
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-408-80-01 

All items in this schedule are inactive. Items are either obsolete or have been 
superseded by newer NARA approved records schedules. 

Description: 

This schedule included many items that were covered by the GRS when it was written, 
but were allowed to stand as agency-specific items. These items are now considered 
superseded by the GRS. Other items in this schedule had become obsolete by 2005 or 
are now considered non-record. All items not obsolete, covered by the GRS, or now 
considered non-record were superseded by N1-408-05-001. Specific supersessions are 
as follows: 

1000/1a was superseded by N1-408-05-001 item 1000/1a 

1000/1b was superseded by N1-408-05-001 item 1000/1b 

1100/1 was superseded by N1-408-05-001 item 1100/1 

1100/2 was superseded by N1-408-05-001 item 1100/2 

1110/1a was superseded by N1-408-05-001 item 1100/1a 

1110/1b was superseded by N1-408-05-001 item 1100/1b 

1110/2a was superseded by N1-408-05-001 item 1100/2a 

1110/2b was superseded by N1-408-05-001 item 1100/2b 

1110/3 was superseded by N1-408-05-001 item 1100/3 

1110/4a was superseded by N1-408-05-001 item 1100/4a 

1110/4b was superseded by N1-408-05-001 item 1100/4b 

1200/1a was superseded by N1-408-05-001 item 1000/2b 

1210/1a1 was superseded by N1-408-05-001 item 1210/1a1 

1210/1a2 was superseded by N1-408-05-001 item 1210/1a2 

1210/1b1 was superseded by N1-408-05-001 item 1210/1b1 

1210/1b2 was superseded by N1-408-05-001 item 1210/1b2 

Date Reported: 05/13/2021 
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INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 
1210/1c1 was superseded by N1-408-05-001 item 1210/1c1 

1210/1c2 was superseded by N1-408-05-001 item 1210/1c2 

1320/1a1 was superseded by N1-408-05-001 item 1320/1a 

1320/1a2 was superseded by N1-408-05-001 item 1320/1b and 1320/2 

1320/1c was superseded by N1-408-05-001 item 1320/3 

1710/1a was superseded by N1-408-05-001 item 1220/1 

1710/1b was superseded by N1-408-05-001 item 1220/2 

1710/1c was superseded by N1-408-05-001 item 1220/3 

1740/1 was superseded by N1-408-05-001 item 1240 

1740/2 was superseded by N1-408-05-001 item 1240 

2000/1 was superseded by N1-408-11-001, item 1 

2050/1 was superseded by N1-408-05-001 item 2050/2 

2050/3 was superseded by N1-408-05-001 item 2050/3 

2100/1a1 was superseded by N1-408-05-001 item 2100/2a 

2100/1a2 was superseded by N1-408-05-001 item 2100/2b 

2100/1c was superseded by N1-408-05-001 item 2000/2 

2240/1 was superseded by N1-408-05-001 item 2200/1 

2250/1a was superseded by N1-408-05-001 item 2210/1 

2250/1b was superseded by N1-408-05-001 item 2210/2 

2260/1a was superseded by N1-408-05-001 item 2220/1a and 2220/1b 

2260/1b was superseded by N1-408-05-001 item 2220/3 

2500/1a was superseded by N1-408-05-001 item 2500/1a 

2500/1b was superseded by N1-408-05-001 item 2500/1b 

2500/2 was superseded by N1-408-05-001 item 2500/2 

2500/3a was superseded by N1-408-05-001 item 2500/3a 

2500/3b was superseded by N1-408-05-001 item 2500/3b 

2500/3c was superseded by N1-408-05-001 item 2500/3b 

2500/3d was superseded by N1-408-05-001 item 2500/3b 

Date Reported: 05/13/2021 
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INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 
2500/4 was superseded by N1-408-05-001 item 2500/4 

2500/5 was superseded by N1-408-05-001 item 2500/5 

2500/6 was superseded by N1-408-05-001 item 2500/6a and 2500/6b 

2500/7 was superseded by N1-408-05-001 item 2510/1 

2510/1 was superseded by N1-408-05-001 item 2520 

2700/1 was superseded by N1-408-05-001 item 2700 

2940/1 was superseded by N1-408-05-001 item 2940/1 

3100/1 was superseded by N1-408-05-001 item 3100/1 

3100/2a was superseded by N1-408-05-001 item 3100/2a 

3100/2b was superseded by N1-408-05-001 item 3100/2b 

3100/3 was superseded by N1-408-05-001 item 3100/3 

3200/2 was superseded by N1-408-05-001 item 3200/2 

3200/3 was superseded by N1-408-05-001 item 3200/3 

3300/1b was superseded by N1-408-05-001 item 3300/1b 

3300/6b was superseded by N1-408-05-001 item 3300/4b 

3350/2 was superseded by N1-408-05-001 item 3310 

3500/1a was superseded by N1-408-05-001 item 3500/1 

3500/1b was superseded by N1-408-05-001 item 3500/2 

4800/2 was superseded by N1-408-05-001 item 4800/2 

4800/3 was superseded by N1-408-05-001 item 4800/3 

4900/2 was superseded by N1-408-05-001 item 4900/2 

4900/3 was superseded by N1-408-05-001 item 4900/3 

4900/5a was superseded by N1-408-05-001 item 4900/5a 

4900/5b was superseded by N1-408-05-001 item 4900/5b 

6100/1 was superseded by N1-408-05-001 item 6100/1 

6100/2 was superseded by N1-408-05-001 item 6100/2 

8100/1 was superseded by NC1-408-83-01, item 1 

8100/2 was superseded by N1-408-05-001 item 8100/2 

Date Reported: 05/13/2021 
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9000/1a was superseded by N1-408-05-001 item 9000/1a 

9000/1b1 was superseded by N1-408-05-001 item 9000/1b1 

9000/1b2 was superseded by N1-408-05-001 item 9000/1b2 

9000/3 was superseded by N1-408-05-001 item 9000/3 

Date Reported: 05/13/2021 
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LEAVE BLANK 

JOB NO 

/fC J-'foB-80-/ 
bATE RECEIVED 

ifl)9e ~ !>. lo/lf'e:J 
NOTIFICATIO? TO AGENCY 

In accord~nce i'j1tn the orov1s1ons of 4,l USC. 3303a the d1s~osal re 
quest. ,ncluding merdments. 1s approved except tor 1teins the! may 
be s•arnped "d1s~osal qc! approved" or "withdrawn" ,n column IO 

r-------.--. ,.2,.,j "':~LJ ? P-~, 
REQUEST FOR RECORD~.OISPOSITION AUTHORITY 

(See lnstruct~Qns on reverse) 

------.---------1 
TO GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

1. FROM (AGENCY OR ESTABLISHMENT) l)<l.,p~4 of lr-t:tM.Spor-k.,'¼11;,V 

tH.'1:!'i?P ¥ass Tr:.uu;portatiOfl Admioiatratio~ 
2. MAJOR SUBDIVISION 

3. MIN 

5. TEL EXT 

Paul A. DiNenna 426-4011-------_______________......,__________,___________________. 
6. CEATIFl~ATE OF AGENCY REPRESENTATIVE 

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

D A Request for immediate disposal. 

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

C. DATE 0. SIG ATURE OF AGENCY REPRESENTATIVE E. TITLE 

~IO/ll. <k) l 
9.7, 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO. (With Inclusive Dates or Retention Penods) ACTION TAKENJOB NO. 

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 ana 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 levels aff, and heads 

____......___,,r~i...;ie.>o,<in.,.,,s,,__,.......,,~ut;~~c....l.~_1_..1&.....t::JfJ'+L-.!.J::L-~.tnt~=)___;~~;J,..l..--...._-----L-=.::.:::..-1---!..J;<'..!: 
115- 107 STANDARD FORM 1f5ftrr, oJ~bd~n..11 .!,, stJ,j:•ct, Revised April, 19751 Prescribed by General Services 

Administration 
/V'NB ,/, J FPMR (41 CFR) 101-114 

' • I ~✓ - 1//l'ft f I /C.7.tS 



.. 
Standan'I Form No. 115-A 
Revised November 1951 
Prescribed by General Servi= Administration Job No. ______ Page;;._,,
GSA Reg. 3--IV-106 

ll[,-202 of__ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

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

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

fo1 issiMv C.orres f'IM\deMC0 -, 
~-APermanent. Transfer to Federal Records Center 

when f.-t'ud£ years old, er: e-a£lie~,~~..~;r .-.~.~.,.~!~S when ten 
years o1 . 

.b. All <Hhe-r c.,rre.s.pcr-iJ.e,!\CT --~ ·,.,_, "4€M.~ lJJtel,\,, 

(f) Histor ro ram file Documents prepared an 
accumu ted by the agency orian, consisting of 

ical studies, repor , an.d monographs; signi 
so ce materials, such s transcripts and tapes f 
v·ews; special colle ions of policy documen of 
xceptional impor nee; and similar recor 

anent. Records Center 
ears old or earlier. to NARS when ten 

rd1/ lgc) 
10 ~~ rt1C 

1100 ORGANIZATIONAL RECORDS 

(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 
charts r st.ff stt aies, mi11t1t::e~ e£ s ta££ lfteetin<3s, .ind 
relateg 00££Cspe11de11ce • If~ IJCHCfal efl:CSC f)U'l:'IC£8 Uf'C 
fflaiHe:aiHee in eiEeet.ives Bil•'- .file.Iii Arr, h 1 s""-lojec.+. I" 

Permanent. Transfer to Federal Records Center 
when four years old or earlier, Offer to NARS when ten 
years old. ',F vclu..,€. w,q·r-.,h; , 

(2) Organization planning working files. Back­
ground materials, drafts, interim and progress reports, 
and related papers accumulated in organization planning 

S • -f"n< -r ....projects and surveys,~~ "-S s-1-,,..l'f' siu.A=JV>l\~vie...- of i,,,.,ee ,; 

awl r B \ a.-k-L cc r res r&-><A-eMCe , 

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 relatin 
to the establishment and organization of committees, 
boards, and panels; policies governing official agency 
membership; and related matters. 

~ 1:1rs, ll/J , 

w',~ct<,v~'-' 

10/.J. -;},/&o 

j"·..-1..<,~ tte 

1s.J 

1 

..,,...,.-<,do..k.ci, 

r- copies, iadsdillg original, lo lte ..i.miHed lo the National Archive■ GIid Recorda Semce GPO, 196,-0-711-917 



' •Standard Form No. 11&-A 
Revised November 1951 
Pn-scribed by General Servic~ Administration Job No.------ Page _3 
GSA Reg. 3-IV-106 of __ pages115-~ 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORD~ntinuation Sheet 

7. 
ITEM NO. 

9.8. DESCRIPTION OF ITEM 
SAMPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

10. 
ACTION TAKEN 

H • 

:Des~ w heM- S l-\eM-S o IJ., , 
(b) Files for internal UMTA committees. 

Destroy ~years after termination of committee. 
+wo 

(2) Committee official files. Minutes, agenda, 
reports and other papers documenting accomplishments 
and results of matters assigned formally established 
committees, boards, or similar groups. 

(a) Official files of the committee sponsor, 
secretariat, or recorder. Perffla"ent. ~rBnsfer te 
FederBl Recerds Center wheM fe~r )e~rs elder e~riler. 
Offer to Nl'l:RS whe11 Len years old. 

~~~rio,-,\C- 1>es-tr~ W~E!M.. S !!JU.~~ afJ, 

' (b) All others. Destroy when~ years old 
or when no longer needed for reference, whichever is 
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. 

~, ..Jg, ... f' C, 

All others. Destroy when two years old. 

rou copi••• bacladbag odgiaal, to 11,e inalnniHed to the Natioaal Jlrchivea -• Recoru Service GPO, l!llil-0-711-917 
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Standard Form No. 115-A 
Revised November 1951 
Prescribed by General Servi= Administration ' Job No.------ Page_j__
OS.A Reg. ~IV-106 

11~~ of __pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

f"':le_. 

Permanent. Trans 
years after close of 
Offer to NARS when 

(b) All other 

deral 

onger needed for administrative 

Records Center four 
if inactive. 

when no 

(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. 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

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, ~~t ~*GLUQING 
file21 aeser::iaea elseul:ler:@ iR tl:li1o p;u:·ag~apl:l 

(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 
~ press releases, (2) t:ra1121eript:21 ef pre.!!:!! confer ·• 
eReee, (3) extef'nal pt1blicaHeu21, (4)j'c½fficial ~ 
speeches_, (5) t:elevi.!!io11 and radie .!!lcript:.5, (6)Abio-

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

GRS 1'1/ I 

-j..,.. copies, iaic:1odia9 ~~Jo ~ saltmiNod lo the Natioaal ArchivH GIid Records Service GPO, 1963-0-711-917 



Item 1210(1), continued 

(a) Press Releases. (Arr. chronologically, l/8 11 per year) 

1) Releasing office, record set only--PER!✓.A',JE\JT. Break file annually. Offer to :JARS 
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--PER:•!i\:EJ\11'. Break file annually. Offer to :.JARS 5 years after file break. 

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

{c) Biographies of the Administrator, Deputy Administrator, and other to~ officials. 
(Arr. by name. 1/16 11 per year,when created) 

1) Record copy--PERMA:\!El\'T. Break file anmally. Offer to TIJ'Jili.S 5 years after -':'-'.le hrr.,ak. 

2) All other co,ies--Destroy i..~ agency when no longer needed for administrative 
purposes. 
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Standard Form No. 115-A 
Revised November 1951 
Prescribed by General Service& Administration Job No.----- Page ___ 
GSA Reg. 3-IV-106 

115-:m of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITI:M NO. 

9. 10.8. DESCRIPTION OF ITEM 
SAMPLE OR ACTION TAKEN(WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

(4) General inquiry files. Requests for informa­
tion, photographs, and publications and replies thereto, 
involving no administrative action or special research, 
and including acknowledgements and transmittals of 
inquiries referred elsewhere for reply. 

,3 f"J~¼.s ~ --+<~s ~""~+to...( oF r12-r l:::i 
Destroy w~eH one yea£ old or ea£lier if HO 

lon~or Peeded foE ~dmiAistrativQ Yse. 

1220 CONGRESSIONAL RELATIONS RECORDS 

(1) Congressional inquiry 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). 

l Granting access to all the requested 
records. 

Destroy two years after date of reply. 

~ 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. 

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

r- copiea, mcl•dia• origuual, to .._ aallmiHod to the National Arcllivea -• Rocorda Service GPO: 196>-0-711-917 



Standard Form No. 115-A 
Revised November 1951 
Prescribed by General Services Administration Job No.----- Page &J 
GSA Reg. ~IV-106 of __ pages115-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10.8. DESCRIPTION OF IITM7. 
SAMPLE OR ACTION TAKEN(WITH INCLUSIVE DATES OR RETENTION PERIOOS)IITM NO. JOB NO. 

~ Denving access to all or part of the 
records requested. 

GRS 14/a Destroy five years after date of 
\(.,a_ ( ~(°';reply if not appealed. 

GRS 1~/b Destroy appealed requests as autho­
\C, c,(3)( 0rized under item 1230(2). 

(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. 

(a) Registers or listing. 

Destroy five years after date or last 
entry. 

r- aopiu, iadsdiag original, to be .,.)omitted lo Ille National Archive■ and Records Service GPO, 196,-.0--711-917 
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standanl Form No. 115-A 
Revised November 1951 
Prescribed by General Services Administration Job No.------ Page1
OSA Reg. 3-IV-106 

11~202 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

(b) Other files. 

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

(4) FOIA reports files. Recurring reports andone­
time information requirements relating to agency 
implementation of the Freedom of Information Act, 
including annual reports to the Congress. 

(a) Annual reports a~ 9eeaEt~~Rtal or agency 
level. 

Permanent. Offer to NAR~ with re~~ 
O.C\f#~ records approved for permanent retentionAorwt'e';f 

fifteen years old, whichever is sooner. 

(b) Other reports. 

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 
or copy thereof. 

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

1 Granting access to all the requested 
records. 

GRs t'f/ 
\9b 

I 
~-

rou copiea, iacl•dia• origiaal, to be nallmiHH to tlle Ncalioaal Archive■ caad Recorcla Service GPO, 1!16,-0-711-917 



Standard Form No. 11&-A 
Revised November 1951 
Prescribed by General Service! Administration Job No. _____ Page f 
GSA Reg. 3-IV-106 of__ pagesll.S-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

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

9. 10. 
SAMPLE OR ACTION TAKEN

JOB NO. 

Destroy two years after date of reply. 

~ 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 autho­
rized under item 1230(7). 

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

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

G~S 1t1/ 
-x£ a. (:i> c~) 

~ Destroy appealed requests as 
authorized under item 1230(7). 

(b) Official file copy of requested records. 

Dispose of in accordance with disposition 
instructions for the related records, or in accordance 
with the related Privacy Act request, whichever is 
later. 

(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. 

GRS P-1/ 
q£c-c~<.1D 

Pou -pin, iadad.ia9 oriaiaaJ, to be salnniHo4 to the Natioaal Archive■ aad Rec:onb Seirvic:e GPO: 1963-0-711-917 
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Standard Form No. 115-A 
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Prescribed by General Servi= Ad ministration Job No.------ Psge_ci__ 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORD~ontinuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
{WITH INCLUSIVE DATES OR RETENTION PERIOOS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
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. 

(a) Registers or listings. 

Destroy five years after date of last 
entry. 

roar cople ■, iad•lliag originlll, to lie .,.J,mitted to the N11tional Archive■ and Recoru Service GPO ,196>-0-71 t-917 
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(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 !i&!Uu:emcnlal 81i agency 
level. 

• 

Permanent. Offer to NARS with related ,., ~ ~ e.c 
records approved for permanent retention.;1or wrren fifteen 
years old, whichever is sooner. 

(b) Other reports. 

Destroy when two years old. 

(11) Privacy Act general administrative files. GRS 1'1/
Records relating to the general agency implementation of 

30the 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 INTERNATIONAL RELATI S RECORDS. The rec ds 
described below relate to th coordination of int 
national activities of the gency. 

(1) General corre ondence files. spondence, 
reports, agreements, tudies, and other ments 
reflecting the planing, direction, coord·nation, and 
evaluation of mas transit programs of TA, and the 
development of ansportation policy th other United 
States Govern nt agencies, industry foreign 
governments, and international boa· s, maintained by 
the gency ffice of primary inter st. 

Permanent. Transfer o Federal Records Center 
when years old. Offer t NARS twenty years later. 

10. 
ACTION TAKEN 

Pou copiH, badadiag origbaal, to .._ aallmitted to the National Archives -• Record.a Semce GPO, l96>--0-711-917 
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(2) ce countr 
ce, repor 

related 
mass tra 

countries 

old. 

1300 MANAGEMENT PROGRAM RECORDS 

(l) 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, but 

:EiECLUDHiG filee eeee1;iaed eloe~Jl=iere iR t:l:lis pua9i;apl:l. 

(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. 
·Pet:=fftaAer=tt. 
:Eem: :Jeers ala or earlier, Offe£ to NARS after teR 
:years. :Destr~ w~ S 'j~s olJ_ 

'-f 
(b) All others. Destroy when~ 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) 
of Management Systems. 
·Recoraa Center when fel'.lr 
iRaQtive. Offer to N.'',RS 10/J..~1

J>~s.+r~ w~ S l-\e..M's olof , PNC. 
(b) All other offices. Destroy when super-

seded or no longer needed. 

Record copies maintained 

',Jl=ieA teA years ola. 
R:rf3 

9. 10. 
SAMPLE OR ACTION TAKEN

JOI'! NO. 

0 

rou c,opiea, badadiag original, to lie inal,miHed to the National Archive■ and Rocorcb Service GPO, 1!16,-0-711-917 
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7. 8. DESCRIPTION OF ITEM 
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l3l0 f,tP,,A/P.C,,lft €/J, fl?.0.:JcC.T R€COR.DS. 
(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 
documenting project inception, scope, procedure, and 
accomplishments. Arr- lo~ \:><""j~c+. Perha.-ps .;i "/ <-jr ;t)..+ l-e.eu+- I fr".:\ 

n,,..J ptcjec+- re.poM" 01"-' sig"-·,\'.'.\c,w...,t prej.;G.~ ~,I-\ --
0..,A Permanent. Transfer,, to Federal Records Center 

"f--!e-r c-ple+.i±; er- pr:;iec-t-_ 
~ four years,,._ a-M--er earder-4' OtfE;,r bt;>-!!?-f~ WRefl ten 

9. 10. 
SAMPLE OR ACTION TAKENJOB NO. 

/ ~ 
d '1r-

0 

years ~-""~ ce--,,,,<..p[e.,-4~"......., _1a(:_ ore-,ec:f1. ' _ De b.,. 
.b. /jll o-H-u- re.c.orclc; "r:- Siq"'1H"~_p~~, ~e>..ll re.eortls of a.tl ~ fro;je.c::k- s •••-j i,._ "'_j~ 

l,IU,f~tf o.~- C¢-"';'f!iAfo-,-., Or r,-toje-'c::t. B -L 
( 2 )M~..... JI/.Jv<l rl"c 'eit \4Lo.rk1·· •• ~l\~P,.r.$ - cl\,C.k-

ground maleriaT', notes1 rough draft's, i terim and 
progress reports that are summarized in final reports, 
and related papers pertaining to management projects 
and surveys. 

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. 

when n,:;u :t :i-=a'-"' u • o. \ •~s; '"-'C-- E" t\AJ8 
S1Af o2.(S.e_J.? l\ , (> ffer -II'\ O..C-t'°• ~I!- _ -

10 "/io "r<-hu~-+1-enchr~,,.4">• n __, 

1. fl,u:e. •11\., ·11',o..ci',ve f. I<:> w1te.1A 

-------------~~'-'-'-----"'-'-"-""'-----""~~~'---!.£!.~-.L.oi:~2-',:.!.__=~~~..:;....i,~~4-S 
r._ COJDH, iad•diag origiaal, to N saJonutted to the Notional Archive• cand Recorda SerYice ~r:, • " ~, 

ck,~c"'-,-1!,
;:, 

https://R�COR.DS
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10. 
ACTION TAKEN 

(b) Case files for Urban Mass Transportation GRs 1ro/ I 
Administration directives containing one-time or tempo­
rary instructions (such as notices not covered by (a) 
above). Place in inactive tile wheo directt·ve is 

.B,E"-\r- 11,c.c➔·, "e.. t"i 1e """''v~ l.'!,
superseded or canceled.A Destroy inactive rilevafter 

br--e,.Jc ,five :reaEa. .;- "te..;..~ ""f' 

"'~- l-l~.A 

• 

-Eeferenee, 

(3) Directives worki w~rc:i..w,,1Directives records ot 
Iv/~ L/ffo 

cancel 

1330 FORMS MANAGEMENT RECORDS 

(1) Forms numerical files. Case files containing 
a copy of each form and revision, request for approval 
and justifications, copies of prescribing directives, 
and related correspondence.

S rel-...... For-, i~ .Li&co 
Destroy~ years afte~canceled or superseded 

(2) Forms functional files. Case files consisting GRS 1,/ 
of a sample copy of each current form. "/ CL 

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. 

r._ copie■, iadsdillg originol, to lte salmliHH lo dae Ncatio11ol Archive■ -• Recorcla Service GPO, 1953-0-71 T-917 
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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- ~S 11.,/3a., 
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 1340(1) 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) ~M~a~s~s;.....:;=-==~=-;;;;.;;;:.;;;;..;;;.;;.;;.;.-=..;;..::.,;::..;;;..;;;..::;..:::.::;.;z...-:..::u~b~l~1~·c~a~t~1~·0;;;.;;.;;n wi--U~.,.., 
10.-/sfg,, 

( C0/1(,,rl'..l b'j 

..:!..,_._, /710(,)(t.) 

/htJ 
!'ffC. 

files. Record 
and staff 

when four 

s, 

Transfer o Federal Rec ds Center 
Offer o NARS when te years old. 

I'- copie■, iadadiag origincal, to 11,e 11'&11,m,ittod to tJao National Azchive• and Recoru Service GPO, 1963-0-711-917 
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(4) Section 15 files. Source data used in com­
piling Section 15 reports, industry reports and 
guestionnaries; 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 1310(1) and (2). 

1390 MAUAGE.MENT 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) Record copies maintained by the Office of ~e,5 /(,/ 
Management Systems. PeFra&ReAt, ~£&l'lsfer te Federal ? 
T"\ ---~,,.. r.--,1,.- •'-- ,e_ •- •- - _, .=i -·- ----,.: -·- n.c.c__ -

NARC 'fhel'l t:el'l yeere olel.t,,.. , . 
1

~.-,,.,_/1° rt-iC .lJl'S'i-1"0-j w~ 3 -1rs, o lc:t • 
(b) All others. Destroy when superseded or 

no longer needed. 

1400 CIVIL RIGHTS RECORDS (Mee 3700) 

(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. Includes status 
reports, EEO counselor data, and evaluations;""'-•11.cn~ e,,,...\>\~~ r-e port 

Dt>.s-.\-1;-~ ii-\, .:1.«<1-NtC<.1 Wk~ 3 v,r-::.,ot&) or- wl1.t.n S1...v£>e,i----s.e;kcl ar 
obso1e,_-+e, Wl/\,c111evu ,s C\.f''Rf-tcc...,/e,

fa.J atatus feport!I eu~ e..,aluations. 
I 

II(b) All otaec reeord!l. i,estroy wheu five 
-y:eal:'s ol.a. 

0 
GPO, 1963-0--711-&17 
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.f-2) Minsrity efflployment re)?ut L files. '.!tepot ts 
of minerit;i accessions, promotions, etc. 

@est.ray ~,hen two years old. 

(a.) Civil rights plan files, consisting of docu­
ments relating to the development of (1) EEO Action 
plans, to assure equal opportunity in internal~ UMTA 
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.(_EEO AF-firW\d,11e Attic-\'\., r'ltvo'\S shovlcl 
~-,s:roseJ. of i-," cu:.cc~e. t.li-~ G~S 1/~fo 1-i) 

(t) Discrimination complaint files. Case files 
develo!'.>ed in processing complaints of discrimination in 
• t 1 ~A 1 d • •in erna emp oyment an in employment practices by 
contractors. 

+Destroy fjefe years after final decision. 

~) Civil rights compliance review files. Case 
files ·aeveloped 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 rights 
regulations. 

0'1 
Destroy when 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 
foreic;30 travel. 

rear oepiea, iadadiag original, to 1,e aalmutted le Uae NotioaaJ Archive■ -■d Recorda Semce GPO, 1!16,-0-711-917 
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(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. 

(bl Other offices. Destroy when one year 
old. 

1600 SECURITY RECORDS 

(1) General correspondence files. Correspondence, 
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. Fof feeofas EelatiA~ to ~fO~feffis 

files of the office of 
Destroy when four years 

(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. 

'-'.se £Af P1u-pr',c.cie. ·.~ s ,:J' c;;R.,S t &' 
rds concernin • formation o 

material cl ecret T Secret. De roy four 
years aft pos· rial. 

on or 
two years 

ial. 

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

Be.!!l:re:7 when superseded b:i' a new form. 

su.. <b~S \8 

C:l<S / g/1 

r.. npie■, iaclsdiag original, to be na.lmliHed to the National Arc:lai••• aad Rec:oru Service GPO: 1963-0-711-917 
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(4) Survey and inspection report files. Reports 
of surveys and inspections of facilities conducted to 
insure adequacy of protective measures taken against 
hazards of fire, explosion, and accidents, and to safe-
guard facilities against sabotage and unauthorized 
entry. 

w~ -~ qrs :cfol 1 o, t.Af>tr>'-' J.., s:CC"k.-fi i,, u(VVlCR. L'~ F1::t.c.·1 I1½) 
Destroy upoR reee11.o1t of e st1bsequenl surve}! or 

:i:.r,spectio11r-a~ aJ?pEe1.o1riate, wk.i~ev,. is. s.~-

(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 statementsj Cb~ S i '6/
receipts, and other papers relating to lost and found ll, h
articles. 

Destroy when one year old. 

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

"'-se. G R..,s. Ig, 
Bestroy when erte yeaF old, 

(8) Identification files. 

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

3 r,,o,-,'i-l,s ~ rd-v,_, 
DestroyAMl.olSfi ret~rA 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. 

r- copiff, iacladia9 oritrinal, to be lllllmuHod to the Natioaal Archives and Recorda Servace GPO, 1963-0-711-917 
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(9) Visitor control files. Registers, cards, or 
logs for recording names of visitors and related data 
maintained for facilities security purposes. 

l.\Se GR S 18 /t~
Destro0:e year_;dter fina0ntry or one 

year after da~of docum,-,<t, as app;;,dPriate. 

(10) Personnel Security Files (PSF 1 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. Uis E Gl?-S 1'6/;;).3 0v 

(a) 

1 

~ cted, dest 
year aft r date of nons . 

employees. 

a 
an UMTA report o Investigation, 
years after date f nonselection, 

If nonselected, 
containing the resul sofa National Ag ncy Check (NAC, 
NAC and Written Inqui ies (NACI), Limite Suitability, 
Full Field Investigati n, or UMTA Report 
review process in accor ance with applicab 

9. 10. 
SAMPLE OR ACTION TAKENJOB NO. 

rev copies, lad•dia■ original, lo Ille qlnaitted lo the National Archive■ aad Records Semce GPO, 196>-0-711-917 
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for either 
the PSF and 

l ases. De 
thirty after termi employmen 
the Secu Terminatio ment 
one year date of s on. 

2 

\ \ 
ar. 

involved in liti action commenc s 
following termina ion. ive years after 
administrative act'on. 

3 DOT 
Administration. 
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. 

r- cepies, iacl•.._• original, to IN iralm,itted to the Notional Airchive• ond Recorda Semce GPO; \96,-0-711-917 
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9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

(a) Office of origin . 
• 

1 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. 

r- co,piea, illd..U..g origiaal, to 11,e llllluniHod to the Natioaal Archive• aad Record■ Service GPO; 196>-0-711-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-COntinua.tion Sheet 

7. 
ITEM NO. 

9.8. DESCRIPTION OF ITEM 
SAMPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS) 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 UUTA 
iut:ernal publication, ao•."ieor:y eire1:1lor, regt:1latio11, 
an~ ei~ilar fflat:erial, with supporting case file, if 
any, maintained by the ~ss~ing or controlling office. 

c.:,;., d C.,,... f...i/'1r, Arr I,~ -+H(e, "~-~--·~•.t !"j f"'\.lic ~ff.a.lf'!< ofC,ce of' _,_ \ , 11 
'-'-rr-$pc:-k{r.,., (!se,.rcl- ;J.J,< 1-or""'e..4~....... ('e,....w, ~= <>u <NW.f'

(a) Record copy.A Per;:anen . .Place 1.n 
inactive file when superseder.:: ~eelee. Transfer ·,na..e ,re i:,de.,. 
to Federal Records Center whe;: four years old. Offer 
to NARS when ten years ol~. 

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

Destroy one year after completion of job. 

r-,.A~.e-

I'- c:opie•, iacl-.lliag orighlal, to M ....,_ttod lo tlae Nationlll Arc,hivea -• Record.I Senic:e GFO :1!163-0-711-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

• 

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

(2) Mailing lists and related files. 

(a) Correspondence, request forms, and 
other records relating to changes in mailing lists. 
Destroy when three months old or after revision 
of list, whichever is earlier. 

(b) Card lists. Destroy individual cards 
when canceled or revised. 

(c) Plate files and standard distribution 
schedules. Destroy when canceled or revised. 

9. 
SAMPLE OR 

JOB NO. 

GRS t3/
s.b 

GRS 13/ 
Sc 

10. 
ACTION TAKEN 

(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, followillj 1~ 

(1) Photo tive film and rint files. 
Negative photog sitive prints of agency 
officials and ae subjects and activities 
having 

Destructon authorized. Transfer when 
inactive. 

rear copie ■, badadiag original, to be sallmiHecl lo IJae Ncalioaal Archive ■ cuacl Records Service GPO, 196~0-711-917 



t 

1740 PHOTOGRAPHY RECORDS 

(1) Public Affairs Slide File (1970 - ) 

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

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

(2) Public Affairs Print File (1970 - ) 

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

PERMANENT. Break 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 oriiinal 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 
l 0--years old. .- _ _ 

(4) Video Recordings of ll'J€(iia Coverage 

Video recordings of subjects of concern to UMI'A that were covered 
b;-r the media. 

Erase or destroy when no longer needed. 

[continue on to (5) on previous page_7 
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7. 8. DESCRIPTION OF ITI:M 
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(2) hoto ra hie files. Photographic 
negatives made to serve a temporary purpose 
but not having suffic nt value to justify continued 
retention. Included ar prints or negatives produced 

9. 10. 
SAMPLE OR ACTION TAKEN

JOB NO. 

in training programs and f no further value; photo­
graphs that have deteriora ed in file; enclosures to 
technical reports when with t the report the photo­
graph has no meaning; duplica e and extra copies; and 
photographs of local interest ly. 

Destroy immediately en no longer needed. 
" =>e<1- pc-e\/';()-<A $ r""') €.. 

9) 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~
Destroy eRe ye.~ after work is performed 

or requisition canceled, 

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

1>es¾~ 3 ~s o..-Rw- l'-$pA- -4-o is,l,Li "-..5 o~ce 
(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. 

'l)e~ WV\eM- (:;, ~ o..lJ., , 
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. 

GRS,~1~ 

G~ s ,~; 
3o-...., 

Destroy when one year old, 
Feu cepiea, iadadiag erigiacal, to lte aalnniHH lo doe Nalioncal Archives and Recorcla Service GPO: 196~0-71 t-917 
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7. 
ITEM NO. 
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(WITII INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

(2) Mail production files. Production reports 
of mail handled and work performed and related 
compilations. 

Destroy when one year old. 

(3) Remittance record files. Record of remit­
tances (cash, check, money orders) and other vauables 
enclosed in incoming mail. 

Destroy when one year old. 

(4) Mail cost files. Mail cost reports on postage 
and fees paid and related papers. 

vJ~ ~ ~ ~ , 
Destroy ~"'o yg;;u::s afteF elofilg of fis~al yeai::: 

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. 

~ GRS i8/i}.<fl a... 
Beetrey ~A".'.iue j'8ii£S els, 

(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, 
messages, copies of reports, and related correspondence. 

Destroy when three years olc:A, 

r- --.iu, iad•tliae original, lo lie salomiHed lo tJae Notional Archives ond Records Service GPO: 196,-0-711-917 
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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) nion files. 
pinions on ques 

connection ws, regulations, 
affecting related indexes. 

(a) recedential decisions. 
five-year 'n accordance with provi ions of 
Federal Property anagement Regulation 10 -11.5, and 
destroy paper d when acceptable micro ilm copy is 
obtained. 

Per nent. Offer to 
NARS with record c of accompanying ubject Index 
upon filming and ver1 ·cation of quality f film. 

r- copi-■, badadiag origiacal, to IN saJuniHed to tile Natioacal Archive■ aad Records Service GPO , 196>-0-711-917 
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7. 
ITEM NO. 

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

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

2 MicrMilm duplicate. De~roy in agency 
when no lon~r~eeded f<\_ legal research. 

3 All oth~cooies. Destroy ·n agency 
when five year -old. ' 

2050 LEGISLATIVE RECORDS 

,Jtt Legislative history files. Case files 
compifea 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. 

-\CW\f\S J'.'er "it) F'2.-C. -=> ~~ J-~ 
I(~,s \~{,011\..., ~t& )<; II e.J.. of ~ 

- - ~o '2.CN\"S. - - \~,- ~ ·-·. ---])~~ ~ ,.. 

iles. Case files_.....______~____.....,..__ 
d by legal offices on roposed or introduced 

legislatio, Congressional resolu ions, Executive 
Orders, and roclamations, consist·ng of draft 
proposals, s pporting papers, and c mments setting 
forth UMTA's osition, and related i dexes. 

(a) 

Transfer to 1 
and dispose of 

(b) 

1 
initiated outside 

re enacted. 
2050(1) 

those 

Transfer to Federal r five yea 
close of case. Feder s Center destr 
years later. 

2 Destroy when four 
old. 

reu copies, iacl•,lia• orieinal, lo 1M SlllmliHH lo the Natio•al Archive■ aad Records Service GPO, 196:1-0-711-917 
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(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 "-S p"'1li~W11 ii,. ~ R,~. 

(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 . .=tf:::. 

SELECTED BY THE OFFICE OF CHIEF COUNSEL (UCC). Au~e[;., bj r'j.,._,,\,,; ~ '1 ·'J 
ct,l. I CM..-rt w~ ti.'.(;,C.V~~ • 

.S Permanent. Transfer to Federal Records 
Center thirf::.¥-years after close of file. Offer to 
NARS twenty-five years later. 

(~J Unselected dockets. Transfer to 
Federal Records Center ~hi£t~years after close of file. 
Federal Records Center destroy twenty-five years 
later. 

(b) Denials and dispositions of petitions 
for rulemaking dockets. Transfer to Federal Records 
Center ~ 8years 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, 

r- ....... , iad■tlia• orisinal, to IMt nai.m.itted to tke Nalio11al Al-chive■ Gild Recoru Seryice GPO; 196:.-0-711-917 
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2150 

9. 10. 
SAMPLE OR

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

delegations of authority, organizational statements, 
eei,ti,J;isation reqttests.,. and similar material. 

Destroy in agency when no longer needed for 
reference. 

2130 INTERPRETATIONS RECORDS 

Documents 
legal interpretations transportation 

and related legislati 

Des roy in agency nger needed for 
legal research urposes. 

files. ase files relating~""'-";;..=......;;;.;;.;.;;;..;;..;;;..;;;.,;;;.;.;;.a--'"---;......=.;;;. 

to legal respect alleged vio-
lation repor s, technical analyses, e ·aentiary 
materials, ion documents, and rela ed 
correspond 

ears after 
Ce y ten years a 

Destroy in 
no 

(2) monit r files. Case files of 
enforcement ses processed y regional legal office, 
consisting of opies of viola ion reports, technical 
analyses, and r lated document maintained by the 
Washington headq arters legal o ice to evaluate 
regional enforcem nt operations. 

(a) 

case. 

(3) Violation re Doc 
by legal offices reflect·ng enforcement ctivity, 
including Violation Repor Data; digest of appeals 
and related court decision; and enforcem t statistical 
reports. 

reu copie■, iad•4iaa original, to h ■allm.lHed to the National Archives and Record■ Senice GPO :1SOi,-.0-7l l-9l7 
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7. 
ITEM NO. 

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

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

Beetrey iu ege11c, whe11 no longer 11eeded for 
refeE0RC0u 

2240 CONTRACT APPEALS RECORDS 

(1) Contract appeals files. Briefs, decisions, 
correspondence and other, documents compiled by legal 
offices in appeals by contractors from decisions on 
disputed questions by contractin~ officers. 

All cases: J>es{~ 10 l.{€M'S. c.J-'-kr P,e-a.( a.d-;6'>-\. or d~s, 
(a) Cas selected b UCC cause of their 

rec ential characte . Tr sfer to Federal 
Record Center five yea led. Offer 
to NARS enty years afte is 

al 
Records ye 
Federal Records Ce 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 agency activities. 

r._ copie■ , iad•diaa original, to be sumitted to tho Natioaal Archive■ aad Rocorcla Semce GPO, 1963--0-711-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 
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SAMPLE OR ACTION TAKENITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

(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 p\ulic interest). NO'l'B. Voltiffle of selected easesIIM, h!f 

'+o/f" of' mtiet not e:tfceed lO'lt of yearft· vo~m~ for all ,cases-.--
P1o.c, .~ i,.~ f';/e ~ rr= .p e"i". re,ik '.fl&'.<±;ve rile µ,.,,,,nv1t1l'1, 

<../1,erev,,der 
~H'/ 

Permanent.A Tr~~er to Fea• ra ecoras center tnree 
J,'f ntzA;>.£, years after f..a n aoPrt act ioci Offer to NARS twenty

cF <A,fe years later. 

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

r-t 
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. 

r- copin, iadadiag .-itriaal, to lte salnniHed lo Ille Natioaal Archives mad Records Service GPO ,1963-0-711-917 
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(WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO 

10. 
ACTION TAKEN 

(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. PC:fffiaftefte. 'Frtm:e£er 
-- .&. ----w..a... _,_________ ., _ _,.._ Wl•-•• .L..LV't:,; ;z-w4-.:Js ----• VLJ...~- '""....,.. 

~iARS fi£t:::een year:e lat::er. lntM-..(e... -\-o F£C WN!.M.. 5 
v\f:;, of&' ])~ (»~ to lV'S, cfJ. ~()/.J.+/jc 

(b) Copies prepared, consolidated, or P~C.. 
maintained at the regional level. Destroy ten years 
after close of fiscal year covered by the budget. 
'Fr:e.1tafer t:e Pee:leral Recore:le Cent:er t:we years aft:er 
oloee of fieeel yeer ceoered b' the budget. ~ 3 
~cs. ~ do~e.. o~ FY C..o-u€1feJ , 

(c) Copies prepared, consolidated, or 
maintained at~iffice level. Destroy four years after 
close of fisc~l year covered by the budget. 

(d) Copies prepared or consolidated 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. 

r- -.i'ea, iacl•dia• tlritJiaa1, lo h ..tomitlH to the N11tioaal Archives _, Recorda Service GPO: 1963-0--711-917 
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9. 
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JOB NO. 

10. 
ACTION TAKEN 

½l1 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 year after close of fiScal year 

lat:e1:(to) J)t_c;~ vJ~i/V,t, _t; j's. o\&, ~f.1:1../k';J,iC, 

pt1' Special studies notebooks. Perfflenent. 
'PrensfeF t:o Feaeral Heeordo GeRter wReR R9 mgce tRaR 
ten yoacs 9~~- Gffoc t9 WA~~ fifteeR YQ~~~ lat~r / fr 

(tt) "Des'\-t-oJj L-vl-e,n.. S ~rs. clJ, g_~ 10 t~ 
'1!J) 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. 

Destroy two years after close of fiscal 
year 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 ~ 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 
accounting programs and fiscal reporting operations. 

GR.S ~h 

GRS .s/
sb 

r- copin, iad•lliaa original, lo lie Slllmlilled lo the Nalioaal Archives 1111d Recorda Service GPO, 196,-0-711-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

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

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

feuE yeaEe eld. FedeEal Reeorda CeReer l,lestroy when 
~ years old. 
5 
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 
officers' accounts which are less than one year old 
should be obtained from GAO through the Records 
Officer. Accountable officers' accounts at overseas 
locations should be retained for a minimum of three 
years before transfer. 

(a) Destroy when ten years and three 
months old for fiscal years 1975 and later. 

(b) Destroy when six years and three 
months old for fiscal years 1976 and later. 

(3) ~:;_;;_-=~~i...;;.~...;;.;..;...;;;..;;.;;..;..+-1··1~e=s• Original ers 
and su ring payments to ca iers 
for tr ortation service, and original contr cts for 
freig r passenger tran portation rates or 

eneral Accounting o 
ace licy and Procedures 

r- cepies, iacltuliafr original, to IN nilamitted to die Notional Arcluvea 1111,I Reco.rda Service GPO, l9fl~Q-.7l 1-9!7 

https://l9fl~Q-.7l
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-COntinuation Sheet 

9. 10.8. DESCRIPTION OF ITEM7. SAMPLE OR ACTION TAKEN(WITK INCLUSIVE DATES OR RETENTION PERIODS)ITEM NO. JOB NO. 

(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. 
Cft:~ ~t....(s vc fiir l,~ f" >ftAc-sf 

t>.Vr"-l,-p_\~fti9r . c.f~ IJ.p 1/SS
'+o I/I/Si,} 1b) Other copies of bonds and related papers. / 

Destroy when bond becomes inactive or at end of bond G,j: s t.,;t,,!. 
premium period. 

(5) Accountable officers' returns. Memorandum 
copies of accounts current, all supporting vo~chers, 
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 
Destroy~ years after period covered by 

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. 

r- ooplea, lacladiag origiaal, lo IMt nbmiH•d to th• Notional ArchivH -• Recoru SerYice Gf'Q: 1963-0-.71 t-917 

https://1963-0-.71
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITI:M NO. 

8. DESCRIPTION OF ITI:M 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

(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 years 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 1017g or 
equivalent) and other transaction documents used to 
support ledger entries. 

u,u_, G~ ,/q
when four years old. 

(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. / 

~ GRS 9 I ~)bl c...) oL 
f-a) flief!IOEsRattffl copies. Dc:stro:? when th~ee 

-years ala. 

G/2 s rr/,2 

GRS r-t/
1 

r- copies, inclaoliag original, to lte indlmlHod to the Notional .lbchivea -• Rocorcb Service GPO, 196l-0-711-917 
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9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

,ob) A,l J s:>tberr;.. Dee troy ,,hen one :rear ela. 

(14) Passenger transportation (carrier) files. 
Documents reflecting payments to carriers, consisting 
of vouchers (Standard Form 117 la), memorandum copies 
of transportation requests (Standard Form 1169a), 
travel authorization, and all supporting papers. 

~t5oy thtee ~eats after period coverea by 
@:l..at::ed aeoount. 

(15) Passenger transportation (individual) files. 
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 ~ravel. aj

~ (o~S , 3 
(a) ___...__,"-"'-;;;..c;;.,.-.,;;..;;;..;;.;..c.,.;;..;;;;____;;;;;..;_;;.-'-- hen 

three years old. 

(b) 
1169 
funds ar 

Individual rece tation 
as SF 1120 oy 

(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 equivalent. 

Destroy on year after all entries on form are 
cleared. 

2730 PAYROLL RECORDS 

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

t-<.4.e.. GR. S ol,,/ I 
Close fil tend of cale year;yrafer 

~~ ~ional Perso el Records Cen r, St. Louis 
M7ouri, four ars after close of file. 

r- copie•, iaclsdiag wigiaal, to be nlomiHecl to the Natioaal &chive■ aacl Recorcla Semce GPO, 19'>-0-711-917 
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7. 
ITEM NO. 

9.8. DESCRIPTION OF ITEM 10. 
SAMPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO. 

,. 

(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 year1 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. t,u..Q_, Q, RS ;;i.,j3 a., ct., 1,-
D troy tw years after GA audit. (IV 

report used t show accumulat a leave, dispose of 
in ace w· item (2) abo ). 

(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. 

~ GRS .;i/8,1... ,;,- 6-- o...i..-~ 
(a) A lications or leave taken i diatel 

rior to se aration from deral Government ervice. 
Attach to individual p or earning card. (See item (1) 
above). 

(b) 

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

or cancellations. ~ GRS cl/~ o..Cl) 4- C.ci) "'-'.) °'""~-<..-<i-,0...IL-IJI-A,)~ 

. Des~ when supei;,leded or on tr~er or 
separation/ employee. 1/ / 

r- aopie■, illcladiag original, to lie .,.Jomitted to the National &chive• -• Recoru Sen,ice GPO , 196}-0-711-917 
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ITEM NO. 
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SAMPLE OR{WITH INCLUSIVE DATES OR RET£NTION PERIODS) JOB NO. 

10. 
ACTION TAKEN 

(6) Payroll control files. Documents maintained GR..S ~1/~ 
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. , 

~ GAo ~&'I.,~ 3 ~,~) w-i ,~l_o,v.ll/2).,,t,<
Destroy;\b,o yeaf's after Sill!O a1:2dit, . 

(7) Administrative payroll report files. 
Administrative reports and data relating to payroll G:,RS 
operations, including reports and data used for workload / 
and personnel management purpose, and reports and papers ~ l?t;,1-{,.. 
transmitting accounting data for special or routine 
reporting purposes. / 

t,uU., GR s Q., t7c.. ct.. fr 
Qe-st~ay wheA fe1:2r !ears old. 

(8) Withholding tax files. Documents reflecting 
Federal and state income tax deductions, including 
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 . 

.,M.A.;l.., G,f<.s <X-/1s~,l,...,c.. ~ /;'~I\~ -

98&tl"gy HR@R f01,u· }eare old. U Y \J 

(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 SCS ,;;_/JIC... 
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 
documents maintained in connection with the retirement 
records of individual employees, such as Standard 
Forms 2805 and 2807 or equivalents. 

--S 
Destroy when~ years old. 

v ~ 

r- copiea, illdadiag original, to lie ,ndmliHed to the National Archive■ -• Recorda Service GPO , 196l--O-711-917 
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j;;-)Insurance deduction files. Reports of 
insurance deductions and related papers, including 
copies of vouchers and schedules of payment. 

3 
Destroy when~ years old. 

~Levy and garnishment files. Notices, change 
slips, worksheets, and correspondence relating to 
charges against retirement funds or attachment of 
salary for debts of employees. 

3
Destroy when~ 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 Einancial Condition, and Treasury 
Department Foim 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. 

~~ S~ecial &udit eevrsocy serviees--fjJ,.es. 
D0etlfflents relatir~to aueit serviQgs stbec tban those.-... 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

r- eopiea, iacl•~• oripcal, to 1M nahm.iHed to th• NGtioncal Archive■ ClDd Reco,ru Senrice GPO: 196:1-0-711-917 



Standard Form No. 115-A 
Revised November 1951 
Prescribed by General Services Administration Job No. ______ Page__j_q_
OBA Reg. 3-IV-106 

115-202 of__ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

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

..:J _,: ~., ..... , - -- ,: _ "-h;,.. ,.._,__...:J,,,1 _ - _,_ -- ----.: - ,....4=- - - ··-- - - ,. ----- -- - -
..c,get reel1setion projects, paf'tiei~atien 011 lease/' 
~tireRa:.e stpdy teams; p~oewremcnt re~ iew3, etrh9 other 
Sfh!cial assignments; 

~estrey foul years afLEr date of report. 

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. 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

r... copie■, iadsdia9 origiaoal, to lte ■-bmiHed to the Natioaoal Archive■ -• Record■ Service GP0,1~0-711-917 
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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 
years 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 prograras· and records relating to 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

reu copie■, iadadiag origiaal, lo lie lllllm,IHed lo the National Jbchive■ ADd Recorda Service GPO: 196:l-0-711-917 
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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 (7/!./JIAI/}/~ 

(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. 

1 Correspondence files relating to 
training. 2-ermment:. 'fr ans fer to ree!er al :Records 
eento· ,~hen Eive years old. Offer to NARS when ten 
'fears old-. l:>e::~j v.,..,t.'--'." S ~, (J~ $'?., .S ~ 

~.l-~~1> ~v LiY4'~ 1 a,~ ~~ ~ 
101 fMC.. 2 All others. Destroy when~ year\- ~old. 

(b} All others. Destroy when~ year!I.._ 
~old. 

(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 instruction., ......~ ~~ 
Ci,,,, ~ ~ ' ../ 

Destroy \;/hen five years. oldJor ~ ~, ~ 
~~ I.'<,,~~ +~t.,(.,-~ ~~

(2) Training manuals and related instructional 
directives. 

(a} Record copies maintained by the issuing 
or controlling office. Per~anent, Transfer inastive 
.fil8 t;g Feaeral Reeores Cent!er wheu five .l:'ears old. 
Offer to HA-RS wl'len five yea.r:s old, Jt~ u.,')..o-'IV 

~RS 1/..3c 

, 

,1 ~ < o-fL. 
r- aopiN, iaclalliag original, lo be .,.J,miHecl lo the Nalioncal Archives t111cl Recorcla Service GPO: l96>-0-711-917 
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9. 
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10. 
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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 RS 1/3b 
(a) O~fiee of Pe£eon~el, ~ranofer to 

-Federal fl::ecotds Ceuter wAn three years old Federal 
BecordQ CeRtoc deQtroy when tpe- ::reau, old--

~ 

Qes:t~oy t.ezhet:1 tttIO year~ 
ala.-

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

item above.Dispose of in accordance with (1) 
rou copie■, badslliag original, to be ssbmiHed to the National A.chives -• Recoru Service GPO : 196'.I-O-711-917 
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10. 
ACTION TAKEN 

(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. 

r- c,opiN, bacladiag origlaal, to be aamniHed to the Notional Jbchives and Rocords Senrico GPO: 1963-0-711-917 
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9.7. 10.8. DESCRIPTION OF ITEM 
SAMPLE OR ACTION TAKENITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

(b) All other correseondence and forms, GRS 1/
including coeies of records duelicated in Official I~ .b
Personnel Folders and not erovided for elsewhere in 
this schedule. Destroy when six months old. 

GRS ,j(4) Unofficial eersonnel folders. Employee 
folders maintained outside personnel offices consisting \~C\... 
of materials pertaining to individual employees of the 
operating offices. G£S 1/1gC,L,~ 

~estt=a11 three fflOll tbs after transfer or 
sepa£atie11 of employee. 

filEaRS~Q,I; ta iRaethe £He 011 retar,1 of 
<ii:llf?loitee to ~Ea§Ea~ effiee. Be!ltro, ±naeE:i:ye £He uhefl 
E-i:•ve ¥ears a:l:o. 'l'raRsfer imrct:h,e file to Federa3:--
R.0QOEQ8 CeRter whn @Re year ala, 

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

(a) Cards for emeloyees seearated or trans- GRS 1/;).a__ 
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. 

G~S 1/J..h 
transferred on or after January l[ 1948. Destroy 
three years after year of employee's separation or 
transfer to another agency. 

(b) Cards for emeloyees seearated or 

(7) Emeloyee record cards. Optional Form 4 or (;{2.c; ,)~
equivalent, used for information purposes outside 
personnel offices. 

Destroy upon employee's transfer or 
separation. 

1/,,GRS(8) Statistical reeort files. Statistical 
reports in personnel offices relatjng to personnel, 
including retained copies of reports to the bi-.iil 
S-8rr.riee Commis1uieR, ~ 

m~~Destroy when two years old. 

.r.- copies, iacladiag orit,iacal. to IN salomiHed lo Ille Natioucal Archive• a11cl Recoru Service GPO: 1!16:l-0-711-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10.8. DESCRIPTION OF ITEM7. 
SAMPLE OR ACTION TAKEN{WITH INCLUSIVE DATES OR RETENTION PERIODS)ITEM NO. JOB NO. 

3300 EMPLOYEE RECORDS 

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

(a) Appointments accepted. Destroy 
immediately. 

(b) Offers of temporary or excepted 
appontments declined. File inside application, and 
dispose of in accordance with 3300(2). 

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

(d) All other offers of appointments declined. 
DP.Stroy immediately. 

(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 
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 
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 
face sheets. Destroy when two years old. 

(b) All others. Destroy when one year old. 

rou -.ie■, iad•tlla• orighual, lo be SlllonaiHod lo Ilse National Archive■ 1111d Rocorda Some• GPO, 196,-0-711-917 
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7. 
ITEM NO. 

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

(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 
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. 

9. 
SAMPLE OR 

JOB NO. 

Gf<.S ,j 9 

10. 
ACTION TAKEN 

r- copiH, iacladiag original, to be lllll>miHed to the National Archive•-• Record■ Serrice GPO, 196,-0-711-917 
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ITEM NO. 
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9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

(2) WITHDRAWN. 

3450 EMPLOYEE RECOGNITION AND INCENTIVES RECORDS 

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

Destro/~ two years ~c~ ~ 
O'i,~, 

(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 . 

..3
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 regular inspection whichever is sooner. 

GRS 1/ 

,},C,0 

GRS 1/1/ 

r- co,,iu, badadiag original, to l>e SlllsmiHe4 to the Notional Archives and Records Service GPO, 196:1-0--711-917 
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7. 8. DESCRIPTION OF ITI:M 
ITI:M NO. {WITH INCLUSIVE DATES OR RETENTION PERIODS) 

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)). / I< 

~:ttrey wh~.e ~{Q,, ~,,'1<-4) ~ G 

3 710 LABOR MANAGEMENT RELATIONS f'OLICIES R ec.o R.l>5 

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

USE GRS I/ cx9 
( ) reements at both 

national lerical and 
other t s common cies. 
Transfe ments to Feder 
Federal Reco ter destroy fifteen 
of 

(2) a reement files. Case files 
developed in neg tiations for collective ba gaining 
agreements or con racts, and related mediati ns and 
impasses. Includ proposals, minutes of mee 
transcripts, draft and approved agreements, a 
correspondence. 

(a) Nat ements. Permanent. 
to Federal Records ten years old. O 
NARS when fifteen 

(b) Re ional a reements. 
five years after termin tion of recognition of 
gaining agent, including records 
no agreement was reached. 

(3) Labor relations 
developed in the arbitrati of grievances and dispute 
over interpretation and app ication of labor agreements 
includes complaints, reports of investigation, hearing 
transcripts, decisions, appea s, and related 
correspondence. 

9. 10. 
SAMPLE OR ACTION TAKENJOB NO. 

r- copiea, iad•diag original, lo h saJomitt.. lo llae N•lional Archive■ and Records Service GPO, 196,-0-711-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

• 

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

Perman Transfer to Records 
Center when ten y ars old. Offer when 
fifteen years old. 

(4) laints Case files 
relating to union nd dispu at are 
resolved short of a on, and to u labor 
practice complaints. des complain 
decisions and related spondence. 

Destroy 

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./ 

us e Gf2 S J 3 I tt <i- 6-
Bee tFo, f:i:.e :toe.rs aft.er gloee of ea:ee, or; 

NV:~ y;eare afteF aHy eeyrt; act ion j s ccncluaed. 

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(1)), tort claims 
case files {item 2250(1)), or motor vehicle management 
records. 

WJZ,. GR i/~iL 
Qee-t~oy. f~ve 'lfOiHS following tfle eAd of tho 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

eoleodat .2eex t:o whieb taey relate 
r- -...., iad•cliatl odginal, to lte ..i»mitted to tJae Ncatioaal Archive■ -• Reeosu Seniee GPO ,196:1-0-711-917 
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7. 
ITEM NO. 
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(WITH INCLUSIVE DATES OR RETENTION PERIOOS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

(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 tweAty year~ after date 
of last entry. & ~C'S, 

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 medicai official at the gaining 
organization. Destroy ,t.J&_years after last entry, 

r... copies, indadiag origi11Cll, to lie saJ,mittetl to U.e N11tioaCl1 Jlrcbivea 1111d Records Sen,ice GPO: 196:1-0-71 t-917 
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9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

(3) Medical logs and registers. Logs and 
registers of visits to dispensaries, first aid rooms, 
and health units. 

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

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

(4) Employee health statistical summaries and 
reports, and related paperwork concerning employee 
health matters. 

Destroy when two years old. 

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. 

r- -.ies, iaclsolia9 orisiaal, lo be ..i.mitted lo the Nalioaal Archive■ cuad Rec:oru Sen,ic:e GPO, 1963--0-711-917 
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SAMPLE OR(WITI{ INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

10. 
ACTION TAKEN 

(a) Abstract or certificate of title. 
Transfer to purchaser after unconditional sale or 
release by the Government of conditions, restrictions, 
mortagages, or other liens. 

(b) Other pa~ Destroy ten years after 
unconditional sale or release by the Government of 
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 G/2S 3/
after July 25, 1974, of more than $10,000 and all 1/c.. c,)construction contracts exceeding $2,000. Transfer to 
Federal Records two years after final Payment. Federal 

-4-3 1->\,.!)k#.> ,
Records center destroy fe;t!-r years~arter Teee1~t. 

(I) f:1"4-l M "~+ I 

(b) Case files relating to transactions GR.S 3/ 
a_f_t_e_r_J_u_l_v_2_5_._,_1_9_7_4_o_f__.._$l_0...._,_0_0_0_o_r_l_e..__~s_s_a_n_d_c_o_n_s_t_r_u_c_t_i_o-1n '/a_ {,;j 
c_o_n_t_r_a_c~t_s_u_n_d~e~r_$~2_,_,_0_0~0. Destroy three years after final 
payment. 

(4) Procurement document copy files. Copies of 
contracts, purchase orders, and other procurement 
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. 

r._ copiea, iacl•tlia• origiaal, lo lte ..Jomitted lo U.e Notional Archive■ oad Recorda Service GPO, 1963-0-71 t-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. Cata1O3s, federal supply 
schedu~es, 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 
EXCLUDIHG files described elsewhere in this paragraph. 

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

(b) All others. Destroy when tlw 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 

Destroy when ten years old. 

r- copiN, ladslliag origlacal, to Joe sslamittod to tho N•lioaal Archives ...11 Recorda Sentico GPO, l96¼--0-711-917 
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(b) Reports on sueply reguirements and 
CR.S -o/..5 c.~procurement matters submitted for supply management 

12urposes. Destroy when two years old. 

(c) Proeert:z:: inseection re12orts. Destroy I
when two years old. 

(d) Re12orts of survey and lost 12ro12erty 
certificates. Destroy one year after 'equipment leaves 
agency control. 

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

equipment. 

(a} Inventory and elant account cards and (;{?S 3/ 
ledgers used for eguiement eur~ses. l:llilet:r:::oy '\lhea /0.b
it:en1 i!I withelre:w11 £rem plaRt. •"eourri:-. u,se GRS 3j,o1. 

(b} Invoices used for stores accounting 
12ur12oses. Transfer to Federal Records Center when two 

. years old . Federal Records Center destroy when five 
years old. 

(c) work 12a12ers used in accumulating stores 
accounting data. Destroy when two years old. 

( 4) Re9uisition files. Documents showing evidence 
of requisition, issue, delivery, and receipt of 
supplies, equipment, and services. 

(a) Reg:uisitions for su1212lies and eguiement 
from current inventory or in storage, and related 
registers. Destroy when two years old. 

(b) Re9uisitions and related 12a12ers docu-
menting intra-regional and inter-regional eroeert:z:: 
transfer transactions. Destroy one year after 
completion of transaction. 

(5) Office of Administrative Services reguisition 
Documents maintained by the Office of 

~-
Administrative Services. 

(a) Reguisition files consisting of 
procurement request forms. Destroy when one year old. 

(b) Requisition and shi}2}2ing files. Destroy 
six months after material is received. 

r- -,,in, iac:Jad.iag .......,.I, to 1M nlmdtted to lite Nati-alJbclaive. -4 Jtecucla Serrin GPO, !96:1-0-711-917 
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ACTION TAKEN(WITH INCLUSIVE DATES OR RETENTION PERIODS)ITEM NO. JOB NO. 

(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. 

Des~roy 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. 

r- oopiH, iadadba9 oriaiaal, to lie ,..JmaiHetl lo IJae N11tio11al ArchivH 1111cl Recorcla Semce GPO: 1963-0-711-917 
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4630 INVENTORY CONTROL RECORDS 

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

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

G/<S 31():..,y
1' 

(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 for adjustment of inventory records. Destroy 
two years after date of survey ..o-t, da:ti:&f~ ~'>ff· 

4650 LOGISTICS SYSTEMS AND ACCOUNTABILITY RECORDS 

(1) Personal property in-use accountability files. 
Documents accumulated by property accountable officers 
and property co11stodians in the management, account­
ability and physical control of personal property 
in-use in the agency. 

(a) Detail 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 
utilized in space planning, assignment, and adjustment. 
Destroy two years after termination or assignment, when 
lease is canceled, or when plans are superseded or 
obsolete. 

(b) Space occupancy report files. Destroy 
reports to General Services Administration two years 
after date of report: destroy all others one year after 
date of report. 

rou -,.lu, bld•diaaa origla&I, to lte ...mnit14tol lo the fl•ta.nal Archive• 1111d Reeorda Serriee GPO '1963-Q...711-917 
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ITEM NO. 

9.8. DESCRIPTION OF ITEM 10. 
SAMPLE OR(WIT!i INCLUSIVE DATES OR RITENTION PERIODS) ACTION TAKENJOB NO. 

(c) Reguests for building and eguiement 
GRS 1/s-maintenance services£ excluding fiscal coeies. Destroy 

three months after work is performed or requisition 
I 

canceled. 

(d) Rental guestionnaire files relating to 
occueanc~ 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 maintenan.ce 
of motor vehicles. 

(a) Motor vehicle oeerating files. Destroy G~S 1af0-. 
when three months old. 

(b) Motor vehicle maintenance files. C/(S It/~ 
Destroy when one year old. 

(c) Motor vehicle ledger and work sheets CRS ic/3 
12rovidin9 cost and exeense data. Destroy three years 
after discontinuance of ledger or date of work sheet. 

e,R.s 10/1(d} Motor vehicle re12ort files {other than 
accident£ oeerating, and maintenance reeorts). Destroy 
-&fl:e-yeaisafter date of report.

3 

(e) Motor vehicle accident files maintained (,R,S' 10/s-
b:i trans12ortation offices. Destroy~ years after 
case is closed. " 

(f) Vehicle release and transfer files. (;R_S 10/(, 
Destroy ~yearsafter vehicle leaves agency custody.

1 
(g) Motor vehicle oeerators filesi including Gt2S 1oj7

driver tests, authorization to use, safe drivinq awards, 
and related correspondence. Dest~ three '-1..C-:'4' after 
separation of employee or three ~~s after recision of 
authorization to operate Government-owned vehicle, 
whichever is ear~er. 

4670 TRAFFIC MANAGEMENT RECORDS 

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

Foal' copie,s, illdoua origiaol, to be inahmiHetl to the Notional Archives -• R.ecoru Senico GPO, li6l-0--711-917 

https://stan(la.rd
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9. 10.8. DESCRIPTION OF ITEM7. 
SAMPLE OR ACTION TAKEN(WITH INCLUSIVE DATES OR RETENTION PERIODS)ITEM NO. JOB NO. 

3 
{a) Issuing office. Destroy when:% 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 GR S 1 /z:-
when three years old. r/ 

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

rou copies, iadadhag original, to N SllbmiHed lo Ille Notional Archives aad Records Se....,ice GPO: 11163-<>.711-917 
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9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

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. 

Per~aPeot ~~aA"Sf.cr tg ~e6eral--Reeo~ds Cent.er 
WAeR e:,e year el.'1, ~ffer--Eo Uil\R:6 e:fter ten years. (!:tt 

:l>t!s~ w~ lO ~ ~ , 
(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) Routine 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 

wj»-J&o 
pt1C 

GeS 3/3 

subsequent to July 2s, 1974. 
r.- c,opiea, iad•dia• original, to lte 1111bmillH to Ill• Ncatioaal JlrchivH C111d Records Sionric• GPO: 11163-0-711-917 
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to. 
ACTION TAKEN 

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 ~f!_S 3/q 
construction contracts under $2,000, dated subsequent to ~l~) 
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 
dated prior to July 26, 1974. 

Destroy six years after final 
payment. 

(b) Obligation copy. 

Destroy when funds are obligated. 

(c) Other copies of records described above 
used by component elements of a procurement office for 
admini~trative purposes,,.-~~ tf¥,t, 'fertM..,ne,,,-f.,o--,<., or-
e: in,,..pld-, CHI., • 

(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 
Administrative Services from other units for internal 
purposes or for transmission to staff agencies. 

Destroy when two years old. 

(b) Copies in other reporting units, and 
related work papers. 

Destroy when one year old. 

r._ copiH, iadadia9 orit,inal, lo M sumiHecl to die National JlzchivH a11d Jtecorda Seffice GPO , UU-0-71 1-917 
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(6) Bid Files. 

(a) Successful or unsuccessful bids. 

Apply provisions of Item 47~{ 1/) 
(b) Lists or cards of acceptable bidders. 

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 
requisition, invoice, specifications, and related 
papers. 

Destroy three years after completion or 
cancellation of requisition. 

(b) Accounting copy of requisition. 

Destroy three years after period covered 
by related account. 

(8) Nonpersonal Requisition File. Requisitions 
for nonpersonal services, such as duplicating, laundry, 
binding, and other services (excluding records 
associate with accountable officers' accounts. 

Destroy when one year old. 

(9) Inventory Requisition File. Requisitions 
for supplies and equipment for current inventory. 

(a) Stockroom copy. Destroy two years after 
completion or cancellation of requisition. 

(b) All other copies. Destroy when 6 months 
old. 

GRS$a.. 

GP. S 3/9i:1. 

GRS..3/Cf.ii 

Pou copiea, iadaoliag origiaal, to National Archives aad Recor.. Serrico1,e -■lomiHed to the GPO, 1116}-0-711-917 
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(10) Inventory Files. 

(a) Inventory lists. Destroy two years from GR,S 3/oa.. 
date of list. 

(b) Inventory cards. Destroy two years after GRS3j;oJ; 
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 ;Rs 3/;oc
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. 

roar .,...._, lad•dia• ....,....i, 10 lie sa.hmiHed to the Na.tio•al llzchivea 1111d Rec:Ntla Senic:e GPO, 1!163-0-711-917 
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ed reports, 
books, studies, au ovisual materia , or any oth 
final grant prod t and related r ords in text 1 
machine-readab e form. 

SF 115, 
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 below related to the administration 
of a program which provides fellowships for the training 
of personnel employed in managerial, technical, and 
professional positions in the public transportation 
field. 

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

Re._iecleJ... "fPlic.,._-\-,.,..,!; -
(a);t Destroy three years after rejection. 

Ac.c~ ~-..,lic.e..i-:o-..s -
(b} A See item 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 of~~~; allocation 
of funds, and project budgets. An. h1 s-1-,.k/~'f# 

7t-wY1sl'er -1-o Fl!.C ~ ~ 11~,:~ aPkr- cltJs.e of' projccf, 

St:tbmi't Lo Fedetal llticords CeRt;er: eer iive 
yeaf.' ret:ent:ion, t:l'leR destroy, ])es~ S '1r~. ~ ~ 

e,/ose oP. projec::t, 
(3) Grant Control files. Indexes, registers, 

logs or other records relating to control of assigning 
numbers or identifying projects, applications and 
grants. 

Destroy when superceded or obsolete. 

l'ou copiH, mcla4iaa oritpnal, to IN, naltmiH•• to the Notioacal &chives a.acl Recoru Senic:e GPO .1110-0-711-917 
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ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE OATES OR RETDITION PERIODS) 

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

0' Grant C Sub· ect Fi 
(a) r subj s 

including me ts, f other 
records re th tablish the 
grant pro pol basi 
and them ent an ation o 

years. 

(~)J>f) Correspondence and/or subject files 
relating to routine operations and daily activites in 
administration of the grant program. 

Destroy when two years old. 

(5) lished repor 
books, studies, rials, or any ther 
final grant pro records in xtual or 
machine-reada 

Submit 
seven ye retention, 

4900UNIVERSITY RESEARCH AND TRAINING PROGRAM 
(SECTION 11). 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 ef6,r3 
years after rejection.,r w·,~tLWIA._( 

(b) Accepted applications. See item two "M­
tf:w:e eeheat1h. f-o llow•"j, 

GRS 3/ 
/7b 

51'1) :ltU--~711417 
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ITEM NO. 

7. 
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(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. 

otibiait ~o r'ederal Reeo1:as eeAteE fOE sei.t6.lo_ 

9. 10. 
SAMPLE OR ACTION TAKENJOB NO. 

GCS -?/I~ 
{ .S.(A.b""-'0-\-

Sf I\S" 

,:y:eai: i:eteRtii:eA, then destroy.· 1-r-D.M.s~¾ FR.C ~o-><-- c..los e.. 
o~ pcoje.c t-, 1>es~ ..3 "\rs , lc.::ter, 

(3) Grant Control Files. Indexes, registers, logs 
GRs 3//l-or other records relating to control of assigning 

numbers or identifying projects, applications and grants. 

Destroy when superseded or obsolete. 

(4T 61:aAt Co~i:eSEGAeleAee aAS awb3ect li=iJ:ee. = 
(&) Coi:i:::espeAaenee aRafGE st113:ieet tTl:es 

i11clt:tdi11g lllElllOI a11da, s tu<lieo, Eeports, fOElftS 3RQ otbe§ 
J:.eQOl,;QS relating to the legeil esta13liohme11t of the ' f-& 

rMt--gi:::ant ptO'jre:111, ±ts po:l::id,es 31'!0 13asie f>EOGedJJrcs, an~ 
1~ 11~0 

the manageiaeAt aA<l evaluatioA of §Eants _....::, 

Offer to N.ARS after fifteen years, -... 

~ Correspondence and/or subject files1 
relating to routine operations and daily activities in 
administration of the grant program. 

Destroy when two years old. 

8.,M,d--

( 5) Final Product Files. Published reports, boGks, 
, . , . - , ---··--~- ,i:,: ...... ....,. l ...studies, _____ y.._ ____ ···---"'-•---, -- -··.z - --.·-- J--

predticl a11cl related tc~s iA teut~aJ. f.er IAacl:l; ne-
d bl r --1-\,\c...-t- c..re r-,.,._i I" ~".«.u.c.+ 0 "" '3.. I'~+~ 

r-ee: a e orm. ~( ) (< >f':f 1"14-<11/-<t,lkJ,.4.a.., eeccnt Ci,pj-- clispo.s.c.. of accor-.£.,'j i-1> 1710 ( 1 c0-

d- 1='1fe,
b • /1. Sl:il3111:i:t te li!eaeEe1J. ~esoi:'15 Ceatei: gr; 

se·.-rel'l yea1: t'etention, theA aestEQY 

All c'-1-w-< c~les - l>l.,pose ~ w,#,, re..to..-k.:l j{;u.tt f"oj• 

6100 RESEARCH AND DEVELOPMENT PROGRAM (SECTION 61 . 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. 

w·1'f't...l.rtt-wv<-J 

\~/ I /&o 

(Joe<:>)+
t>)C..1s+ 

·":11.<>1c), 

&f0:1~711-117 
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al Records Center when 

9. 10.8. DESCRIPTION OF ITEM7. SAMPLE OR ACTION TAKEN(WITH INCLUSIVE DATES OR RETENTION PERIODS)ITEM NO. JOB NO. 

(1) Grant • lication Files. Applications, 
memoranda, corres ondence and other records relating to 
the decision 

(a) d applications. 

(b) Accepted 
sobedrdes.h,//a-w:~--

to ac ept or reject grant applications. 

3 G/)5 3• ?ilr.Destroy ~r years ~ ft"'-' 
after 

See i tern two -M 
t'Fi'is 

( 2) -------~------- Routine 
administrative cor espondence, reports and related "'1i'KJ.('n,v.,,...-
records maintained the agency office of primary Is f'wri- "r:•
interest relating to he administration of the planning, :r:'l-e-,......,, 

management, evaluation and accomplishment of research G,to-o(t)
and development program policies, and procedures. 

Transfer one 
year old. Federal destroy fifteen 
years later. 

(3) Fi 
a signed 

technical research an cevelopment proble s, including 
requirements for or the authoeization o projects, the 
scheduling and phasing o projects or rograms, and the 
control and coordination o research and development 
project phases. Consists o agend , minutes of 
meetings, and documents relat g o the establishment, 
revision, or termination of pro· cts; and papers 
reflecting the group's action, r ommendations, and 
accomplishments. 

enter two 
Federal Records Cent destroy 

nee. 
(a) 

maintained b 
Transfer closed files 
years after closing. 
fifteen years late. 

(b) 

distributed t members. Destroy when superseded r 
obsolete or/J'pon termination of membership, whiche er 
is earlier. 
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{;:I Research and development project files. Case 
files.maintained by laboratories and other activities 
and offices respon9ible for research and development 
functions reflecting a complete history of each 
project or task from initiation through research, 
development, design, and testing to completion. 
Consists of oroi·ect a~thorization documents; project

9e...u·a.t cch,c s ~ce
cards;Atechnica characteristics; 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. 

(~);Bi 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. 

L., ·r-Jl,lnu-.,.._ -
in the conduct h, ro.,r--l of 

of research and d ~elopment projects. ~~ 

l.olOt('.~ 
(a) determined to 

be du licated i ro·ect case 
files or to be t r retention 
would not add si nifi ·ect file. 
Destroy 
related 

(b) _A_ll__-'---\-------~ 
Federal Records Center 

Transfer to 

Records Center destroy ten 
old. Federal 

(6) Notebooks containing 
technical and sci 

rear -piu, uacl•diag original, to h nabmiHed to the Notional A.chives oad Records Serrice GPO, 116:1-0-711-917 
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cf' 

7. 
ITEM NO. 

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

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

•' -
(7) Technic 1 re ort files .., Official file copy 

of each technical eport or unpublished manuscript of 
report prepared in connection with a project or task. 

(a) Recor Permanent. Transfer to 
Federal Records Cente one year old. Offer to 
NARS ten years later. 

(b) Destroy when no longer 
needed for reference. 

iJOTE.: /{ec.cnl c.o-r'::Ji w11.1cL ,,. f'Ylto.: • '11e-tl- 1,.::1 TR.., C., ·;~ ~ed,.,Je,;L ,., 
0• d "f" t' f'l Offl.°Cl.al(8) Drawin an s eci 1.ca ion 1. es. 

file copy of each drawing and specification showing 
final design and t hnical characteristics of items 
developed. 

Transfer to ederal Records Center one year 
after superseded. Fede 1 Records Center destroy 
fifteen years after supe eded. 

' (9) Pro ess re ort files. Reports showing 
initiation, pr ress, or degree of completion of 
projects or tas s, submitted by research facilities, 
laboratories, or project offices to higher authority, 
and related pape 

(a) office co ies. Destroy one 
year after cancellation of related 
projects. 

(b) re orts used for com ilation of 
consolidated reports. Destroy upon submission of con­
solidated reports. 

(c) 
re orts used for 
technical or sc· ot full ed in 
the consolidated reports. to Federal Records 
Center when one years old. Federal Records Center 
destroy ten years later. 

Documents relating 
to the exploration of the fea 'bility of unsolicited 
proposals for projects receive from individuals. 

(a) Proposals result}mg in authorized 
projects. File in related proje~ case file and 
dispose of accordingly. \ 

,/_er :If,-,._, 

lr/O w-~"-
~s p<I.,('\ 

~ 

folo-o C•) 

https://Offl.�Cl.al
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Rejecte 

Accepted a 

Proposals 
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9. 10.7. 8. DESCRIPTION OF ITtM 
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(b) Re·ected o osals. Destroy two years 
after completion of invest·gation. 

(11) R search contract and a reement files. Case w'i~J.rt4-vn -
files of for al contracts and agreements with univer­ J.~ f>Wf 
sities, comme cial concerns, individuals, and others c,( :r..-[.e.,.,.., 

for research ad development woek, and related papers, (plot, ( r) 
but EXCLUDING chnical or scientific data furnishedUMTA 
pursuant to the terms of the contracts or agreements 
and copies of co tractual documents filed in poject 
case files (item 00 (3)). 

item 4400 (3). 

files. Copies of technical 
reports, specification, drawings, and other data 
received from other so ces, used as a reference source 
in the performance of re earch anddevelopment functions, 
but EXCLUDING official fie copies of these documents. 

Destroy when seded or obsolete. 

6500 TECHNOLO Y DEVELOPMENT AND DEPLOYMENT PROJECTS 
(SECTION 6). The records described below relate to 

the administrat on of demonstration projects in all 
phases of urban ass transportation, including the 
development, test·ng and demonstration of new facilities 
equipment, techniq es, and methods. 

(1) =.=.::..:::.....:::.:..c:..::+.::::.=..;=-:::..:.:...~::..:::.= Applications, 
memoranda, correspon ence and other records relating to 
the 

(a) Destroy four 
years after rejection. 

(b) See item two of 
this schedule. 

(2) Grant or appli-
cations, contracts, project r orts, studies, 
certificates, agreements, memo nda, correspondence, 
and other records relating to re eipt, review, award, 
evaluation, status and monitoring of grant; allocation 
of funds, and project budgets. 

(12) Technical 
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for sevenSubm t to Federal Records Center 
year 

(3) --'---+------ Indexes, registers, logs 
or other elating to control of assigning 
numbers projects, applications and grants. 

(4) ondence and sub·ect files. 
ondence and/or subject files 

including memoranda, s udies, reports, forms and other 
records relating to the legal establishment of the 
grant program, its poli ·es and basic procedures, and 
the management and evalu tion of grants. 

years. 

(b) Corresponden e and/or subject fil~s 
relating to routine operatics and daily activities in 
administration of the grant 

Destroy when old. 

Published reports,(5) Final product files. books, 
studies, audiovisual materials, or any other final grant 
product and or machine­
readable form. 

Submit Center for seven 
year retention, 

related records int xtual 

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) -=G-=r..::a:..:.n~~.....l=i-=c-=a..::t:..::i:..::o:..:.n.:......:f::.;1::.;·l=-e=s. A plications, 
memoranda, corr ence and other ords relating to 
the decision to tor reject gra applications. 

(a) Rej cted applications. 
years after reject~ . 

!,,hf-i,..J_,t,u,;""­

i$ i:ile.e 
W:-+i.., 

~ 
~,c-ocy 

(b) applications. 
this schedule. 
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~~ Grant project files. Proposals or appli­
cation~:, 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. 

-r~vv ~ ~,y.'<4- d:tiN
Submit to Federal Records Genter_#.~.::;bet, 

y-e-a-r.....~~l,t)=errt~~,Ae..,..n-,' &e-n f;les troy f-w'v ~ .,e_;aw, ~~f'.3 f~( 
1 

I,;-( 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 c 
(a) C 

including memoranda 
records relating to 
grant program, its p 
the management 

ifteen yea 

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

Destroy when two years old. 

(5) ublished reports, books, 
studiesr audi visu materials, any other final grant 
product and related ecords in te tual or machine--
readable form. 

Submit to al Record for 
seven year retention, n destroy. 

/Vd'te.: ~J... ~'/ of' ~r-f a ' -1-o ~IC. ;., u;),.e,luli ,i,t 
(6) Unifie work Pro ms. Corres---

pondence, memoran a, reports, and re ated papers 
pertaining to the coordination of pl sand policies 
for the developmen, improvement, aintenance of 
mass transportatio facilities. Trans er to Federal 
Records center one ear after supersede . Destroy 
after ten years. 

...... 1710. 

10. 
ACTION TAKEN 

w·,~J 
o\.oes n,,.,1-

e.r-, s\-

w~~­
"i"s ~i l-€d., 
w·N-tv 
~ 

g1aoL f) 
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(7) ;:.;M;.::e...:t:.::r...:o~,-:::.;:::.=;;;c.:......;;..;==~....__=-'-='==~;..;;;.;;.;;......>,;M..;;.P_O;;...<.. files, w;'tklr~­
including corres dence, re nd teco~s are, 
briefings. for five , then roy. f\ \e.l, ~jV 

<llov li) 
9000 Capital and Operating Assistance Programs 

(Sections 3, 5, 16(b) (2}, 17, 18, and Title 23). The 
recordE; 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 guideway 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) Gran lication files. ~ plications, 
memoranda, corr spondence and other r cords relating to 
the decision to ccept or reject grant applications. 

(a) applications. 
years 

applications. item fifteen 
of this 

U,1 Grant case files. Proposals or applications, 
contracts, project reports, studies, certificates, 
agreements, memoranda, correspondence, and other 
records relating to receipt, review, award, evaluation, 
status ,md monitoring of grant; allocation of funds, 
and project budgets. 

CYbmit SF 115, Request for Records 
9¼8~osition autRocity. 

(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. 

(4) Grant 
(a) 

including 

ondence and sub ct files. 
espondence and /or su ject files 

studies, reports, fo ms and other 
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(1) Grant CasEi ?iles. Proposals or applications, contracts, project reports, 
final aud:~ts, studies, certific,1 tes, agreements, general correspondence, 
and other records relating to the receipt, r0view, award, evaluation, status 
and monitoring of grants; allocation of funds, and project budgets. 

(a) Operating Assistance Grants 

Transfer to FKiC when grant is closed. Destroy 7 years after transfer. 

(b) Capital Assistance Grants 

(1) Vehicle Procurement Grants 

Destroy lC years after completion of procurement. 

(2) Construction Grants 

Destroy 20 years after completion of project. 
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records relati g to the legal esta lishment of the grant 
program, its p icies and basic pr edures, and the 
managem1::!nt and aluation of grants. 

it SF for Records 
Disposition ty. 

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

Destroy when two years old. 

( 5) 

studi-es-r 

(6) Project files on w i'iU-~-approved mass ransit projects con isting of the above 
(S ~ mentioned statements and all related corre- o!'.'. f~e&spondenc:e c.a.~e r-.~ 

I 

(a) e years 
Transportation 

\~ 

't o-o-oC 0 
FUNSI, for apropos d action, 
sent to the Federal 

(b) 

resolved. 

(c) If the EIS 

intended to have a prior fi ding action appli d, the 
EIS or FUNS! must be 
administrative actions has b 
project. 

Destroy ten yea 
has been received by the Federa 
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