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REQUEST FOR RECORD~.DISPOS'TION AUTHORITY LEAVE BLANK
 

(See 'nst,uct~Qns on reverse)
 JOB	 NO 

______	 -,---__ --1/fC./-'10B-80-1 
TO	 GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE. WASHINGTON. DC 20408 bATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) '\)<l.p~4 0 f I ,llM.Spod." ..... iJ'V ge ;z ~.. 11ReJ~~ 
(J.£eap Mass TraRrDportati9fl AJnliilieJEJ:'a1::ion	 7 

r"	 NOTIFICATION TO AGENCY 

In accordance tlltr, the orovl~lons of 4,1 USC 33030 the dls~os~1 re 
ouest. Including merdments, IS approved except for Iter:1S thot m~y 
be stamped 'drscosa' ~0! approved" or "withdrawn" In column 10 

5. TEL EXT 

tl--tf-8/
Paul A. DiNenna	 426-4011 Oaf., 

6. CERTIFICATE	 OF AGENCY REPRESENTATIVE 

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

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

C. DATE	 E. TITLE 

~ c 
9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO (WIth lnctusive Dates or RetentJon Pen ods)	 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 level s aff, and heads
 

____ ~~r~~i~o~n~s~~~~t~r~~~_L~~~L-~L-~~~~~~~~~----~-----L~~~~~, 
STANDARD FORM 11'5115-107 ftrrr oJ~bd~(C..lIJ .b, 5l--h j'et ...	 ReVISed April, 1975 
PreSCribed by General Services 

Adrrurustratron
/1/'II/B u!' ,I FPMR (41 CFR) 101-114 
, I ~/- 7/llft!? I t:..~ 
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8tandan'J Form. No. 115-A 
Revised November 1951 
Prescribed by General Berviees Administration Job No. _ Page ;;." 
GSA Reg. 3-IV -106 of __ pagesns-zoa 

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 

to Federal Records Center 

c1 ':1'''' lllJ,1 

w'A-klntw~v 
IO/.J.";L/&O 

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

rd1/ 'ge)
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,. staff stl tHes, militlt::e~ 6£ 5 La££ Ifteetin'js,iilt:ld 

rclateg 89££CSp6Iidellce. IH IjcHcral eficsc fijafijcr8arc 
lftaiHe.aiflee in ei£eet.iv9s 9il_" t:i l,,_ Arf, b 1 sL<.lojec.+. ,N o.e U'.1,'hdo..k.c1 ...:~{ ....~,<J~",-

Permanent. Transfer to Federal Records Center 
when four years old or earlier, Offer to NARS when ten 
years old. 'IF vclu ... €. w..q"~\-s , 

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

S• -fl' .....projects and surveys, ~~ "-5 st-...\'f' 5iu.A'\eS)V>l\~"/ie. s of T'" T lMee Ii Is,) 

~ tB\a.-kA.. ccrresr&-\<rl-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. 

r_ copie., iadadillg origiJuaI, 10be aaluniHed 10 the Nalioaal Aa-ehive. aad R.eo~" &ernee GPO .196:>-0--711-917 



, •Standard Form No. l1/rA 
Revised November 1951 Job No. _Prescribed by General Services Administration Page -3 
GSA Reg. 3-IV -106 of __ pages115-~ 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORD~ntinuQtion Sheet 

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

(a) Files for advisory, intergency and inter- GRS lfo/IJ..-
national committees sEonsored by UMTA. PerIllaiieii t . Q..(I) 

IJ1 ,~~ .~ n ..:J . , ,.., ..:J ,... .L C ., ., 
.1 

s!' ea!'~~e!'. SHe!' es ~il\HS "he" ee" ~eers sia. 0 
1 

~~ IC/J..
:Des~ wheM, S 11e.a,rs olJ.- •	 Ip'/1C 

(b) Files for internal UMTA committees.	 I~/GRS 
Destroy	 ~ years after termination of committee. I~Pu+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 SEonsor, GRS n,j

secretariatf or recorder. PeFlfta"eAto. iFre"srer tos ~b(,)(~ 
Feae!.'e:i:Heee!.'as ee"~er "he" re!:!r lee:rs eia er eaf'iler. 
Offer to N1'tftSwhen tell years old. 

w~eu.. S !1U.I~ afJ,~~~ri\,,,,,c. 1>es+r~ 
(b) All others. Destroy when ~ years old G«S I~/

or when no longer needed for reference, whichever is J~ h[0C b)
earlier. 

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

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

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

(a) Accumulated by the Urban Mass
 
TransEortation Administration Committee Management


~ ~ ~ .,Officer. ~-~....~..~ . ..~ .~ .. ~ ~'CT''--=IO
 

C 
, , . rr "~,..,,,
 

.1 . ., '-' ...~ '-' ... "'''' ......... ''' .... '-'.L. ... "'... '-'-' ~ ~
 
~ee:r:5 old. f?TB
 

10/:;" ])e~ whvvt.. 5~~s old, Is' 
l'i\1 ~ (b) Accumul~by the Urban Mas 

w~a...w .....Transportation A~stration Committ~anagement lo/~~ffO
Officer.~oy when five yea~d. b ( c1.Uft'iCA-h-S)f1.1~i'e (~ (a) 

(J,) All others. Destroy when two years old. 

r•• _pi••• bael ••• odgi.aI. to Ioe 81IInniHeolto the Nolio.aI Archive. _ol Reco~'" Semce GPO.1963-0-711-917 

http:Nolio.aI
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Standard Fol'Dl No. 115-A 
Revised November 1951 
Prescribed by General Services Administration Job No. _ pageL
OSA Reg. ~IV -106 of __ pagesus-zoa 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR IITM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO. 

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 ~XCbUQINC
 
file:!! 6esefi~e6 elseuReHI ;LR tRi~ PiU'ii\g~ilpR 

(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- css 1'1/' 
menting the public release of information concerning 
agency activities and accomplishments, consisting of 
~ press releases, (2) hrali:!!eri~t=:!!ef pre:!!:!!confer .. 
efleeB, (3) exte!'l'Ial ~tlbHcaHen:!!, (4)j~fficial ~ 
speeches" (5) televi!!ioli and radie :!!cripL5, (6)Abio-
graphies,'" '" os: 'l:"=~ ~=
 
other ~ij(tilaf 1llaLeriul, dhd lelaLe~ i11aexe~ •
 

.!~ ~ol\ow'l~ f"':ll?-
(a) eleasinq office (record set onlY)'.


Permanent. Trans r to Federal Records Center four
 
years after close of 'le or earlier if inactive.
 
Offer to NARS when five ars old.
 

(b) All other office Destroy when no
 
onger needed for administrative pur sese
 

(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. 

t__ pie., iiaiC1odia. ~,Jo be aalmUM •• 10 the Natioaal Archiv ....... Reco~" Sernc.
 GPO"963-0-711-917 
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Hem	 1210(1), continued 

(a)	 Press Releases. (Arr. chronologically, 1/8t! per year) 

1) Releasing office, record set only--PERII.A"JE>IJT. file annually. Offer to ~{ARSBreak 
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.:·;'\~Bl'n:,. Break file annually. Offer to :'JARS 5 years after file break. 

2)	 All other copies--Destroy in agency when no longer needed :or adnri.nist-rat.Lve purposes. 

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

1)	 Record Break file anm ally. Offer to !lIllRS 5 years aftercopy--PER!'-!A~l\'I'.	 L'~.le br=ak , 

2) All other co~ies--~estroy L~ agency when no longer needed for administrative 
purposes. 

http:copy--PER!'-!A~l\'I'.L'~.le


, _.---... ---

Standard Fonn No. 115-A 
Revised November 1951 Job No. _ Page _Prescnbed by General Servicu Administration 
GSA Reg. 3-IV -106 of __ pages115-~ 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR In:M NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN 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 ('1~4-h.s ~ ~",-~tto-.( of (12-1"" lj't("{MIl$ 

Destroy w~eH one yeaE old or earlier if HO
 
lon~9r ~eeded fO£ ~d~iRi6trativQ 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).
 

1 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_ copiH, bael_llia. origUuaJ, to ... 8aIomiHod to the Natioaal ","clli"e. _d Roc ... " Semce GPO.t 96>-0-711-917 



Standard Fonn No. lUrA 
Revised November 1951 
Prescribed by General Service.! Administration Job No. _ Page & 
GSA Reg. ~IV-106 of __ pages115-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7.	 8. DESCRIPTION OF IITM 10. 
SAMPLE OR IITM NO. (WITH INCLUSIVE DATES OR RETENTION PERIOOS)	 ACTION TAKEN JOB NO. 

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

a Destroy five years after date of GRs 14/l
reply if not appealed. \(.,0. ( .9(a.-r 

b Destroy appealed requests as autho- GRS I~I 
rized under item 1230(2). leo C,(3)( 0 

(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 GRsI,Cv
I~/

(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) ForA 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__ piN, iIldadiag origiaca1, 10be .,.JozniHed 10lJae Natioaal.llrchive. GIld Record. Service GPO.1!l6>-0-711-917 



stanc1an1 Form No. 115-A 
Revised November 1951 Job No. _Prescribed by General Services Administration Page~
GSA Reg. 3-IV-I06 of __ pages1l~202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

(b) Other files. GRs I'll 
Destroy five years after final action 19b 

by the agency or after final adjudication by courts, 
whichever is later. 

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

(a) Annual reports M~ Qgeart~~Rtal or agency

level.
 

Permanent. Offer to NAR~ with re~~ I 
D.~~ records approved for permanent retentionAo~tk~ ~J 

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 GRS 
files. Records relating to the general agency cXOimplementation 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).
 

I Granting access to all the requested

records.
 

r•• copie., iaclaclia. origiaal, t. be naJomiH" to doe NCltioaal Archive. lID" Recorcb Se.....ice GPO.196}-0-711-917 



Standard Form No. 115-A 
Revised November 1951 
Prescribed by Oeneral Service! Administration Job No. _ Page 't 
GSA Reg. 3-IV-I06 of __ pagesU.s-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF IITM 10. 
SAMPLE OR IITM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB 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 au tho- G.RS 1'1/ \ 
rized under item 1230(7}. <x6o..(0l)(h/ 

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

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

~ 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. 

r__ pies. iael.diII. origi ...... lo lie SldnniHod to the Natioa'" Aa-chive. aad Reco~" Se~vioe GPO: 196>-0-711-917 

http:tho-G.RS
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Standard Fonn No.ll5-A 
Revised November 1951 
Prescribed by General Servi= Ad ministration Job No. _ psge_~=--_ 
GSA Reg. ~IV-I06 of __ psges11[0-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORD~ontinuQtion 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PER10OS) 

(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. 

Sheet 

9. 10. 
SAMPLE OR ACTION TAKEN JOB NO. 

r_ copl••• bad ....... oritrias!. to lie ..-.uH'" to the N.. tioas! Archive. sad Recorda Service GPO,1!16>-0-71 1-917
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Standard Form No. 115-.& 
Revised November 1951 Job No. _ Page _Prescribed by General Service! Administration 
GSA Reg. 3-IV-I06 of __ pages115-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7 8. DESCRIPTION OF ITE:M	 10. 
SAMPLE OR ITE:M NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

(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 s&!ulreftlciiLal 85 agency
level. 

Permanent. Offer to NARS with,,,~~~C related
 
records approved for permanent retentionAor wrren fifteen
 
years old, whichever is sooner.
 

(b)	 Other reports. 

Destroy when two years old. 

(11) Privacy Act general administrative files. c;RS 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	 S RECORDS. The rec ds 
described below relate	 of int 
national activities of the 

(1) General corre ondence files. spondence,
 
reports, agreements, tudies, and other ments
 
reflecting the plan ing, 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 bod· 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. 

reu copi •• , badadill. origbaaI, 10 ... ...-.utl.d to the NatioaaI .lhehivea _d Recorda Semee GPO.196>-0-711-917 
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Standard Form No.l15-A 
Revised November 1951 
Prescribed by General Service5 Administration Job No. _ Page 1/
GSA Reg. 3-IV-I06 

II5-202 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

1300 MANAGEMENT PROGRAM RECORDS 

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

:E1ECbU8INGHIes eeSel'iBea elee'JRere iR GRis !?Uii9itiiPRu 

(a) Correspondence files of the Office of 
Hanagement Systems relating to the development of 
national management plans, policies, systems and 
standards, and documenting significant accomplishments. 

fetlt :!ears ele er earlier. Cffel' to NARS after teR
 
:years. J)es4-r~ wkw- S 'j~s olcL
 

i..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) Record copies maintained
 
of Management Systems.

·Reeerea Center whell fel1r :years old or earlier if
 
iRaeGive u Offer to W'.RS '.:ReA teA :reaFS ole.
 

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

seded or no longer needed. 

r••.......,bad ...... original, to ....... miH.d to the National Aa-chiv•• aDd Rocorda S.rvic.
 GPO.196>-0-711-917 



",--.'-
Standard Form No.ll5-A 
Revised November 1951 
Prescribed by Oeneral Service! Administration Job No. _ Page hL-
OSA Reg. 3-IV-106 of __ pagesns-zoa 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

and related pertaining to management projects 

7. 
ITEM NO. (WITH 

8. DESCRIPTION OF ITEM 
INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO_ 

10. 
ACTION TAKEN 

13(0 MA,AlP.(P[,f{~;Jt fI?O.:5cC-T R€COR:[)S, 
(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, togeth€r with supporting papers
documenting project inception, scope, procedure, and 
accomplishments. Arc. b~ P(""i~ct. PerhGfS .;l"/l1r 5t)..+ l-eeu+- I fr~ d 

/
'1r-

~ 

n..J pt"ject- re-poM- 0\'\.0 sig ,,-.,~\ctWo-+ prcj.;G.-k ~ILj --
0../\ Permanent. Transfer r: to Federal Records Center 

"f-"\e-r c~p'e+li±; "'- pr:;1E'c"t-_ ~ four a-M-er earder4' .Otf~r bt';>_!!?-f~ tenyear sf. wRefl 
years ~.t'-P4e.r C!H-><-\>le..{~" ........_lol(:_ Dr-".,ecfL ' -

.b. /til ~ re.c.orc!c;"r;- S.q"'lH-~.1'~Ws;, ~C>..u re,Coms of all ~ 
tf UUA~ o.~- c~Ii*iO"'Vl. Or r.'1"<j<tc::t. B _L 

(2)M I , nl":: 'eit \J\brk,.··· D"~P-C$ - ,/\,u;.-
ground ma~~r:~~6tks1 rough draf~s,~ i terim and 
progress reports that are summarized in final reports, 

froje.c::k-
De b... 

S."-j i..."'.j~ 

papers
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) Hanagement 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 UI-1TAdirectives 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. 

10 "/10 "("(.1. ... ~ -+I>enchr~,). 41">, rt ..J 

I. fjcH:e. ',1\" ·\I'\o-ci',ve f.1<:> \.<.lite. .... 

r_ COIIi-. lad.lIia. origiaaJ, to'" .... nsiH ... to the NcatiODal Archi" ....... R.co~'" Se~c. ~r;. - ""
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(b) Case files for Urban Mass Transportation GRs lfo/t
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,el4\r- I""'C:~', «e.. t"i e """.'v~ l,'i,superseded or canceled'A Destroy 1nactive t1levafte£
 
five year.. .s '1e.;..~ ""f'
 

J)'fQ.c:t',~e5 re..ce.\lecA. ~ "'~- \.-\t--t\A 
(c) Case filee fer ether thall 

• 

~efe£eRee. 

w~rGl.-W"1 

Iv/~ "L/ffo 

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 r •• "'...... For.. ,~ tl••CO 

Destroy ~ years afte~canceled or superseded 

(2) Forms functional files. Case files consisting GRS (bl
of a sample copy of each current form. J-j 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 pie., iad.diIIg origiD ... , 10 Joe 81IbnUH" 10 doe N..tio ..... lUchive. _d Recowu Service GPO.1953-0-711-917 
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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- RS 1~/3~ 
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 1~0(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~~~~~~~~~~~~~~~u~b~1~i~c~a~t~1~'o~n 
W i-+t..ktu.,vJ,;files. Record 1&./.3 /8"and staff studies 

s, 
{(ovuP'£ "'I 
.I~ 1710( J(t:.) 

1(-,11when four r/«: 

r_ copie., iadlldiall original, to be JIIIlomiHed 10 the NeatioDal &chive ..... d Rec_u Senrice 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
 
questionnaries; worksheets; and machine tabulations.
 

Destroy when two years old. 

1380 WORK HEASUREMENT 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 13GO(l) and (2). 

1390 f.1AUAGEMENT IMPROVEMENT RECORDS 

(1) Management improvement report files. Record
 
copies of management improvement and achievement reports

submitted to the Office of Hanagement and Budget and
 
related analyses and feeder reports.
 

(a) Record copies maintained by the Office of
 
Management Systems. Pe£ffiaReRt. ~r:aRsfer: te Feeer:al
 
n -'l,., C ,1.., ., ~~~ f"\~~ ~
 

---:I • ...-....-

+~Jn!i"lrllR~SS-'W",*,At-Ee!-fR'!-'t~ee-RR""""71'te~a:li£~sa-tle.,11~eh..t".;--_ 
~J..;>-/~\J FMC ..vt'S+rO-j t.V~ -3 '-1rs. 0 id. . 

(b) All others. Destroy when superseded or
 
no longer needed.
 

1400 CIVIL RIGHTS RECORDS (Nee 3799) 

(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)"",",,,-(>r"~ r-E pori- f.-, l-e s ,~f\h~ 

Dt:'.s-\1:"~ i\.\... ~c.~C<1 wk~ 3 v,rs.ol&) or- wl\.lVl SlM'~1--se deCt 00 
obSOIl;'te, WIl\'C:"'~Iil<-1 IS ctp"p-l'tcc-..ble, I

fai atattlS r:epor to!! t!lieJ e vdiaa Lions. 

POI?Jit3ReRt. OffeF to ~JhRS when ~ell Je6r~ sId. 

(e) l',ll etAer r:eeeroo!. OeSLrOy when five 1/ 01 

years elEi. 

o 
r....copie., iael.lIia. origiJIal, to Ioe .,.JnniHeeilo lb. Nalioaal Archiv •• ODeiRec.ds S.~"e GPO 1963--0-711-917 

http:ODeiRec.ds
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+2) HiR9riej' eltlploymellt reEort files. :!teports
of minor i L}' accessions, promotl.ons, etc. 

gest.roy \the1l two years old. 

(3.) 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 I\FfirW\d,IIe Acti~ f"1tV¥\S sho""" 
~-,S.r'S(,J. o~ i"" c<ccc~e. t.1i-~ G~S; I/~fo k) 

(t) Discrimination complaint files. Case files 
develo~ed in processing complaints of discrimination in 

d .1n. terna 1 1n. employment pract1ces1 ~A emp oyment an by
contractors. 

+Destroy ~e 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. 

rr 
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;1Dtravel. 

row oepi•• , iadadiag arigiDal, to ... 8111mUH.d .. tJae Notioaal Archive • .ad Recora Semce GPO. 196>-0-71 1-917 



/7 
Standard Form No. l1&-A 
Revised November 1951 
Prescribed by General servicee Administration Job No. _ Page 
GSA Reg. 3-IY-106 of __ pages11~202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIOOS) ACTION TAKENJOB NO. 

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

(b) Other offices. Destroy when one year
old. 

1600 SECURITY RECORDS 

(1) General correspondence files. Correspondence,
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. felatiA~ to ~fo~faffis 

ondence files of the office of 
Destroy when four years

old. 

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

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

wse lLf\,,(~-pr'l~ A·e~s or GR-S t&' 
(a) rds concernin . formation 0 

material class' ~ed Secret or T Secret. De roy four 
years after rial. 

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

8e~~re} when ~uperseJeJ by a uew [OLllL. 

GPO,'96:1-0-711-917 
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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 ~ .~ C( rs ." [oll 0(" tAf>tr>'-' J..IS" Cc-J.\.-f i'"U (VV1 CR. L' ~ F r:t Co", I.~ )
Destroy UpOR reeei~t of tl stlbsequenL surve, or
 

i.,specLiolir-a~ il~propriate. 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 statements
 
receipts, and other papers relating to lost and found
 
articles.
 

Destroy when one year old. 

(7) Security violation files. Reports of security

violations, retained by guard forces or other persons

performing security patrols.
 

"'-H. G R...s. Ig-
SES Lr OJ wheli eHe j'eaF old. 

(8) Identification files. 

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

3rt>o,.,'fl,s ~ re*vfK-
DestroYAM~ofi retMrA 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_ copi .. , illeI.diII. oritriaaI, to ... raImdHo. to the NlltiollaI lUchivea .... 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. 

use GR S 1$5/I~ 
Destro~e year~ter fina~ntry or one 

year after da~of docum~t, as appy6Priate. 

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

Manual.	 lAS E GI?-S 1~/d..3 OV 

(a) 

1 

dest 
year aft r date 

employees. 

a 
an UMTA report 0 Investigation.
years after date f nonselection. 

If nonselected,
containing the resul s of a 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 

r_ copi •• , lad.diII. origiaol, to lie qlnaiH.d to the Nalioaol Archive. aadRecord. Semc. GPO.196:>-0-7' '-917 
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ITEM NO. 

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

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

c 
sitive position,

Ur-lTAemploye 

for 
the 

either 
PSF and 

(b) 

oy PSF's 
Destroy 

\ \ 
involved in liti 
following termina 
administrative 

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_ -.us, iad.diag original, to ... ...m.uHed to lb. NalioDal JL.chiv •• aad Recoru S.rYice GPO,I!l6~0-71'-9'7 
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(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_ coopiea,bad ......... origiaal, to ... II1IIuniHed to the Nolioaal Archive. aad Reco~" Se~ice
 GPO.196:>-0-7' '-917 
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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 Ul-1TA
 
illeerliel publication, aE1'lisoE), eiretllal!', re~ljletioll,
 
aR~ simila!!' maeeriel, w~th supporting case file, if
 
any, maintained br the :ss~ing or controlling office.
 
cs, J. w.. ~/'1(' Arr. ~ -+H(e, /'~'''--\ ...;~.J.)'j ~",\,[Oc ~fA;.T'" 6fC;-ce of' In "'A\,," O.'I~"""i'~ <"p~ril'le.:L)

l ..c ..... Sl>c.+t.:.1O\. ese",~ ::l><l-or""cd-~""" C'e"...""" .~. ~ NW>~ ~~ ...... > ~~ I-(a) Record copy.A Per;.:anen. t'lace i n ' 
inactive file when supe raedec.~eele~. Transfer fl'la..C:llre ~Ie. 
to Federal Records Center whe.: four years old. Offer 
to NARS when ten years olQ. 

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

Destroy one year after completion of job. 

r... copie •• bael.diIl. orip ....to be ..bmiHod to the Nolio..... Archive. _d Record. Semce GPO.I953-0-711-917 

http:Sl>c.+t.:.1O
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10. 
ACTION TAKEN 

(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. 

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

GRS 13/
51 

GRS 13/
5c 

pattern 
Destroy when 

is revised. 
publication distribution 

1730 VISUALS, EXHIBITS, AND GRAPHICS RECORDS 

(1) Visual services files. 
illustrations, slides, charts and 
and other visual aids. 

Original
graphics, 

art work,
negatives, 

further 
Destroy when 

reproduction. 
no longer usable or needed for 

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

Documents 
of work 

Destroy when one year old. 

1740 PHOTOGRAPHY RECORDS ~ 
- See, rollowi"!i 1~ 

(1) Photo~aphic negative film and print files. 
Negative photogra hs and positive prints of agency
officials and aero utical subjects and activities 
having historical va ue. 

inactive. 
Destructon n t authorized. Transfer when 

r.- _pie., bad.diIl. original, 10 be aaIImiHeci 10 tJae Nllli.aal Archive ....... Recorda Service GPO. 196~0-7t 1-917
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1740 PHOTOGRAPHY RECORDS 

(1) Public Affairs Slide File (1970 - ) 

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

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

(2) Public Affairs Print File (1970 - ) 

Photographic prints of transportation equipment re~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 UMTA consisting of the original negative or 
color original plus separate optical sound track, an intermediate 
master positive or duplicate negative plus optical sound track, and 
a sound projection print. One print of each subject is maintained 
by the Public Affairs Office; NAC distributes. 

PERMANENr • Offer to NARS when withdrawn from distribution or when 
--lO--yearsold. 

of Coverage(4) Video Recordings tl'J8<iia

Video recordings of subjects of concern to UMTA 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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(2) hoto ra hic 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
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- pre,no-<A s r ~ e,1') 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>e~~ 3 ~$ o..-RW- ~f>A.. '-k is'(,L)1\.3 o~(e 
(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.

'1>e~ w~ ~ ~ oJ.J.. r 

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 I~ 

G~
~~ 

s I~/
30'---

Destroy when one year old. 
r•• -.ie., iDdlldiag erigiDcaJ, 10 Ite SlllnftiH'" 10 doe NalioacaJ Archives aDd Recorda Service GPO: 196~0-7"-917 
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Standard Form No.l15-A 
Revised November 19~1 Job No. _ Page 0<,5Prescribed by General Servi~ Administration 
GSA Reg. 3-IV-lOO of __ pages

1lS-:om 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (W/TlI INClUSIVE DATES OR RETENTION PERIOOS) ACTION TAKENJOB NO. 

(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- (,~s Id../
tances (cash, check, money orders) and other vauables 
enclosed in incoming mail. ~e 

Destroy when one year old. 

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

vJ~ ~ ~~,
Destroy ~"IQ yQ.~s Elfte!'elQfilQ Qf fi5i~al.yeiu 

ifwol" ed-;-

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. 

~ G RS i8/i}.<;l a... 
~...R'jl7e ys;us gls; 

(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 oleA , 

r_ .......,iad.tliag origiDu, 10 Joe a-aJonUHed 10 tJae Notioau ","chive. _d Reco~da Suvice
 GPO: 196>-0-711-917 
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8tandar<! Form No. 115-A 
Revised November 1951 Job No. _ Page ~ fpPrescribed by General Services Administration 
GSA Reg. 3-IV-I06 of __ pages11S-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF IITM 10. 
SAMPLE OR IITM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO 

". 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 Gn 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) 

affecting 

(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 verl ·cation of quality f film.
 

r_ copi•• , bad ..... oritri .. a!, to ... .,.JomiH •• to lIle N..tie ..a! Archive ...... Reco~" S.nrice GPO . 196..... 0-711-917 
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Standard Form No. l1&-A •Revised November 1951 
Prescribed by General Bervices Administration Job No. _ Page (). 7 
GSA Reg. 3-IV-106 of __ pages115-m 

REOUEST FOR AUTHORITY TO DISPOSE OF RECORD5-Continuation Sheet 

7. 
ITEM NO. (WITH 

8. DESCRiPTION OF ITEM 
INCLUSIVE DATES OR RITEHTlON PERIOOS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

when 

when 

2050 

2 Micr6.tilm duplicate. De3\roy 
no lon~r ~eeded fO,\ legal research. 

3 All oth~coPies. Destroy'n
five year -old. ' 

LEGISLATIVE RECORDS 

in agency 

agency 

(~ Legislative history files. Case files 
compi~ed 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. 

\CWlASre. ~ F~C. - ~~ tVt-~~ 

(~\S\~+I~ 
I l«\I e.J.. Dr ~If. ~ 

~o ~cNf'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) 

and 

(b) 

1 
initiated outside 

close of case.
 
years later.
 

2 Destroy when four
 
old.
 

r.. copie., iael ..... orieiJual, 10 ... aslmdH" 10 the NatioDal &chive. aDd Recorda Service GPO.19B-0-71 1-917 
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GSA Reg. 3-IV -106 of __ pages1l.s-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF IITM 10. 
SAMPLE OR IITM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO. 

(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 or de r ac ptJ,lis.k.Q. iv-. ~ 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 . ~ 
SELECTED BY THE OFFICE OF CHIEF COUNSEL (UCC). A('("~~ .b) ~ 'J .1 jr'j..v\cL:

Ca . I CA- ~ 4- Lv ~ ti!(! [c. vV"-V- ~ 

.s Permanent. Transfer to Federal Records 
Center thi£~years after close of file. Offer 
NARS twenty-five years later. 

(~) Unselected dockets. Transfer 
Federal Records Center ~fli£t;Syears after close 

to 

to 
of file. 

Federal Records Center destroy twenty-five years
later. 

(b) Denials and dispositions of petitions
for rulemaking dockets. Transfer to Federal Records 
Center ~$years after issue of denial. Federal 
Records Center destroy twenty-five years later. 

Destroy in agency when no longer needed for 
reference. 

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

r_ .......,bad.lIia. oriFDtal, to ... II1IlamiHecito Ille N.. tioDtal ","chi"e ..... d Recor'" Service
 GPO:196>-0-711-917 



Standard Form No. 115-A 
Revised November \g~\
Prescribed by General Services Administration Job No. _ Page c2 { 
GSA Reg, 3-IV-\06 of __ pages11&-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7, 8, DESCRIPTION OF IITM 
lITM NO, (WITH INCLUSIVE DATES OR RETENTION PERIOOS) 

delegations of authority, organizational statements, 
ecrti.fi.Siiltiol'l ree,ruests-,and similar material. 

Destroy in agency when no longer needed for 
reference. 

2130 INTERPRETATIONS RECORDS 

Documents 
transportation 

Des roy in agency nger needed for 
legal research 

2150 

(1) files. ase files relating
to legal respect alleged vio-
lation repor s, technical analyses, e 'dentiary
materials, sa ction documents, and rela ed 
correspondence 

the 

Destroy in 
no 

(2)	 monit r files. 
ses processed y regional legal office ,

opies of viola ion reports, technical 
analyses, and r lated document, maintained by the 
Washington headq arters legal 0 ice to evaluate 
regional enforcem nt operations. 

(a) 
case. 

(3) ents maintained 
by legal ctivity,
including Violation Repor Data; digest of appeals
and related court decision ; and enforceme t statistical 
reports. 

reu cople., lada4lia. origiaol, to be ...-.uHe" to tho NCltioaolArchive. aa" Reeo~'" 

9, 10, 
SAMPLE OR ACTION TAKENJOB NO, 

Semee GPO: 196>-0-711-917 
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8tandarc1 Fonn No. 115-A 
Revised November 19M 
Prescribed by Oeneral Services Administration Job No. _ Page JD 
OSA Reg. 3-IV -106 of __ pages111>-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

Dee trey iii e~elic, wheli lie lell~er needed fer
 
refereRge.
 

2240 CONTRACT APPEALS RECORDS 

(1) Contract appeals files. Briefs, decisions, GRS 3/
correspondence and other, documents compiled by legal 19offices in appeals by contractors from decisions on
 
disputed questions by contractin~ officers.
 

Allccues: J>I!S{~ 10 l.{€M's, c.,J-'-kr P,~( a,d-;Ir>-\. or d~s, 
(a) ..::;C..;;;;a..::;s...::;.;::o.rsc..;:ec..;:l:...:e:...:c;..;t;..:e;..:d;;.....;;b;;"O"_U;;:..C;;:..c.;;:.....~cFa..;:;;u.;;:.s...;;;e.--.:.o...;;;f'--'t;.;;.h;;..;;e;..:i;..;;..r

Tr	 sfer to Federal
 
led. Offer
 

al
 
Records
 
Federal 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__copi•• , iadadiag ori....... , to .... ..-.uned to the NatioaalAreld" •• aad R.eo~da S.me.
 GPO 1963-0-711-917 
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standard Form No. 115-A 
Revised November 1951 
Prescribed by General Berviees Administration Job No. _ Page '-~ I 
GSA Reg. l-IV-I06 of __	 pagesllr.-~ 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRiPTION OF ITEM	 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN 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


lilt, h!f or ptulic interest). NO'i'E. Voltlffteof oeleeted eases
 
'fttpt' or
 mtlBt flot exceed lO~ of	 for all,cilses-.-- Ct. / cv.J-+/ ~ r, Yr,arfz VO~~f'll~
C*H'/	 PIo.c<;~ Ik~ ,Ie 04J>b>' ~ "'" -I' (',,~i'. re« '.(I&l<:t,lIe rile ,C01nVltI''1 ' 

'--Ikrw..der Permanent.A Tr~~er to Feal ra~ ecoras center tnree 
b'l n~ years after f.i n Genrt act iOI:l Offer to NARS twenty

cF CA,f~ 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 describedt· 
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_ copi... ladGIiia • .-itriaaI. 10 lie aalnniH •• 10 Ibe NoliOGal Aa-chiv •• OIId Recorda Sentice GPO.1963---0-711-917 



Standard Form No. 115--A 
Revised November 19M Job No. _ Page 3C2..Prescribed by General services Administration 
GSA Reg. 3-IV-I06 of __ pages

115-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10.7. 8. DESCRIPTION OF ITEM 
SAMPLE OR ACTION TAKEN I"ITM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO 

(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

ord~rs; 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 GIGS SPo... 
of appropriation language sheets, charts, statements,
related schedules and data) prepared, consolidated, or 
maintained at the agency level. Pef'lftaFleFlE.'frali~fer 

~ ~ ~ . 
...~ _ .__ ..... ~<;;'-~ ..... '" ...<;;•. '-<;;.... "<;;,, ".1.V'" .l<;;a .. ", u....... v .... "' .. \..v
 

HARS fiHeeli i'ear!l late!:. IrztM<;,.~ ~ p£c L.V~.5 
V\r::.. eM.' ])~ vJ~ 10 lV"S. olel. ~OI.J.+/l c 

(b) Copies prepared, consolidated, or p~~ 
maintained at the regional level. Destroy ten years
after close of fiscal year covered by the budget.
'frali:3Fer ~e Peoeral Reeero!l GehLer: ~we )lear:3
eiese ef fi:3eal }ear eeoereo bi' the badget.
~('.~. ~ clese, o~ FY c...C-V€lleJ, 

(c) Copies prepared, consolidated, or
 
maintained at~~ffice 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•• copie., iaeladillll origiaal, to Joe ..... miH ... 10 the Natioaal Ai'chivea aa" Reco.'" Service GPO.1963-0-711-917 
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StandarCI Form No. 116-A. 
Revised November 1951 
Prescri bed by General Service! Administration Job No. _ Page _ 
GSA Reg. 3-IV-I06

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 PERIOOS) 

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

C:,i Budget working files. Work papers, cost GRS ~h 
statements, and other data accumulated in preparation 
of projected fiscal programs and annual budget estimates 
and for budget review purposes, including duplicates II 

of pape r s included in file copies of budget estimates 
described in item (3). 

Destroy one year after close of fiScal year

involved.
 

~? Spring preview 1five year Pregram ~oLebooks) • 
n. m +=. D . ..::I..' n ..::I n ,~~~ ~~ . -~..~~~ "..~.... ~ 

, .:J rv a a . ",~=
.< - • ~ ~ ., ..., I~Q .. '" 

lat:e£ (to) J>t.c;~ v)~IIV.t, _t; j's, 0\&, ~/.l.:t./!";}-ic, 
ptr Special studies notebooks. Perffl6ReAt. 

'P1!6I'lSFeF to Fesel'al Heeol'ss CeRtel" ~JReA A9 1tl9re tRiiR 

teA years 91.9. Offer t9 1'1A~aJi"iJi"teQR j'Qiu"i; liit(ilr ,olJ.~l;.p
ftt) "Des~ L.vI~Y\.. S ~rs. del. g..e. (-'t-1,-
~) 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 GRs .s/
s1the status of fiscal programs, such as the Summary

Fiscal Status Report, or equivalents, and supporting
narratives. 

.3Destroy ~ 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. 

r_ copiH, iadalliag origiDeaI, 10.... ..-.utled 10the Nalioaeal Archive. IIIId Recorda Service GPO.196......0-711-917 
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Standard Form No. 116-.& 
Revised November 19M 
Prescribed by General servtees Administration Job No. _ Page3if
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7.	 8. DESCRIPTION OF lTt:M 10. 
SAMPLE ORlTt:M NO. (WITH INCLUSIVE DATES OR RETENTION PERIOOS)	 ACTION TAKENJOB NO. 

fe~F yeaFs ela. FeaeFal ReeeFae GeRte£~stroy when 
~n 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) i1es. Original ers 
and ring payments to ca iers 

trans	 ortation service , and original contr cts for 
r passenger tran portation rates or 

eneral Accounting 0 
acc licy and Procedures 

Gf(S (p/' (I) 

~/I (~)G.eS 

vJ~""UMMJ (colJ'r~tt bif 
(17 It) (Olf) 'ofi2~/rro 

r_ copi.. , iadadiag origiDaI, to ... raIomiH.d to the National Archive. aDd Recorda Service GPO.1963--0-711-917 



Standard Form No. 115-A ,'--
Revised November 1951 Job No. _Prescribed by General Service! Administration pages50 
GSA Reg. 3-IV -106 of __ pages11~202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR IT£M NO. (WITII INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN 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 pr eini um , 
Uco ~l.,..(S Yc PDr l>~. ~ C'Aeuf 
It'':IIv~~fti~h)Other copies of bonds and related ct:Eerk;tj2'Iss /

Destroy when bond becomes inactive or at end of bond G~ S "/~b
premium period. 

(5) Accountable officers' returns. Memorandum
 
copies of accounts current, all supporting vouchers,

schedules, documents (including liquidated obligation

documents) and related papers, exclusive of
 
transportation records covered in items (13) thru (16)

and payroll records covered, in item 2730. (See item
 
2710 for originals retained for GAO site-audit).


-3 
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_ copie., lada.u..g origiaaJ, 10 be II1IbmlHed 10 the NatioaaJ Jla-ehi" •• _d Reeora s.mee GPO.1963--0-711-917 
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Standard Form No. 115-A 
Revised November 1951 
Prescribed by General Service.! Administration Job No. _ Page 3& 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

(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 reflectin~ 
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. 

UA..Q..- G~ ,/1
when fOOL 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 ct..)bJ c...) oL 
f'a) l'ief!lO£3REi1:111'1 Destrol'ca~ie8. when th~ee 

-yea!'!!! ala. 

r_ copies, iDeI.lIia. origiuaJ, to Joe ..... m1H.II to the NcatiODai""chives _II R.co~" 

9. 10. 
SAMPLE OR ACTION TAKEN JOB NO. 

GRS 7/
-'I
 

Service GPO.1963-0-711-917 



Standard Form No. US-A 
Revised November 1951 
Prescribed by General Service! Administration Job No. _ page.37
GSA Reg. 3-1V-106 of __ pages11&-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

~) Al] Qthers. De:!h'oy "hell one :!ea~ e16. 

(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. 

~ trQj' tRI!'ee ~ear 5 df Let peL iea cOverea by 
elaLee aeoQunt. 

(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 travel. oj

~ G~SI 3 
(a) hen 

three years old. 

(b) 
1169 
funds ar 

(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 

(1) 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. / 

~ GRS ~/I
Close file t end of cale Year;yra fer 

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

9. 
SAMPLE OR
 

JOB NO
 

10. 
ACTION TAKEN 

r_ copie., iadadiag origiaal, to be ....... ".0110 the Natioaal Al-chive. Gaol Reco~" Semc. GPO.I96>-=-0-7"-917
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Standan:t Form. No. 115-A 
Revised November 1951 
Prescribed by General Services Administration Job No. _ Page 3g
GSA Reg. 3-IV-106 

115-202	 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8 DESCRIPTION OF ITEM	 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

(2) Leave record files. Payor fiscal copies of
 
leave record cards, including time and attendance
 
reports used to show accumulated leave, and records of
 
leave data transferred, such as Standard Form 1150, or
 
equivalent.
 

(a) Final cards showing accumulated leave of
 
employee on separation from Federal Government service.
 
Close file at eand of calendar year; transfer to
 
National Personnel Records Center, St. Louis, Missouri,

four years after close of file. National Personnel
 
Records Center destroy ten years after date of last
 
entry on card.
 

(b) All other payor fiscal copies.

Destroy three years after GAO audit.
 

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

;;J../3 a... <i-- lr 
audit. (IV 

leave, disPOse of 

(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 .;)/8,.....,..{y 0--04-- ~ 

(a)	 A lications or leave taken i 
deral Government ervice. 

(See item (1)
 
above) •
 

(b) 

(5) Payroll allotment files. Records of payroll

allotments and papers authorizing deductions, changes,
 
or cancellations.
 GRS d. / ~ c..(() 4- c0 tV) 

. Des~ when supe~ded or on tr~er or
 
separat10n~ employee. ~ ~
 

r_ copie., iadaolia. original, to Ioe ........ H.. to the Natiollal Al-ehive .... 01ReeCK_ SOlrViee
 GPO.196}-0-7"-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE ORIITM NO. (WITH INCLUSIVE DATES OR RET£NTIOH PERIODS) ACTION TAKENJOB NO 

(6) Payroll control files. Documents maintained
 
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 cw.c&:L. &'l" ~ 3 ~,~) 
DestroyAble :real'S afLer SAO •.al:1dit

(7) Administrative payroll report files. 
Administrative reports and data relating to payroll
operations, including reports and data used for workload 
and personnel management purpose, and reports and papers
transmitting accounting data for special or routine 
reporting purposes. /

t,.uU... GRS a, 17c.. <:t... b-

(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. 

~ c,R.s ot/I S a , (,...,c, ~ a .I\...t ......-'\. - 1+0 
geiltJFQy uReR fSI:1l' :pear:! old. 0 -'( (f 

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

Destroy when four years old. 

(10) Retirement record files. Card files, Standard GC S .;;j~(c...
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. 

r_ ....H. iIIdlldiag origi...... to ... 8111mUHed to the NatioaaI Archive. _d Recowd8 Sewvice GPO.196>-0-711-917 
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Standanl Form No. 115-A 
Revised November 1951 Page 390.-Job No. _ 
GSA Reg. 3-IV -106 
Prescribed by General Servi~ Administration 

of __ pages115-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuaoon Sheet 

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

~)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 • 

.3Destroy 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 ~inancial 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. 

~~ Special audit advisory ser~iees-fi~es. 
D0etHflen-tsrelatili~-to oi1c:lait6enri~ils gtber than those~ 

GRS ¥().
 

r_ COllie., lael ...... origiaaJ, to be .... miH.d 10 th. NlllioaaJ Archiv •• OlDdReco~" S.nrice GPO.I963-0-711-917 
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Standard Form No. 115-A 
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Prescribed by General Services Administration Job No. _ page~
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115-202 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7.	 8. DESCRIPTION OF IITM 10. 
SAMPLE OR IITM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

rI. ~ • h rl .1 ;. '" "',.... rl "	 ,i,,,,,., ",F 

.,egee resldstiop projects, I?aftiei~at:i61l Oil leaseJ' 
~tl!'eR3'ie stlldy teams; p~Q81el£eH\ef'1tre~iew3, ana other 
~ec1al assignments:-

Bestroy fetll 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 Uf1TA 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 auditreport~. 

r...copi••• iad.dia. origia .... to Joe .... miH•• to the Natioa'" Jbchive. _. Reco~" Semce GPO,I~0-711-917 
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Standant Fonn No. 115-A 
Revised November 1951
 
Prescribed by General Services Administration Job No. _
 page!lL
GSA Reg. ~IV-106 

1l&-2n2	 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

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 Ur-ITAcommitments 
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 prograQs; and records relating to
 

9. 
SAMPLE OR
 

JOB NO.
 

10. 
ACTION TAKEN 

r_ copie., bad.lliag origiaa!, to ... aaIomiH•• to th. Natioaal Jbchiv ....... Reco~" lemee
 GPO.196>-0-711-917 
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Standard Form No. 115-A. 
Revised November Ig~1
Prescribed by General Service! Administration Job No. _ Page t(d--
GSA Reg. 3-1V -106 of __	 pagesUS-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORD~ontinuation Sheet 

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

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 (7~1J1A//}/~ 

(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. 

I Correspondence files relating to ~RS 1/..3C 
training. l2ermilRef\1!. 'frs1lsfer to reC!eral :Records 
ceAte£ ,;ficl'lfive years old. Offer to NARS when ten 
years oicl". 1>e:>~j v.,..,lUl.- S /\¥.A, (Ji2L ~ .s ~ 

#~.).~~1> ~v LlY4'~ 1°((. ~	 f'AY~L"""-'-'-:'~~~~~ 
\01 ~Mc.. 2 All others. Destroy when ~ year\ vd-	 ~ old. 

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

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

Destroy when one year old. 

3100 PROGRAM RECORDS 

(l) 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 ~ ~ ~........

w.,~~,	 ../ 

Destroy o/hen five years. OldyOf'"~ ~, ~ 
~~t'v~~ +~t..-<.--~~~, 

(2) Training manuals and related instructional 
directives. 

(a) Record copies maintained by the issuing
or controlling office. P8r~an8nt. Trilnsf8~inastivQ 
iilQ t;g Feaeral Recore:! Center whell fille yeats old. 

10. 
ACTION TAKEN 

r_ aopiH, iael.lIia. origilIItaI,lo be ......... " ... 10 the Nalio .. ea1 A<chive ....... Recor'" Service GPO: 196>-0-711-917
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORD~ontinuQtion Sheet 

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

(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. ~ GRS 1/31 
(a) O~fiee ef Pe£eeR~el. ~raR8fer to 

--Feoeral ReCOLOS Ceilter WAR tHree yeiirs old Federal 
Beco~d~ CeRtQC de~troy when tnfryeat§ old.--

~ 

old.-

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

Dispose of in accordance with item (1) above. 
ra. copio., bad ..... origilaal, to be ...... H... 10 the Natio ..... A.elaive. _d Ree .... 

9. 10. 
SAMPLE OR ACTION TAKEN JOB NO. 

Sonriee GPO: 196>-0-711-917 
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Prescribed by General Services Administration Job No. _ Page L/ 1 
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115-202 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

(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_ ........ origI ....., t.... 8aionUHed t. the Noti.nal A.chives ond R.c ..... Senric.
,bael.diII. GPO:1963-0-711-917 
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U&-202	 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORD8-Continuation Sheet 

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

(b) All other corresEondence and forms, GRS 1/
including cOEies of records dUElicated in Official I~.bPersonnel Folders and not Erovided for elsewhere in I 
this schedule. Destroy when six months old. 

(4) Unofficial Eersonnel folders. Employee GRS ,I I 
folders maintained outside personnel offices consisting \~C\... 
of materials pertaining to individual employees of the 
operating offices. 

~ G£S Ijlg?L, 
~est~91' EAf'ee Meuths after trailsfer or 

ee!;laratieliof emplOyee. 

fil~aRs~~1;~9 iRaethe fHe 011 !ete!,1 of 
(imf?lOlf~eto ~E9§~a~ effiee. Be!!t:ro, :i:naee:i:rqe fHe \tAell 
Hrve ¥eaf's a~o. filraRSfef'imrct:i:I1Efile to Federal-
RSQOH;!S CORter ',JAn aRO ¥eaE 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/d.a.-
fer red on or before December 3l[ 1947. Transfer to 
National Personnel Records Center, St. Louis,
Missouri, in accordance with Federal Personnel Manual 
Supplement 293-31. 

(b) Cards for emEloyees seEarated or 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. 

(7 ) EmEloyee record cards. Optional Form 4 or GR.<; rJ~ 
equivalent, used for information purposes outside 
personnel offices. 

Destroy upon employee's transfer or 
separation. 

(8) Statistical reEort files. Statistical GRS IJIe 
reports in personnel offices relatjng to personnel,
including retained copies of reports to the bivil 
SQPJiae CaJilmiSliiaR. 

~ 

Destroy when two years old. m~~ 

r__copie., iael.diII. oritPaeal.lo'" salnaiH"'1o lIIe Nolioueal Jhchiv ....... Recor'" Service
 GPO: 196>-0-711-917 

http:oritPaeal.lo
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Standard Form No. 116-A 
Revised November 1951 Job No. _ Page 1~Prescn bed by General Services Administration 
GSA Reg. 3-IV-l06 of __ pagesU[)-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuaoon Sheet 

7. 
ITEM NO. 

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

9. 
SAMPLE OR 

JOB NO. 

10. 
.'CTION TAKEN 

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) 
face sheets. 

Chronological file copies, including
Destroy when two years old. 

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

r_ -.ie., lad.lIla. origbuaI, 10 ... ..mnuHod 10 llae NCltioaal Archive ..... d aocorda Somco GPO.196>-0-711-917 
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9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO. 

(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 Gf<.s '/9
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. 

r_ copi .. , bael.diII. original, to ........ miH... to the Natioual &ehive. _ .. R.eo~'" Serriee
 GPO,196>-0-71 1-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

(2) WITHDRAWN • 

3450 EMPLOYEE RECOGNITION AND INCENTIVES RECORDS 

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

Destro,Y..wfte.R. years	 ~two ~c~ 
~~, 

(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 • 

..3Destroy 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 GRS 1/
abolished or description superseded. fb(~ 

(2) Position identification strips. Visible 
strips used to provide summary data on each established GRS 1/1/ 
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. 

r_ ....... original, to Joe salmaiH'" to the Notional &chives ...... aecords Service GPO. 196}-0-711-917
 ,bad.diII. 
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StAndard Fonn No. 115-A 
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OSA Reg. 3-IV -106 of __ pages115-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
IITM NO. 

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

9. 
SAMPLE OR 

JOB NO. 

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». ( ~ 

~~r9y wA~le ~~ ~/~ ~ G 

3710 LABOR MANAGEMENT RELATIONS POLICIES R eco R.l>5 

(1) Labor 
Correspondence,
labor-management 

( ) 
national 
other t 

management relations policy records. 
reports and related material concerning

relations policies in UMT~. 
USE GRS 1/ cx'1 

reements 
lerical and 

(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) Permanent. ransfer 
ten years old. 0 fer toto 

NARS when fifteen 

(b) Re iona~ 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 Sf and related 
correspondence. 

10. 
ACTION TAKEN 

r_ copie., lad.lIia. origiaal, 10 ........ miH .. 10 lJae N.lioaal ~cbi"e. _d Recorda Semce GPO'I96:>-0-711-917
 



---- -"---~---
j>':¢ 

Standard Form No.l15-A 
Revised November 1951 ~DJob No. _ Page _ 
OSA Reg. 3-IV -106 

U[)-202 

Prescribed by General Bervices Administration 

of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

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

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

Perman 
Center when ten y ars 
fifteen years old. 

Transfer to 
old. Offer 

Records 
when 

(4) 
relating
resolved 
practice complaints.
decisions and related 

Case files 

Destroy 

• 3750 CONFIDENTIAL FINANCIAL STATEMENT 

(1)
includes 
terests, 

Confidential financial 
statements of employment
and related papers. 

statement files 
and financial in-

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.! 

u.s e G R.. S J 3/ tt Q.. &-
Best~e~ five years aftQ£ elose of ease, OF 

Ht,t~ years a£te~ aRY e9\,ut act ion j 5 conclb161e6l. 

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. 

w.cz, GRs i/~~
QQe--tr..Q¥ five ¥ea-£s fo:U.ouiREj the eREl of tAG 

e1Jieudat jeet LO which taey relate 
r_ ~ ..,iad ...... origia"',lo be ..mmiHell to tile N.. lio ..... Archive ..... 11Recowu SeWYice GPO.1963-0-711-917 



Standard Form No. 115-A 
Revised November 1951 Job No. _ Page S ] Prescribed by General Services Administration 
GSA Reg. 3-IV-I06 of __ pages11&-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF In::M 
In::M NO. (WITH INCLUSIVE DATES OR RETENTION PERIOOS) 

(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 tweHty year~ after date 
of last entry. & ~ ('5, 

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. 

9. 
SAMPLE OR
 

JOB NO
 

GR5 1/
11
 

10. 
ACTION TAKEN 

Forward cards of employees transferring
within DOT to the medicat official at the gaining
organization. Destroy ~years after last entry. 

r... copie., bld.diII. origiacal, 10 lie ..-.un ... 10 tJae Natioacal Archive ...... Recorda Senrice GPO: 196:1-0-711-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF I~M 
I~M NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

(3) Hedical 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 MANAGE~mNT RECORDS. Thef· 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. 

9. 
SAMPLE OR
 

JOB NO.
 

G~S
 1/

~O .h 

10. 
ACTION TAKEN 
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11&-202 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORD8-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITI{ INCLUSIVE DATESOR RETENTION PERIODS) ACTION TAKEN JOB NO. 

(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 GI2S3) after July 25, 1974, of more than $10,000 and all ~c..(I)construction contracts exceeding $2,000. Transfer to 
Federal Records two years after final payment. Federal 

-4-3 ""..9,,-#."> .Records center destroy ~ years~atter ~eee1~t. 
to f:1"",1 MI'\UoV+, 

(b) Case files relating to transactions GRS 3/ 
=a:,.:f:...::t:..;:e:,:r--=:J..=u:,.:l:..L-,--=1;,:9...:.7...:4:.....:::o:.:f~.= 'Ia. ( ,;jv..=2;,:5:..L' ~.1:.=0:..L..=,0..=0..=0:.....:::o:.:r--=1:..:e=~s:..:s:.....:::a~n:..:d:.....:::c:.:o..:.:n:.:s..=t:.:r..=u:.;::c;.::t:.:i:.:0-:1n
~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_ copiH, iacJ.oIia. origiaeal, 10 Joe ....... Hed 10 Ille Nolioaeal Archive. oad Reeo .... Se.viee
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9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO. 

(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. Catalo3s, federal supply
schedu~es, and other publication1used in procurement 
operat1ons. 

Destroy when superseded, obsolete, or no 
longer needed. 

4600 PROPERTY 11ANAGEMENT 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 t~w years old. 

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

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

r_ copi.. , bad.lIia. origba"', to Joe .... miH.d to tho N..tiODal Archive. Clad Recwda Sentie. GPO.I!I6}--o-7"-917 
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1lS-202	 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORD8-Continuation Sheet 

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

(b) ReEorts on sUEEI:r:reSluirements and 
CRS -o/S {. Erocurement matters submitted for sUEEI:r:manasement 

EurEoses. Destroy when two years old. 
I 

(c) ProEert:r:insEection reEorts. Destroy Iwhen two years old. 

(d) ReEorts of surve:r:and lost EroEert:r:
 
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) Inventor:r:and Elant account cards and GfS 3/
ledsers used for eSluiEment Eur~ses. J;;)8St!;;O¥ I"RE!R to s 
itCffi i:!l wH:A6rowlI fram plaRt iilQ egu:rrt'. \,\5e GRS 3/,ob. 

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

(c) Work EaEers used in accumulatins stores
 
account ins data. Destroy when two years old.
 

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

(a) ReSluisitions for sUEElies and eSluiEment
 
from current inventor:r:or in storase, and related
 
resisters. Destroy when two years old.
 

(b) ReSluisitions and related papers docu-
mentins intra-resional and inter-resional EroEert:r:
 
transfer transactions. Destroy one year after
 
completion of transaction.
 

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

(a) ReSluisition files consistins of
 
Erocurement reSluest forms. Destroy when One year old.
 

(b) Requisition and shiEEinS files. Destroy

six months after material is received.
 

r_ aopiH, iael.diII ........ eaI, 10 ... .,.JmUHooi 10 u.o Nlltiolleal A<chive ..... 01ROCMU Se~ce
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORD~ntinuQtion Sheet 

7. 8. DESCRIPTION OF ITEM 

ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

(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. 

9. 
SAMPLE OR
 

JOB NO.
 

10. 
ACTION TAKEN 

r_ oopi•• , lad ....... ori8iDal, to Joe ...malH" 10 tJoe Ncatiollal Archive ..... d R.co~'" Semce GPO.1963-0-711-917
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORD8-Connnuation Sheet 

9. 
ITEM NO. SAMPLE OR 

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

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 C~ 31er.. ~ 
date of list. I' 

(b) Inventory cards. Destroy two years after GRS 3jiOb 
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 ~ cLaiiz,f~ ~"'1' 

4650 LOGISTICS SYSTEMS AND ACCOUNTABILITY RECORDS 

(1) Personal property in-use accountability files. 
Documents accumulated by property accountable officers 
and property cOllstodians 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 MANAGE~lliNTRECORDS 

(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. 

r_ ......,bld.diIl. origbuaI, 10 ... ..JmUHed 10lIoe Nalioaal Archive. aad Reco~"Senrice GPO.196}-0-7"-9'7 



---:
 
stanc1a.n'1 Form No. lll1-A. 
Revised November 1951 Job No. _ Page S-3Prescribed by General Services AdmInistration 
GSA Reg 3-IV-106 of __ pages1l~202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10.7. 8. DESCRIPTION OF ITEM 
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIOOS) ACTION TAKENJOB NO 

(C) ReSIuests for building and eSIuiEment I/S-maintenance servicesl excluding fiscal cOEies. Destroy GRS 
three months after work is performed or requisition 

Icanceled. I 
(d) Rental SIuestionnaire files relating to 

occupancy and rental of Government-owned buildings.
Destroy questionnaires two years after being superseded; 
destroy related correspondence after three years. 

4670 MOTOR VEHICLE MANAGEMENT RECORDS 

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

(a) Motor vehicle oEerating files. Destroy css laJlA 
when three months old. 

(b) Hotor vehicle maintenance files. ~S It/21>
Destroy when one year old. 

(c) Hotor vehicle ledger and work sheets CI2S /(/3 
Eroviding cost and eXEense data. Destroy three years
after discontinuance of ledger or date of work sheet. 

G/(S(d) Motor vehicle reEort files (other than /0/1 
accidentl oEerating, and maintenance reEorts) • Destroy
eRe- years after date of report.
3 

(e) Motor vehicle accident files maintained 6125 10/S-
bl transEortation offices. Destroy ~ years after 

~ case is closed. 

(f) Vehicle release and transfer files. GR.-S 10/&
Destroy ~ year saf ter vehicle leaves agency custody.

1 
(g) Motor vehicle oEerators files l including G/2.s /0/7

driver tests, authorization to use, safe driving awards,
and related correspondence. Dest~ t.hr ee -:-'*"~'" after 
separation of employee or three ~ ~s after recision of 
authorization to operate Government-owned vehicle,
whichever is ear~er. 

4670 TRAFFIC HANAGEMENT RECORDS 

(1) Bill of lading
cial bills of lading and 
transEortation units. 

files. Government 
supporting papers 

and commer-
maintained by 

rou _pi", iadodia. oritrinoJ, to........... HetI to the N.lioaeal Jl<clUves oad Recorda Semc. GPO.1116>-0-711-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO. (WITH 

8_ DESCRIPTION OF ITEM 
INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

old. 
(a) Issuing office. Destroy when 

-3 ~ years 

4680 

(b) 

PROPERTY 

All others. Destroy 

DISPOSAL RECORDS 

when one year old. 

(I) 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. 

4690 

Destroy four years after final 

EXCESS PROPERTY REPORTING RECORDS 

payment. 

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

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

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

GR S ;; Ix:-
7~ 
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9.7 8 DESCRIPTION OF ITEM 10. 
SAMPLE ORIITM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO 

4700 PROCUREMENT RECORDS 

(I) 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~aR~nt ~~aRSfer tg ~e6era*~eeo~ds Center 
WACFI one year 91"; ~ffep......eo !iARS after ten years. (!:1t JOj»-j&O 

;l)t!s~ w~ to ~ ~ , pt'1C 

(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 ces 3;13
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.
 

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

GPO: 116>-0-711-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORD8-Continuation Sheet 

9.7 8 DESCRIPTION OF IITM 10. 
SAMPLE OR IITM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO 

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 (;/2.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 r- ~~ "'f¥o(... '-fe,r/M../I1t--.+'lY><- 0('
(:~/eJ.-,1Ht- . 

(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_ copi", iad ...... original,lo Ioe S'Qlom1Hed 10 the Natioaal Archives aael Reco.cIs Se...,ice GPO, 1i6~0-7"-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 PERIOOS) 

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

(6) Bid Files. 

(a) Successful or unsuccessful bids. 

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

Destroy when superseded or obsolete. 

(7) Public Printer Files. 
requisitions on the Printer, and 

Records relating to 
all supporting papers. 

(a) Printing procurement unit copy of 
requisition, invoice, specifications, and related 
papers. 

cancellation 
Destroy three 

of requisition. 
years after completion or 

(b) Accounting copy of requisition. 

by related 
Destroy

account. 
three years after period covered 

(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. 

for 
(9) Inventory Requisition 

supplies and equipment for 
File. 

current 
Requisitions
inventory. 

completion 
(a)
or 

Stockroom copy. Destroy two 
cancellation of requisition. 

years after CP. S 3/9~ 

old. 
(b) All other copies. Destroy when 6 months GI(S ..3JCi.h 

Feu copi .. , iad ...... origiaaJ, to Joe aalmUH •• to the Natioaal Archiv •• au. R.c ..... S.mco GPO.11I6}-0-711-917 
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GSA Reg. 3-1V -106 of __ pages1l~202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
IITM NO. (WITH 

8. DESCRIPTION OF IITM 
INCLUSIVE DATES OR RETENTION PERIOOS) 

9 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

date 

(10) Inventory Files. 

(a) Inventory lists. 
of list. 

Destroy two years from GRS -3J10OL 
I 

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

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

GRS~;6oh 

Gf?53);OC 

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 
ficates and related papers. 

Destroy three years after 
related account. 

exemption certi-

period covered by 

(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. 

r....-.i..,bael ...... orisbaaJ, 10 ... sa!mUHe. to the NatioaaJ .IL.. ,hive ...... Re~or" Serrice GPO.1116>-0-711-917 



•Standa.r(J Fonn No. U5-A 
Revised November 1951 &L/Job No. _ Page __ ~ Prescribed by General Services AdmIDistration 
GSA Reg l-IV-I06 of __ pages1l~202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-COntinuation Sheet 

9.7 8 DESCRIPTION OF ITEM 
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO 

ed reports,
books, studies, au ovisual materia , or any oth 
final grant prod t and related r ords in text 1 
machine-readab e 

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 followships 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 record's relating 
to the decision to accept or reject grant applications.

Re-iedeJ-. Of\, I,cc<.:\-; """!; -

(a)~ Destroy three years after rejection.
Ac.c~-Ie&... ~.., Ii c.c.:t; c... s -

(b)A See it~ 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~~a~; allocation 
of funds, and project budgets. A 1'('. 1,1 5+-.k/~i{# 

frWV/sl'er -k FJ!..C ~ .;<, '1e(JJ'_~ aPk:.t- c/()se oF' ptojcc!.
Submi't to Pedet:al BQQon;'is CORteI!' fel! five 

yeaI!' l!'eteHtion, t~eH destroy. J)e5~ S ~rs. ~ ~ dose oP- projeC?f, 
(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. 

10. 
ACTION TAKEN 

ro. _pie., iIIcJacliag oritPzuaJ. to Joe ......... He.. to the Notioaal Jhchive ..... Record. Senrice
 GPO.I!I6~0-711-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7 8. DESCRIPTION OF ITEM 10. 
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETEJlTION PERIODS) ACTION TAKENJOB NO 

a, studies, 
to the leg

grant progra , its po1icie and basic 
and the rna gement and e 1uation of 

Offer years. 

(~)~ Correspondence and/or subject files GRS 3/
relating to routine operations and daily activites in 17b 
administration of the grant program. 

Destroy when two years old. 

(5 ) E blished repor
books, studies, rials, or any ther 
final grant pro records in xtua1 or 
machine-reada 

Submit s center for 
seven ye retention, 

4900 UNIVERSITY RESEARCH AND TRAINING PROGF~M 
(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 ~r~ 
years after re j ec t ion a- W-'~tLW",-( 

(b) Accepted applications. See item two ~ 
tlHos sehe6trl"e. 1-0 IIOWI"j, 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10.8 DESCRIPTION OF ITEM 
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETDITION PERIODS)	 ACTION TAKENJOB NO 

(2) Grant Project Files. Proposals or appli- GCS -?II~ 
cations, contracts, project reports, studies, { scJ.'''':1"

Sf Its" 

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

~bla;i.t ~e i"eoere! Ree6,;ss eel'l~ef'~6J; selJEilEl-
-ileal:l;etentii:61'1,t:helloestroy.' l .. FR.C ~o-><--- c..lose..D.M.S~~ 

o~ pcoje.c t-. })es~ ..3 ,--\rs ' Ic.::ter, 
(3) Grant Control Files. Indexes, registers, logs 

GRs 311~or other records relating to control of assigning
numbers or identifying projects, applications and grants. 

Destroy when superseded or obsolete. 

(4T S,;al'ltCO~l;eSEQl'laeRee al'laSwb3Eilct j:j,J,ee.= wytt...lrtt-wVL) 
(&) COJ:I:Eil5p6RSeneeaRsfQJ; 9\:1sjeet h!e6 \~II/&o

i IIC1t:td ing ILIElllOL dtida, s tuaieo, reperts, f6nftS ang otbe§
,	 lJoe~ ytLEilQOl;9Sre!ai:in9 to the le91!1!estas±iofiftlelltof the R-& t>)C..is+yoMt--gl:ant pJ:o'jre:m,its poHd:eo sesie	 and.;".aRa I?J;Qsed))rEilS, \~H~othe lllaRagelaeRt efta evaltlai:ieft 6f 'jJ;ants•....::. 

Offer tQ N:ARS after fj Heen years. -... 

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

Destroy when two years old. 

8.M--tLProduct l;u;~Qko

t d i -"-", . , F; ",,1 ~
 

(5 ) Final Files. Published reports, , 
_1.S U 1esrQuu.l.V ~~~~~ ~~~~~~~~'''~	 ::J... ".L 

preatlct dlla related te~s ift tel£tHaJ.f.Q£lAasl:!;ne-
d bi r ~,,--1- c..re r-•.,."I \"~".tu.c.+ 0 "'- '31'~+~ r-ee:a e orm.	 ~( ) ~ :-r:f 1"14A~k.f,..d: .b:J 1.<'1e), a .	 eec"nt c6f>j -- ct;sf'o~ of acco~;'j i-1> 1710 (\ 0.- C 

b All c--\-W.(" cet"es - l>l"'pose '* w-.~ rdo..-kA jr~ f("oj c+- 1='1 Ie , 
• /I. Sl:iialft:i:ttQ li!esel:OiIJ. CeIJteJ:~eSOI;Q5 Qr;

ser..,eft aest£Qyyea,; f'etelitieFl, l:ficl'l

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. 

r_ ......... eriFaaJ. Ie ....	 ~ &fO:l~711-'17
cI.... Ie ............ N.tieaalJbcl.h' ...... Ierrin
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R~vlsed November 1951 Job No. _ Page ~ 7Presertbed by General Services AdministratiOD 
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REOUEST 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 

after 

(1) Grant . lication Files. Applications,
memoranda, corres ondence and other records relating to 
the decision to ac ept or reject grant applications. 

3Destroy ~r years(a) d applications. GIl5 3' ?i.lr.~ f/~ 

t"ffis 
(b) Accepted

69RedlJ1 as , h,(fo-W:~" 
See itern two oM 

(2) Routine 
administrative cor espondence, reports and related 
records maintained the agency office of primary
interest relating to he administration of the planning,
management, evaluation and accomplishment of research 
and development program policies, and procedures. 

Transfer 
year old. Federal 
years later. 

al Records Center when one 
destroy fifteen 

(3) Fi 
a signed

technical research an cevelopment proble s, including
requirements for or the authoeization 0 projects, the 
scheduling and phasing 0 projects or rograms, and the 
control and coordination 0 research and development
project phases. Consists 0 agend , minutes of 
meetings, and documents relat g 0 the establishment,
revision, or termination of pro' cts; and papers
reflecting the group's action, r ommendations, and 
accomplishments. 

""iili~-
IS f'wri- cr:. 
:r:~"I av( t) 

Federal Records 
enter two 

Cent destroy 

nee. 

distributed t members. Destroy when superseded r 
obsolete or/'pon termination of membership, whiche er 
is earlier. 

r_ -.i"...d............. Ie ............ Ie ... K."--IJbcl.h' ..... a.-..1enrIcIe
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORD~ntinuation Sheet 

9,7 8, DESCRIPTION OF I"ITM 10,
SAMPLE OR I"ITM NO. (WITH INCLUSIVE DATES OR RETENTION PERIOOS) ACTION TAKEN JOB NO 

~ 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 pro~'ect a~thorization documents~ project

9e...u'a.' cch.o s ~cecards~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.

(~);a1 Research and development project working 
and control files. Copies of documents essentially
duplicated in project case files~ preliminary sketched,
drawings, specifications, photographs, and other working 
papers determined not to be of sufficient value to 
incorporate into project case files~ and related 
project control and progress control records. 

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

(6) Notebooks containing L() 'r-U.J..'lU<IJO- -

technical and SC1 in the conduct Is r /U'""i 0 f 
of research and d ~elopment projects. ~~ 

1.olOtl~ 

(a)
be du licated 
files 

Destroy
related 

Transfer to(b) :..:A=.l=-l....::.;=:=...-~~==
Federal Records Center old. Federal 
Records Center destroy ten 

GPO,116}-0-7"-9'7 



8taD4ard Form No.U&-A. 
R.vlsed November 1951 Job No. _Prescribed by General Services Adminl5tration page~
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORD5-Continuation Sheet 

9.7. 8. DESCRIPTION OF InM 10. 
SAMPLE ORI~M NO. (WITH INCLUSIVE DATES OR RETDIT/ON PERIODS) ACTION TAKENJOB NO. 

(7) 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 
Federal Records Cente 
NARS ten years later. 

Permanent. Transfer 
one year old. Offer 

to 
to 

'(~ !'.'J..ecLJecL tI 

Official 

Destroy when no longer(b) 
needed for reference • 

.NOTE.: /{ec.crDi l:of'jJ wll.lcL I> /'Yleo.: . '11e-J- j,.::J TR..I e, 
(8) Drawin and s ecification files. 

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

~e.r :::r.f<>~ 

IrlO 
V.f~". 

~s 

~ 

p<U'{ of' 

folo-o C I) 
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 

year after 
projects. 

(a) office co ies. Destroy
cancellation of related 

one 

(b) 
consolidated reports.
solidated reports. 

(c) 

Federal Records Center 

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

(a) Proposals result1n9 in authorized 
projects. File in related proje~ case file and 
dispose of accordingly. \ 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

Destroy two years
after 

(11) R search contract and a reement files. Case 
files of for al contracts and agreements with univer-
sities, comme cial concerns, individuals, and others 
for research a d development woek, and related papers,
but EXCLUDING chnical or scientific data furnished UMTA 
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). 

(12) Technical r ference 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 and development functions,
but EXCLUDING official fi e 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, testOng and demonstration of new facilities 
equipment, techniq es, and methods. 

(1) Applications,
memoranda, correspon ence records relating to 
the or reject grant applications. 

(a) Rejected Destroy four 
years after rejection. 

(b) Accepted a See item two of 
this schedule. 

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

9 10. 
SAMPLE OR ACTION TAKENJOB NO 

w\~J.r~"-
J.,> pM'fur :J...-fe-., 

(PIOa C r) 

r_ ~ eriFaaJ K.u...IJbcW a.-* ..me.. ~:'1il-0-711-117 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-COntinuation Sheet 

9. 10.8. DESCRIPTION OF ITEM 
SAMPLE OR 

ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO 

Subm t to Federal Records Center for seven 
year 

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

(4) ondence and subOect 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 files 
relating to routine operatio s and daily activities in 
administration of the grant 

Destroy when old. 

(5) Final product files. Published reports, books,
studies, audiovisual materials, or any other final grant
product and related records in t xtual or machine-
readable form. 

Submit Center for seven 
year retention, then destroy. 

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

(1) Gran lication files. A plications,~~~~~~~~~~~~ t"h+i •.'&-rtu.;o<\,-memoranda, corr and other ords relating to i~ ~ile..ethe decision to applications. W:'\-l 
~ (a) Rej cted applications.

years after reject~ • ~JC-O{) 

(b) applica tions. 
this schedule. 
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8taD4a.rd Fonn No.l15-A 
Revised November 1951 Job No. _ Page '7~Prescribed by General Services Administration 
GSA Reg. 3-1\'-106 

U6-~ 
of __ pages 

_ 
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

~~ 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~Vr/ ~ ~~ o.I;tvJ 1Submit to Federal Records GenterJtfdtsbeR 
y~e'ftaf-r-I~~l,t)e;e-M~~-eet'f'n~,,t;e.n flestroy +:~ .,e;aw, ~~J?!~( 

~ 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 
W'(~)(a) 

J..oes 1'\.0'1-including memoranda 
e.r-' s\-records relating to 

grant program, its p
the management 

if teen 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, w~~-
studiesr audi visu materials, any other final grant lS ~il~ 
product and related ecords in te tual or machine- w-N-tv 
readable form. ~ 

z{JcJ7)L f)
Submit for 

., 5 v/tdubL "'1 ......17/°. 
Corres-

pondence, memoran a, reports, and re ated papers
pertainjng to the coordination of pI s and pOlicies
for the developmen , improvement, aintenance of 
mass transportatio facilities. Trans er to Federal 
Records center one ear after supersede. Destroy
after tEn years. 

r_ -.Me d u...lAwcW ~ Ie"," QO :IIU-o-711-117 

http:1......17
http:8taD4a.rd
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8t&ndard Form No. 115-.& 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

97 8. DESCRIPTION OF ITEM	 10 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETDITION PERIODS)	 ACTION TAKENJOB NO. 

(7) ~M~e~t~r~o~~~~~~~~~~~~~~~~~~~files, w i'ltJ.rwM-including corres tecof-tts ttffi 
briefings.	 Pilei.., ~iV 

~lOV (,) 
9000 Capital and Operating Assistance Programs

(Sections 3,5, 16(b) (2),17,18, and Title 23). The 
records described below relate to the administration of 
programs providing capital and operating assistance to 
States and local public bodies and agencies thereof. 
These programs include: acquisition, construction,
reconst.ruction, 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 

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

SUbffii~SF 115, Reqaest for Records 
Disposition sytho£ity. 

(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 ondence and sub 
(a) espondence and lor su ject files 

including studies, reports, fo ms and other 

r_ -.Me d	 Ited tieaaJAwcloh' ~ ...... 
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(1)	 Gr arrtCase ~'iles. Proposals or applications, contracts, project reports, 
final aud..t.s , studies, cert if'dc-rte s, agreements, general correspondence, 
and other records relating to the receipt, review, award, evaluation, status 
and monitoring of grunts; allocation of funds, and project budeets. 

(a)	 Operating Assistance Grants 

'I'runsf'er Fk~C grant Destroy 7 years transfer.to when is closed.	 after 

(b) Cap i.t.a.l. Ass i.stance Grants 

(1)	 Vehicle Pr-ocuremerrt Grants 

Destroy Ie years after comrletion of procurement. 

(2)	 Construction Grants
 

Destroy 20 years after completion of project.
 



8taDdal'd Form No.l15-A 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-COntinuQtion Sheet 

9.7.	 8. DESCRIPTION OF In:M 10.
 
SAMPLE OR
In:M NO. (WITH INCLUSIVE DATES OR RETDITION PERIODS)	 ACTION TAKENJOB NO 

records relati g to the legal esta lishment of the grant

program, its p icies and basic pr edures, and the
 
manaqement; and e 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) 

(6)	 Project files on 
vJ 1'it..J..-~-approved mass ransit projects con isting of the above IS paxfmentioned impac statements and aIr related corre-

o~ f~c&spondence and do uments.	 c..a..~e r.te I 
(a) e years


Transportation istration has app
 

\~ '1~(0
FUNSI, for a propos d action, the subj

sent to the Federal ecords Center.
 

(b) Controv rsial projects ma sent
 
until three years after any litigation ha
 
resolved.
 

(c) If the EIS or FUNSI, were pr

future projects which will be evaluated and hich are
 
intended to have a prior fi ding action appli d, the
 
EIS or FUNSI must be retain d in agency until
 
administrative actions has b en taken on the 1 st
 
project.
 

Destroy ten yea after the materi
 
has been received by the Federa Records Center.
 

SI'O :1.)-~71I-1117 
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