigning
numbers or identifying projects, applications and grants.

Destroy when superseded or obsolete.

(4) Grant cArrespondenc& and subject\files. .
e iles witkdieo,
and other erisy
f the
es, and B
Vv\C

;412«!8)

Offer td NARS after\fifteen yeaXs.
é;?bCorrespondence and/or subject files
relating to routlne operations and daily activities in
administration of the grant program.

Destroy when two years old.

(5) Fiﬁhl p}bddct files. ublished reports, books, withdrawn =

studies, audidvisu materials, any other final grant s Fled
product and related \records in teXtual or machine- Wity
readable form. e
X!oo(v>
Submit to Federal Records Qenter for

seven year retention, then destroy.
Nete.: /@cm{c‘z repect goth o TRIC , Were > sdduédﬁ73@~/7/0-

(6) nlfleﬁ Planning Work Programs. Corres- L rrnom
pondence, memoranfla, reports, and related papers records -
pertaining to the\coordination of plans and policies iﬁfﬁiﬁ

for the developmen{, improvement, andWYmaintenance of oA
~ . ey s, s roact n.-\e
mass trensportation facilities. TransYer to Federal g? T
Records center one Year after supersedef. Destroy les Tesw
after ten years. 3‘00(>

Pouz copies, including eriginal, te be submitted to the National Archives and Recerds Service 60 : 1963—O-711-917
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Prescribed b
115-202

Job No.

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO.

8. DESCRIPTION OF ITEM
(WiTH INCLUSIVE DATES OR RETENTION PERIODS)

9
SAMPLE OR
JOB KO.

(7) Metropplitan Planning Organizadion (MPO) files,
including corresﬁxﬁdence, repRrts, charts) and

briefings. Retain for five yewrs, then dedtroy.

9000 Capital and Operating Agsistance Programs
(Sections 3, 5, 16(b)(2), 17, 18, and Title 23). The
records described below relate to the administration of
programs providing capital and operating assistance to

States and local public bodies and agencies thereof.
These programs include: acquisition, construction,
reconstruction, and improvement of facilities and
equipment for use in mass transportation service;
fixed gquideway systems; new technology; facilities and
services for the elderly and handicapped; funds for
non-urbanized areas; reimbursement for conrail

impact; and Federal-aid urban system and interstate
transfer programs.

(1) Grank application files. Applications,
memoranda, corrdspondence and other rdcords relating to
the decision to %ccept or reject grant\applications.

(a) Relected applications. estroy five
years after rejection.

(b) AcceRted applications. Seq item fifteen

of this schedule.

{5{ Grant case files. Proposals or applications,
contracts, project reports, studies, certificates,
agreements, memoranda, correspondence, and other
records relating to receipt, review, award, evaluation,
status and monitoring of grant; allocation of funds,

and project budgets. [Ebe'F'('ﬁgﬁ F%HOanS—B
SubmitSP—~115Request—for-Records
. o ; .

(3) Grant control files. 1Indexes, registers, logs
or other records relating to control of assigning
numbers or identifying projects, applications and
grants.

Destroy when superseded or obsolete.

(4) Grant éggrespgndence and sub}ect files.
(a) Coryespondence and /or suRject files
including memorand studies, reports, foxyms and other

NTWA‘AAM‘
Mve_ p~\e¢0

%w(>

Fouz coples, including eriginal, te be submitted ts the Natienal Archives and Recerds Service
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(1) Grant Case ¥iles. Proposals or applications, contracts, project reports,
final aud:ts, studies, certificites, agreements, general correspondence,
and other records relating to the receipt, review, award, evaluation, status
and monitoring of grants; allocation of funds, and project budgets.

(a) Operating Assistance Grants
Transfer to FAXC when grant is closed. Destroy 7 years after transfer,
(b) Canital issistance Grants
(1) vVehicle Procurement Crants
Destroy 1C years after completion of procurement.
(2) Construction Grants

Destroy 20 years after completion of project.
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JobNo._____________  Page 7_L/

ggscrﬁbed b ‘Qenenl Services Adrainistration
AR of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
9.
7. 8. DESCRIPTION OF ITEM 10.

ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAJ'SZLNE@R ACTION TAKEN

records relati\g to the legal establishment of the grant witbdrwrom -
. s

Disposition Authority.

(Q) Correspondence and/or subject files
relating to routine operations and daily activities in
administration of the grant program.

Destroy when two years old.

(5) Final Expduct files. Pubi?ghred—reports;—bookss;
studies—atdiovisual—materia cr—andothe S S——
preduet—and-rtelated i : =
readabto—form.  {re com pletion fepo + Foal  audd

Ihﬁdmmiiyr

(6) EnvﬁgpnmentalAQlanning. Project files on
approved mass ¥ransit projects congisting of the above
mentioned impact statements and all\ related corre-
spondence and doguments.

(a) Three years after the Yrban Mass
Transportation Admiistration has apploved the EIS or
FUNSI, for a proposad action, the subjkct files may be
sent to the Federal Records Center.

not be sent
been

(b) Controvgrsial projects ma
until three years after\ any litigation ha
resolved.,

(c) 1If the EIS\or FUNSI, were pr
future projects which will\be evaluated and %hich are
intended to have a prior fiypding action applikd, the
EIS or FUNSI must be retaindd in agency until
administrative actions has b&en taken on the last
project.

after the materiwnl
Records Center.

Destroy ten yea
has beern received by the Federa

B
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11522 of pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7 €. DESCRIPTION OF ITEM 9. 10.
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR ACTION TAKEN
(7) Tran\iportation Imgroveme)@ Programs (and Annual w i H-dirmess -
Elements). Cortespondence, memoranda, reports, and s TM*'
papers pertaini to plans and polictes for the of Thew.
development, impiovement, and maintengnce of mass Clovo(>
transportation.

Fouz coples, inclnding eriginal, to be submitted to the Natisaal Archives and Recerds Service GPO : 1963+—0-711-917





