
•• 
Standa.ri!'Forxn NO. 111S 
fi.evised November 1951 
Prescribed by General Services REAT FOR AUTHORITY Admlnistratton 
GSA Reg. a-IV-10G 

115-102	 TO DISPOSE OF RECORDS 
(See Instructions on Reverse)

---..-----------------------------1 DATE APPROVED 
TO: ENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON 25, D. C. 

I. FROM (AGENCY OR ESTABLISHMENT)	 NOTIFICATION TO AGENCY 

DOT, NHTSA 
2.	 IN ACCORDANCE WITIl TIlE PROVISIONS OF PUBLIC 

National Highway Traffic Safety Administratior LAW 91-287 DISPOSAL OF ITEHS MARKED "DISPOSAL 
APPROVED"	 IS AurnORIZED. 

3. 

artment of Tran tion 
4. NAME OF PERSON WITH WHOM TO CONFER	 TEL. EXT. 

David	 H. Leavitt 62968 

6. CERTIFICATE	 OF AGENCY REPRESENTATIVE: 

I hereb!tjer;JY that I am authorized to act for the head of this agency in matters pertaining to the disposalof records, and that the recordsdescribedin this list or 

scheduleof pagesare proposedfor disposalfor the reasonindicated: ("X" only one) 

A B The recordswillceaseto have suffi' t value 
to warrant further retention on th xpiration
of th riodof ti i dicated 0 the occur-
re f the even ified.D	 ~ 

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

OFFICE ADMINISTRATION. These records accumulat
 
in individual offices and relate to general

office administration and administrative suppor

functions.
 

1.	 POLICY AND PRECEDENT FILES. Copies of documents 
reflecting the establishment of internal policy
or precedents pertinent to current and future 
procedures within the office. These files are 
maintained at the operating level. Official 
record copies will not be placed in this file. 

TEMPORARY:	 DestEoy when superseded or obsolete 

2.	 OFFICE GENERAL PERSONNEL FILES. Paper that 
relate to day-to-day administration of employ-
ees in individual offices, including papers
that relate to time and attendance, reports of 
overtime, and training requests. 

TEMPORARY:	 Destroy in 1 year or when super- ISPOSA1. APUQV£D 
seded or obsolete. 

3.	 SUSPENSE FILES. Papers arranged in chronolog-
ical order as a reminder that an action is 
required on a specific date; a reply to an 
action is expected if not received should be 
traced on a given date. 

TEMPORARY:	 Destroy on the date under which r..~ ~_.~_.-~	 Iljb~~~OVE 

Four copies, including original, to be sub_ilted to the National ~chive. anel Records Service 16-6942\1-3	 GPO 



• 44,11· 174-
standard FOrIl1 No. Ill;': 4 • 
Revised N ovem ber 1951 2 
Prescribed by General Kervices Administration Job No. _ Page, _ 
GSA Reg. 3-IV-I06 

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 TAKENJOB NO. 

3.(Con't) 

4. 

superseded if all actions have 
cleared and reference is no longer
required. 

CHRONOLOGICAL FILES. Copies of outgoing
correspondence arranged by date, and maintained 
for periodic review by staff members or for 
cenvenient reference. 

TEMPORARY: Destroy when I year old. Earlier 
destruction is authorized. 

5. TRANSISTORY FILES. Correspondence, messages,
and other documents maintained for reference;
copies of documents which require no official 
action; letters of transmittal, routine reques
for information and replies there to involving
no administrative or policy decisions and no 
special compilations or research. NOTE: To 
maximum extent practicable, transistory papers
should be destroyed without filing. File 
only when needed for more than 30 days. 

TEMPORARY: Destroy when I year old. Earlier 
destruction is authorized. 

s 

DISPOSAl. APPROVED 

6. 

7. 

WORKING PAPERS. Includes rough drafts, notes,
and mater1als accumulated in the development 0 

a final product. 

TEMPORARY: Destroy upon completion of the 
project or action or after I year 
if purpose has been served. 

REFERENCE PUBLICATIONS. Copies of publication
maintained for reference purposes. Reference 
publications will be filed and arranged to 
best meet the needs of the user. NOTE: Public-
ations need not be placed in file folders. 

TEMPORARY: Destroy when superseded, obsolete, 
or no longer needed for reference 
purposes. 

lSPOSAL APPROVE~ 

ISPOSA1. APPROVE] 

F..... ".pies, illcl.dillg Origillal, to b. 8abndtted to the National Archh, •• GIldR.ccn:ds S.rvic. 16-liQ-i2S-2 .po 



r .	 fiN. 174- 44SUmda<d FO:" No. ., •r Revise.d November 1951 
Prescribed by General Services Adunnistration Job No. _ Page, ~3 __ 
GSA Reg. 3-IV-11l6 • 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 TAKENJOB NO. 

8.	 TECHNICAL REFERENCE MATERIAL. Copies of motio 
pictures, sound recordings, still photographs,
maps, graphics, and similar materials maintain d 
for reference purpose. 

TEMPORARY.	 Destroy when superseded or obsolet , JSP~SA1. APPROVED EXCEPT	 accountable or reusable 
material which will be returned to 
the source of supply. 

9.	 COMMITTEE, CONFERENCES, AND MEETINGS. Copies
of documents pertaining to office partici-
pation in or association with committees,
conferences, meetings, and related activities. 
Includes correspondence such as notices of 
meetings, agenda, notes taken during meetings, 
and information of general nature. NOTE: 
This file for reference purposes only. Do 
not use when pertains to specific project or 
case files. These will be filed with individ-,
ual project or case files. 

JSPD~ AP.PJl.OYJ1DTEMPORARY:	 Destroy after 1 year or when
 
purpose has been served.
 

10.	 HEALTH, WELFARE, AND CHARITIES. Consists of 
documents pertaining to various charitable,
health, and welfare organizations, including
the blood donor program. 

~S"'OSM. APPRilVEDTEMPORARY:	 Destroy after 1 year or when
 
purpose served.
 

11.	 COMMUNICATIONS. Correspondence and related
 
mater1al pertaining to the communications !
 
operations and communications equipment. i
 

I 
lSPOW. AP.l'ilO'!I'.DTEMPORARY.	 Destroy after 2 years if no
 

longer needed.
 

12.	 COMMUNICATIONS MESSAGE RECORDS. Copies of al
 
messages received, relayed, or transmitted,

including classified messages, usually main-
tained chronologically by the date time
 
group or by message control number. DO NOT
 
use for action or retained record copies of
 
messages; these will be filed with the
 
official action correspondence.
 

F• ..., c.pi •• , incl1lding original, t. b. mai>miltecllo tbe Rational Jbcbi ...." aad nooo~u S.~"ic. 



4 • (JM· 174- 4 4 3tandard Form. No. U5a .. 
Revised November 1951 ,..
 
Prescribed by General Services Administration Job No. _ Page __
 
USA Reg. 3-IV-l00
 

of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 
I7. 8. DESCRIPTION OF ITEM	 10.

SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 
1	 -

12 .(Con' t) TEMPORARY:	 Destroy after 1 year. Earlier 
disposal is authorized. 

13.	 TRAVEL. Consists of copies of travel orders,
 
per diem vouchers, transportation requests,

hotel reservations, and all supporting papers

relating to offical travel or employees.
 

TEMPORARY.	 Destroy after 4 years. ISPOSIJij. Jl.FPUCi"O:-.". 
14.	 PASSPORTS AND VISAS. Correspondence and/or


documents pertaining to procurement of pass-
ports and visas for overseas travel.
 

TEMPORARY:	 Destroy when no longer needed for ISPOSAL APpaO'tlE':current operations. I 
15.	 TRANSPORTATION RECORDS. Files pertaining to ,'~l


the overall aspects of providing transportatio~

service liaison and negotiations with other I
 
officials representing transportation interest.
 

1TEMPORARY:	 Destroy when superseded, obsolete ,- DISPOSAL APIlIl&. ': •. 
or no longer needed. 

16.	 REPORTS (General) This file includes trip

reports, ASAP Quarterly Reports, Narrative
 
Reports, Fatality Reports, ASAP Progress

Reports, Weekly Activity Reports and similar
 
reports maintained for reference.
 

11S•OlALTEMPORARY:	 Destroy after 2 years. Earlier ",""0 
destruction	 is authorized. 

I 

17.	 STATISTICAL REPORTS FILE. Copies of reports

reflecting the postage used on outgoing mail I
 
including special delivery, registered,

certified, parcel post and air mail.
 

TEMPORARY:	 Destroy after two years. DISPOSAL APpnO"~ 

1"0... c.pi •• , iuch ..!iUIJOrigiDaI, to b. C1abrniltod to the National A..chi .... aDel a.co",els S.rvice 16-~5g428-2 GPO 



--

Itt. 174- 4 4 
·	 Standard Forzn No. lISa 

Revised November 1951 
Prescribed by General Services Administration Job No. Page..;;,S__ 
GSA Reg. 3-IV-H16 

of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. S. DESCRIPTION OF ITEM	 10. 
SAMPLE OR 

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

BUDGET AND FINANCE. Records pertaining to the
 
performance of budgeting, accounting, and
 
financial management functions.
 

18.	 POLICY. Records reflecting the establishment 
of policy and procedures governing budget,
accounting, and financial operations. 

DISPOSAL NOTV H)PERMANENT : COFF each FY, hold 3 yrs, and 1\ APPROVED 
retire to WNRC. r?.evi et.v affer ~-yet)rs. fov {"Ire ""vQS, 

~ ~)Reference Copies: Destroy when superseded or DISPOSAL. APPilu ~" .... obsolete. 

19. ACCOUNTING RECORDS. Records pertaining to the 
financial transactions of the Administration 
and which reflect the results of accounting
operations and the official financial position
of the Administration. They include copies of 
budget authorizations, and applicable documents' 
recording the commitments, obligations, and 
expenditures of the Administrations funds. 
P/SPC' ';.A L /VeT A U-r#4 oR 12GP ~ISPOSAL HOT 

APPROVEDl( c:t) fBI gp'iliW'fiW:	 COFF each FY, hold 2 yrs, and
 
retire to WNRC. Re r/1'eW ~my s: (f>ti S',
 

~ ~)Reference Copies: COFF annually, hold 1 yr 
DJ ~POSAL APPROVEDand destroy. 

20.	 ACCOUNTING SYSTEM RECORDS. Documents which 
support the recording of commitments,
obligations, allocations, allotments, and 
accrued expenditures paid and unpaid. 

TEMPORARY: COFF each FY",hold 4 yrs after D SPOSAL APPROVED obligations have been liquidated
and destroy. 

21 •	 BUDGET RECORDS. Records reflecting budget
estimates, justifications, and vexeout.Lon by
fiscal year and by appropriation. They reflect 
the development, preparation, submission, and 
adjustments to the Administrations budget and 
related papers. 

ISPOSAL HOT 
t a\PERMANENT: COFF each FY, hold 3 yrs, and APPROVED 

retire to WNRC. 

~ 1~)Reference Copies: COFF Annually, hold 1 yr	 DJ POSAf ipPROVED 
t and destroy.

Fe.... ".pi••, iaetadillg origiaal, to be _bmitted. to the National ar"hil, .... ad 1l.,,0~d. S.~.t"e 1«1-50428-2 GPO 



, Standard Fonn No. 115a e	 IN· 174- 44 
Revised N ovem ber 1951 
Prescribed by General Services Administration	 Job No. _ Page_6__
GSA Reg, 3-IV-H16 

of 2.Q... 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)	 ACfION TAKENJOB NO. 

22.	 CIVILIAN PAYROLL. Records accumulated by

cert1fY1ng officers under current civilian
 
payroll costing procedures, including all
 
records which have resulted from or will result
 
from the payment of appropriated funds to
 
civilian employees. They include time and
 
attendance; pay and payroll; leave; income
 
witholding tax; FICA tax; Civil Service
 
retirement contributions; life and health
 
insurance; savings bond deductions; special I
 
payments and claims; unemployment compensation;

miscellaneous deductions and collections; and I
 
related data. !
 

.	 f d i iTEMPORARY:	 Destroy a.n 4 years a ter GAO au 1t,1 ~SPDSAL APPROVED as applicable.	 I 
OFFICE OF CIVIL RIGHTS. The files described
 
here1n are created as a result of NHTSA's
 
compliance with the Federal Governments policy

guaranteeing equal employment opportunity to
 
all persons without regard to race, color,

creed, or national origin.
 

23.	 EQUAL EMPLOYMENT OPPORTUNITY FILE. Documents 
relat1ng to rev1ew, preparat1on, issuance and 
interpretations of directives or instructions 
concerning equal employment opportunity for 
civilian personnel. Included are copies of 
basic directives and instructions, coordinationl 
actions, interpretations and requests thereto,
and similar papers. . I 

DISPOSAL HOTPERMANENT:	 COFF annually, retire to WNRC afterl APPROVED 
I year. 

24.	 EQUAL EMPLOYMENT OPPORTUNITY ADMINISTRATIVE 
FILE. Documents relating to general and 
routine administration of equal employment 
opportunity matters. 

TEMPORARY:	 Destroy after 2 years or earlier if 
no longer needed for reference. !!!: !DSAl, APPROVED 

F.... copi •• , incl.cling original, to be sahm.ilted to the National Jlrchi ....o. anel aocozel. SorYice 16-60428-2 GPO 



IN· 174- 44 
·	 Standard Form. No. 115a 

Revised November 1951 7 
Prescribed by General Services Administration Job No. _ PS/ie:- __ 
GSA Reg. 3-IV-l00 

of _.3 _0 _ 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 TAKENJOB NO. 

-----j I 
25.	 EEO REPORTING FILE. Documents accumulated in 

report1ng on activities, and conditions 
related to equal employment opportunities.
Included are statistical and narrative reports
summaries, and related papers. 

TEMPORARY:	 Destroy after 2 years. 
~ ~O&AL APPROVED 

26.	 EEO SURVEY FILES. Documents accumulated in 
conducting surveys of the implementation and 
effectiveness of the EEO program. Included arE 
reviews, appraisals, recommendations and 
final survey reports. 

TEMPORARY:	 Destroy 2 years after completion 0
 

next surveyor on discontinuance.
 

27.	 EEO COMPLAINT CASE FILE. Documents reflecting
compla1nts of personnel concerning equal " 
employment opportunities. Included are com-
plaints, transmittal letters, investigative
data and summaries, finding of fact statements 
final disposition reports, acceptance state-
ments, withdrawal notices and similar papers. 

TEMPORARY:	 Destroy 5 years after close of
 
case.
 

28.	 EEO REFERENCE PAPER FILE. These papers relate I 
to the EEO program and consist of rough drafts, 
feeder reports, notes and similar working : 
papers accumulated in preparation of communi- I 
cations and studies. 

TEMPORARY:	 Destroy 3-6 months blocks or 1 ~~s.u. APPROVEDyear after completion. 

29.	 TITLE VI COMPLIANCE REVIEW REPORTS - EXTERNAL. 
Includes reports of data collected 1n a city
or state of the employment practices to 
ascertain adherence to the rules and regula-
tions as outline in Executive Order 11246 and 
the Civil Rights Law of 1964, with related 
papers. 

TEMPORARY:	 Destroy 5 years after completion

of contract.
 

1' .... ".pies, illc:ladiag' Origillal, to be sabanitted to the Natioaal A~c:hi'V.saad R.".~ds S.~vic:. 18-150428-2 GPO 



jH· 174- 44 
Standard ForJU No. 11Sa 
Revised November 1951 8 
Prescribed by General Services Administration Job No. _ Pa!'b-_-GSA Reg. 3-IV-1Q6 

of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuanon Sheet 

9.7. 8. DESCRIPTION OF ITEM	 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. --------------------------------------------1--------,- I 

30.	 POPULATION STATISTICS. Statistics of area
 
where contract is in force. Statistics are
 
gathered from Bureau of Ceft5ensus, or Chamber
 
of Commerce, with related documents.
 

TEMPORARY:	 Destroy 3 years after completion

of contract.
 

31.	 CIVIL RIGHTS ASSURANCE. Letters of commitments
 
from the governors of each state, assuring that
 
each state will comply with Federal Regulations,

as they apply to equal employment opportunities

in the Highway Safety Programs, with related
 
correspondence.
 

TEMPORARY:	 Destroy 3 years after completion

of contract.
 

32.	 MINORITY GROUP ORGANIZATION FILE. This file
 
consists of conferences attended and meetings

held with the minority group organizations

throughout the united States. The file is
 
necessary to keep abreast of the actions and/

or requests of minority groups, e.g., The
 
Urban League, NAACP, League of United Latin
 
Citizens and The American GI Forum.
 

TEMPORARY:	 Destroy after 3 years. I 
LEGAL AND LEGISLATION. The files described I 
here~n relate to the initiation and coordination 
of legislation either sponsored and supported
by or of interest to the Administration,
legal opinions, and litigation files. 

33.	 LEGISLATION FILES. Documents accumulated in
 
the preparat~on and processing of legislation,

Executive Orders, and reports on legislation

proposed by or of interest to the Adminis-
tration. Included are correspondence, drafts
 
of proposed legislation, reports to congres-
sional committees on introduced legislation,

comments on pending bills and legislative

proposals with related papers.
 

DISPOSAL NOT 
PERMANENT: Retire 2 years after enactment or APPROVED 

on deletion. 

Fo.....copi ... , iacJadiag origiaaJ, 10b.... bmilled to Ihe NatioaaJ JbcN ..... aad aecorda SerYice 



nN·174-:- 44 
Standard ForD1No. 115a 
Revised N ovem ber 1951 
Prescribed by General servlces Administration
GSA Reg. 3-lV-1OG 

JobNo. _ Pag.e..-..:.9__ 

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 TAKENJOB NO. 

34.	 LITIGATION CASE FILES. Documents relating to 
actual or potential legal proceedings in which 
the NHTSA has an interest. Included are 
advisory reports, litigation reports; commu-
nications with other organizations, agencies,
and individuals within and without the 
Federal Government, and related papers. 

PERMANENT: COFF on complet!on of ljtigation, DISPOSAL NOT 
retire to WNRc.;<ev/etv dt-Iev >- Y€<lIfS APPROVED 

foV" A rc~ IV -<? <:> 

35.	 LEGAL OPINION FILES. Documents reflecting
legal opinions which are accumulated incident 
to questions proposed in connection with 
interpretations of laws, regulations, inves-
tigations and similar legal matters, but 
exclusive of documents relating to a specific I 
investigation or case.	 I' 

DISPOSAL NOT PERMANENT: COFF on obsolescence and retire APPROVEDto WNRC. R~(Jf€w rfTey sleaLrs FC' r 
Ar cl,,j(l "=' ~ 

36.	 STANDARDS. Correspondence and related 
material pertaining to the issuance of rules 
and safety standards for motor vehicle and 
motor vehicle equipment, manufactured by
foreign or domestic firms. 

~ISPOSAL NOT PERMANENT: J:l€;8!il8oal ilW'is .it!~l!ed. Transfer APPROVEh 
to WNRC when no longer needed.ReviEw fJi~rs t-eay~ orArctllvt>;'

I 
37 . D0 FILES. Inc u es correspon d f· ICKET 1 d ence, lrm,'/VfVl72.-/1 (.-

monthly reports, congressional letters 
relating to the docket, interpretations, and 
similar papers. Tr I I t=r- >- Y I	 Ilovda.) Dos, roy Cfti elf,,1 ea	 I~U:w. APP.aT I e r rS". 

PERMANENT: qI~~ • J"\11h3GZ nceae:1 :cm:ra 
r~4:;i£ e Ee HUR!!. I~€ v,~w a fIR r s: ~e H> DISPOSAL NOT rc r Ira ()ste r -rn Arc t, ,"vet;.. APPIlOYE.D 

MANAGEMENT AND PLANNING~~~r1es accumulated 
in connection with management and planning
functions. They relate to the planning,
programming, standardization and improvement
of management functions, surveys, records,
reports,	 forms and directives. 

r....".pies, iacl_diag origiaal, to be Albmitted 10 Ibe N..lioaal Jbchi ...... lid R."o~d. Se~Yic. 16-50428-2 G~O 



Standard FOrIllNo. Hoa 
Revised November 1951 
Prescribed by General Serviees Admtnistration Job No. _ 
GSA Reg. 3-IV-106 

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. 

38.	 POLICY. The development and implementation
of policy pertaining to the organization,
mission, and functions of the administration,
and records resulting therefrom. 

DISPOSAL HOTn)pERMANENT:	 Hold 1 year after revision; retir APPROVED 
to WNRC. 

(y) Reference Copy: Destroy when superseded or 
ISPOSAL APPROVEDrescinded. 

39.	 NHTSA PROGRAMMING SYSTEM. The method and 
procedures for ·,establishment, maintenance and 
review of annual program proposals and 
financial program, and the internal and 
external programs required to carry out the 
assigned responsibilities of the Administra-
tions functions. 

DISPOSAL neret) PERMANENT:	 Retire to WNRC 1 year after file APPROVEDIbecomes inactive. 
I

6- ) Re ference Copy: Destroy when purpose has bee9	 APPROVED~ISPOSAL 
served. 

40.	 PROGRAM MANAGEMENT RECORDS. Records of 
programs establlshed by office directors in 
support of the NHTSA Programming System
which include annual program objectives and 
the manpower, material, and financial 
resources to achieve the objectives. 

DISPOSAL NOT~)PERMANENT: Retire to WNRC 1 year after file APPROVEDbecomes inactive. 

~)Reference Copy: Destroy after 2 years.	 I 
I ~~S"USllU. APPROVED 

41.	 MANAGEMENT EVALUATION. Studies, analyses, or Isummaries created in the comprehensive review
 
of organizatlonal structure, functional
 
assignments, operational procedures, perfo~T.

mance standards, and problem areas.
 

DISPOSAL HOTa) PERMANENT: COFF annually, hold 1 year, retir APPROVEDto WNRC. 

6)Reference Copy: Destroy when purpose has 
been served. DISPOS~ APPROY i:.. 

1'0_ copie., iucilldiag original, to be ... bDdttecl to tb. Matiollal A~cbi" •• aad lI..co~d. S.~Yic. 16--69428-2 "PO 



IN· 174- 4 4 standard Forlll No. U5a 
Revised November 1951 
Prescribed by General Sen ices Administration Job No. _ Page, .:l=..:l=--_
GSA Reg. 3-IV-Hl6 "'jQ

of __ pages 

7. 
ITEM NO. 

42. 

43. 

44. 

45. 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

ORGANIZATIONAL PLANNING AND MANPOWER
 
AUTHORIZATION RECORDS. Organizational and
 
functional charts, personnel charts indi~
 
cating grades and ratings, manning documents
 
reflecting the allotment (increase or decreas
 
of personnel spaces in the Administration
 
with related documents.
 

DISPOSAL NotPERMANENT: Retire to WNRC when no longer APPROVEDrequired for current operations. 

MANPOWER STUDIES. Documents created in
 
connection with manpower surveys and studies
 
concerning personnel authorizations, manning

levels, manpower analysis and requirements,

with related material.
 

PERMANENT: Retire 1 year after file become DISPOSAL NOT 
inactive. APPROVED 

PUBLICATIONS AND PRINTING MANAGEMENT. Docu-
ments reflecting the management of publicatio s
 
and printing functions.
 

DISPOSAL 
APPROVED

/J{:>POSJIL tVfYT A«ruo« rz:£D AT I~ IS 1/ (VI t; , NOT 

~-....---~..... ~ -- - Retire to WNRC after 2 years if . 
no longer needed for reference. R.~ IE:' W 
Jfiev 5-years. 

DIRECTIVES MANAGEMENT. Case filed record sets
 
of NHTSA publ~cations, such as Orders,

Notices, Manuals, Information Bulletins.
 
Includes a copy of the publication, the
 
coordination sheet, a copy of each form if
 
prescribed by the publication and related
 
papers. Record sets of amendments and re-
lated background material are filed with
 
the basic publication which they change.
 

~) PERMANENT: Hold 1 year after supersession or DISPOSAL NOT 
APPROVEDrecissioni retire to WNRC. 

~)Reference Copy: Destroy when superseded or DISPOSAl. APPROVED 
rescinded. 

1'0...... pies, i.cladiJllJ origi.aI, to be ..... ndtt ... to the NatioJlal Archi ..... GIldR.co~a S..~"ic. 16-&g428-2 gPO 

http:origi.aI


standard Form No. lIsa 
Revised November 1951 
Prescribed by General Sen ices Administration Job No. _ Page 12 
GSA Reg. 3-IV-lll6 

of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM	 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVEDATES OR RETENTIONPERIODS)	 ACTION TAKENJOB NO. 

----- I 
46.	 RECORDS MANAGEMENT. Planning and management

records reflecting the development, establish-
ment, issuance, and revisions of plans,
policies, standards, procedures, and systems
governing the creation, maintenance, utiliz-
ation, and disposition of NHTSA records. 

DISPOSAL NOTa.) PERMANENT:	 Retire to WNRC 1 year after file APPROVED 

becomes inactive. 

~SPO&AL APPROVE~?)Reference Copy: Destroy when superseded or
 
obsolete.
 

47. RECORDS RETIREMENT. Copies of Records Trans-
mittal and Receipt (SF 135) and related 
correspondence reflecting the retirement of-
records to WNRC or other agencies, maintained 
for reference in future requests for service. 

, 
DISPOSAL APPRoveTEMPORARY:	 Destroy 2 years after records I
 

listed thereon have been destroyed.
 

48.	 RECORDS MANAGEMENT STUDIES AND SURVEYS. 
Documents created as a result of management
stucfies and surveys in the review, appraisal
of NHTSA records holdings, equipment, micro-
filming applications and information storage
and retrieval systems. 

DISPOSAL NOTex.) PERMANENT:	 Retire WNRC 1 year after file 
APPROVEDbecomes inactive. 

~)Reference	 Copy: Destroy after next survey. ~~s.AJ. APPROVED 

49.	 RECORD l-1ANAGEMENTREPORTS. Documents re-
flecting the progress of all phases of record 
management, records and equipment holdings,
volume of records transferred to WNRC or 
destroyed in CFA, with support documents and 
feeder reports. 

C(,) PERMANENT: Retire to WNRC 1 year after file	 DISPOSAL NOT 
becomes inactive.	 APPROVED 

~) Reference Copy: Destroy after purpose has DI~PO&AL APPROY£l 
been served. 

F.... ".pies, i.."I.clillg .rigi..al, to b. submitted 10Ihe National ./hchh, •• alld R.co~ds Se~Yi". 16-39428-2 GPO 



standani ForD1. No. 115a •. 174- ~ ~ 
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GSA Reg. 3-IV-106 ----- of 30 pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

I	 9.8. DESCRIPTION OF ITEM	 10.
SAMPLE OR 7. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN ITEM NO. JOB NO. ---------------------------------------------\--------[--------

50.	 FORMS MANAGEMENT INSTRUCTION FILE. Docu-
ments which directly contribute to the formu-
lation and direction of the program to control
 
the use, standardization, construction, num-
bering and distribution of forms.
 

PERMANENT:	 Retire to WNRC 1 year af~er file DISPOSAL NOT 
becomes inactive. APPROVED 

51.	 NUMERICAL FORMS FILE. Case files of NHTSA 
forms. Files contain a copy of each request
for approval, and revisions or reprints
thereof, copies of reproduction requisitions;
one copy of each approved edition of the 
form; and the directive governing form usage. 

PERMANENT:	 Hold 1 year after discontinuance I 
DISPOSAL NOTor obsolescence, retire to WNRC. APPROVED 

52.	 REPORTS MANAGEMENT. Policy and procedural
direct~ves relating to the operational
control of the Reports Management System, the 
Reports Management Index File, and related 
data. 

DISPOSAL NOTC\.) PERMANENT: Retire to WNRC 1 year after file APPROVEDbecomes inactive. 

~)Reference	 Copy: Destroy when superseded or 
DISPOSAL APPROVEDrescinded. 

53.	 REPORTS CONTROL FILE. Case files on reports
created, canceled, or superseded. Files 
contain a copy of the reports, copy of OMB 
action (if required), copy of the requiring
directive, and related correspondence. 

PERMANENT:	 Retire to WNRC 1 year after file DISPOSAL NOTbecomes inactive.	 APPROVED 

54.	 COMPLAINTS. Documents accumulated during the 
process~ng of complaints made by or about an 
employee of NHTSA not requiring formal inves-
tigation. 

OISPOSAL APPROVEDTEMPORARY:	 Destroy upon termination of
 
employment.
 

Fo,"" ".pi •• , iD"ladiDg OrigiDaI, to b. SDbJDitt.c1 to the National ..b"Ili..... aad R."o~d.S.~Yi". 16-150-4,28-2 GPO 

http:SDbJDitt.c1


Standard Form. No. USa 
Revised November 1951 .N· 174- 4.Lt 
Prescribed by General Services Administration 
GSA Reg. s-rv-ioe Job No. ----- Pajn---

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 TAKENJOB NO. 

55.	 NHTSA HISTORICAL FILE. Narrative histories,
studies and reports with supporting documents,
prepared, compiled, or collected for NHTSA 
historical program. 

PERMANENT:	 Hold until no longer required for I 

currect reference, retire to WNRC. 
NOTE: The retention of particula
records may be	 re-evaluated at 
the time	 the NHTSA history is 
written. 

PERSONNEL. Records relating to the overall 
administration of the NHTSA personnel matters. 

56.	 PERSONNEL POLICY AND PLANNING RECORDS. Doc-
umentat10n reflect1ng the development of 
plans, policy, procedures, and methods for 
the procurement and administration of all 
civilian personnel. 

0-) PERMANENT:	 Hold I year after revision, retir 
to WNRC. 

~)Reference Copies: Destroy when superseded or 
rescinded. 

57.	 GENERAL AUTHORITIES AND PRECEDENTS. Docu-
ments relating to the C1vilian Personnel 
Offices basic authorities to act for the 
Director in administering civilian personnel
actions; such as, delegations of authority
to sign personnel actions, authorities to 
deviate from established policy, and records 
of actions or decisions whiCh are precedent
setting for future operations. 

PERMANENT:	 Retain in Personnel Office until 
no longer required for reference 
and retire to WNRC. 

DISPOSAL flOT 
APPROVED 

l
DISPOSAL flOT
 
APPROVED 

ISPOS,AL APPROVED 

DISPOSAL flOT
 
APPROVED
 

1'0_ copies, including original, to 1>0 aDbmittod to the IJationai Archh, •• aael a.cords U.ryico 16-69428-2 GPO 

http:174-4.Lt


Standard FOrIn No. 115a 
Revised November 1951 
Prescribed by General Services Administration Job No. IN· 1 7 ~ge .054 
GSA Reg. 3-IV-lll6 of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORD8-Connnuanon Sheet 

9. 10.8. DESCRIPTION OF ITEM 7. SAMPLE OR ACTION TAKEN(WITH INCLUSIVE DATES OR RETENTION PERIODS)ITEM NO.	 JOB NO. 

58.	 OFFICIAL PERSONNEL RECORDS (CIVILIAN).
Offlclal personnel folders documenting the 
employment history of each civilian employee. 

DISPOSAL APPROVE' TEMPORARY:	 Retain each folder as long as 
employee is on the rolls of NHTSA,
transfer to new employing agency,
or forward to the Federal Records 
Center, St.	 Louis, Missouri, in 
accordance with the Federal 
Personnel Manual. 

59.	 PERSONNEL ACTION (SF-50) . Notification of 
Personnel Act~on_(?F-50) used for preparation
of reports, a ~eady reference-device~for -
review of actions previously processed, and 
for information of the Civil Service 
Commission. 

~SPOSAl APPRDVP'"TEMPORARY:	 Hold 2 years and destroy. 

60.	 PERSONNEL AUTHORIZATION. Memorandums, letters 
or other documents which reflect personnel
spaces alloted to the various organizational
segments within NHTSA. 

TEMPORARY:	 Hold 2 years and destroy. DISPOSAL APPROVE:= 

61.	 CIVILIAN PERSONNEL ADMINISTRATIVE RECORDS. 
Documentatlon concernlng day-to-day admin-
istration of such matters as hours of work,
time and attendance, leave, employee relations,
medical services, personnel action requests,
and training requests. 

DISPOSAL APPROVED TEMPORARY:	 COFF annually, hold 1 year and
 
destroy.
 

62.	 EMPLOYEE-MANAGEMENT RELATIONS AND SERVICES. 
Files reflecting established precedents, ?* ----

standards, and procedures covertng employee-
management relations; programs and services 
designated to improve morale and to resolve 
appeals and grievances of employees. 

DISPOSAL NOT~)PERMANENT: Retire to WNRC 1 year after file 
APPROVEDbecomes inactive.
 

1~)Information Copies: COFF annually, hold 1 yr.
 
I and destroy.	 IISPOSAL APPROVE" 

I'om: copSe., incJ.cling original, to lae .. 1a>niH" to the National Jbclah, .... and Reco~Q Service 16-0504.28-2 GPO 
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Standard FOrDl No. 1151.1.
 
Revised November 1951
 
Prescribed by General Services Administration Job No. _ Page=--16 __

GSA Reg. 3- IV -100
 

of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 
SAMPLE OR 

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

63.	 NHrS'A "INCENTIVE AWARDS. Correspondence re-
1,ating to the general administration of 
awards to employees for suggestions, acts, or 
superior accomplishments which have contribute~ 
to outstanding efficiency and economy in the I 

administration and operation of the adminis-
tration, including le~ters of appreciation

or commendations for individuals.
 

DISPOSAL APPROVEDTEMPORARY:	 COFF annually, hold 2 years and
 
destroy.
 

64.	 QUALIFICATION, PLACEMENT AND PROMOTION. 
Correspondence pertalnlng to matters regard-
ing promotions, placement, and qualifications
of civilian employees. Includes recommend-
ations for appointments, promotions, and 
appointments of consultants. 

TEMPORARY:	 COFF annually, hold 1 year and ~ISPOSI.L APPROVED 

destroy. 

65.	 RECRUITING AND HIRING. Files pertaining to 
the recruitment of new employees; job appli-
cations; and the overall administration of 
recruiting, hiring, and the filling of vacan-
cies in NHTSA. 

TEMPORARY:	 Return to applicant, or place in DISPOSAL APPROVED 

inactive file when 6 months old;
hold 1 year and destroy. 

66.	 JOB OPPORTUNITIES. Announcements of job
vacancies clrculated to employees, or other 
agencies. 

I TEMPORARY:	 COFF annually, hold 6 months and i DISPOSAL APPROVEC 
destroy. 

67.	 CLASSIFICATION AND PAY MANAGEMENT. Records 
reflectlng declslons and standards procedures
regarding administration of classification, I 
salary and wage matters. 

DISPOSAL flOTf01.>Po5AI- IVI// A.UT1-/cRIZ-l;() ATf.f.jIS TIM APPROVED
EB bElnn,}':	 Retire to WNRC 1 year after file
 

becomes inactive. R€>\dei..Q 8t"r~\I"
 

s: i€enS -

FolIZ CI.pi.. , iDClI.diDg OrigiDnJ, to be ... blllitteci to tbe :tlatioDnJ Archl ..... aDd Records UerYiCl. 16-69.28-2 GPO 



e
 ,N· 174- 4 ~
 
Standard Fonn No. 115a 
Revised November 1951 Job No. _ Page 17 _Prescribed by General Services Administration 
GSA Reg. 3-IV-100 of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10.8. DESCRIPTION OF ITEM 7. SAMPLE OR 

I ACTION TAKEN(WITH INCLUSIVE DATES OR RETENTION PERIODS)ITEM NO.	 JOB NO. 

68.	 POSITION DESCRIPTIONS. Certified master copies
of job descriptions for each basic position
established and serviced by' the Civilian I 
:personnel Office. .. t pt. t-~. I<e/l,ew cl-~ DISPOSAL NO'/'

APPRO'l~DP/~POS.:l) ~T ~f7.(.;n"U'd.. ~ s .flK. /e~"(;. 
~) IfE1H?ORM¥:	 ];lilSt.QY 5 years after JOB is eJ,1l.
 

abolished.
 

~)REFERENCE Copies. Destroy upon supersession DISPOSAL APPROVED 

. or abolishment of position. 

69.	 POSITION SURVEYS. Documents reflecting the 
periodic survey of all positions in the 
Administration. Includes evaluation state-
ment and position survey list which records 
survey actions. 

DISPOSAL APPROVE&: 
TEMPORARY: Destroy 2 years after each survey. 

, 

PROCUREMENT. Files accumulated in connection I
 
w1th procurement for the Agency and includes '
 
contract files, contract performance, purchasel

orders, qualified offeror's list, request for
 
proposal and unsolicited proposals. I
 

70.	 POLICY AND PLANNING FILES. Documents and 
related correspondence and instructions 
which provide guidance and direction for all 
aspects of the procurement activity within 
the administration. ._ 

DISPOSALI0lsP~5A i: NOT AUTf.loRIl..b-P AT It/US TIYJ6	 Nor 
APPROVED 

Gt)'PaJUIIMU'!V:	 Hold 1 year ,after revision, retire
 
toWN RC •8.€ V te c.V clfTeV" S 'f -e ,H" s .
 

~)Reference Copy: Destroy when superseded or DISPOSAL APPROVED 

obsolete. 

71.	 CONTRACT FILES. Contracts, agreements and 
correspondence with other government sources 
and civilian contractors that provide admin-
istrative, technical or scientific support.
Includes records of implementation, contract 
development, machine purchases, leases,
maintenance, bids, proposals, contract amend-
ments, studies, reports, receipt, inspection, 

Fo... copies, inclucling original, to be Albuailted to the National Archiv •• and It.cor" S.rvice 16-6V{28-2 GPO 

http:lilSt.QY


IN- 174- 44
standard }<'or:m No. 110a 
Revised November 1951 18 
Prescribed by General Service. Administration Job No. _ Page _ 
GSA Reg. 3-lV-1GB 

of.3Lpages 

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. 

71. (Con't) payment, and 
constituting 

correspondence related thereto, 
a complete contract file. 

(1) Transactions more than) $2500.00 

TEMPORARY: *Dispose 6 years after final pay-
ment. (place in inactive file on 
final payment; transfer WNRC 
after 2 years) 

DISPOSAL APPROVEl 

(2) Transactions of less than $2500.00 
DISPOSAL APPROnl 

TEMPORARY: *Dispose
payment. 

3 years after final 

*NOTE: Files on which 
will be brought
fiscal year. 

actions are 
forward to 

pending
the next 

72. CONTRACTOR PERFORMANCE. 
analysls and technical 
correspondence. 

Evaluations, cost 
reviews with related 

TEMPORARY: Destroy after 10 years. DISPOSAL APPROVE!) 

73. PURCHASE ORDERS. Copies of requisitions,
purchase orders, correspondence, status 
sheets of action taken to close, invoices 
and receipt documents. 

TEMPORARY: COFF each 
destroy. 

FY, hold 1 year and ~OSAL APPROVED 

74. QUALIFIED OFFEROR'S LIST. Copies of letters 
and llSt of all NHTSA programs to various 
contractors to determine their interest in 
bidding on the various programs. This file 
includes contractor response (SF129 - bidders 
Mailing List Application) briefly describing
their qualifications,' capabilities, and 
experience. 

TEMP~ARY: Destroy after 10 years. ~SPOSIAL APPROV!f'I 

1'0... c.pies, incl.ding original, to be 81ibmitted to the National Jb:ehi ..... alld R.cords Ser...ic. 16-59428-2 GPO 

http:Ser...ic


DIN· 17 4- ~ .. 
standard Form No. 115a 
Revised November 1951 19
Prescribed by General Services Administration Job No. _ Page _ 
GSA Reg. 3-1\'-106 

of 3.0- pages 

7. 
ITEM NO. 

75. 

76. 

77. 

78. 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

AUDIT REPORTS. Copies of audit reports, Dun
 
and Bradstreet reports pertaining to contrac-
tors, and resume's or principles with related
 
correspondence. This file is used for internal
 
purposes.
 

DISPOSAl. APPROVP.!lTEMPORARY: Destroy after 3 years. 

REQUEST FOR PROPOSAL. Copies of RFP'& with 
unsuccessful responses. 

TEMPORARY: Hold 1 year and destroy.	 DISPOSAL APpnOVED 

UNSOLICITED PROPOSALS. Records	 relating to 
the recelpt and actlon on unsolicited proposalS

received by the administration from private

sources. The files include documents re-
flecting inventive proposals, reports of
 
evaluations, letters to the senders rejecting

or accepting their proposals.	 _ DISPOSAL fJOT 
CISPCSA t, NoT AilTf./CR I'LGD ATTf.J/5/1J b APPROVED 
FE ?t)Vll~: Disposal not authorized. Transfe 

to inactive file upon receipt of 
completion or termination notice,
transfer to WNRC after 1 year. Rev, w 
@FTey s-lear<:., 

PROGRAM FILES. These files providedfor the
 
plannlng, guidance and coordination necessary

for the development, implementation, and
 
evaluation of approved State-community

programs.
 

ANNUAL WORK PROGRAM. Includes copies of the
 
program. agreements, revisions, quarterly

progress reports, modifications, and evalua-
tions with related correspondence.
 

~)PERMANENT: Regional offices - upon completio UISPOSAL IJOTof FHWA final audit, hold 1 year and transfer tlPpnOVED 
to FRC. 

~)HeadqUarters office - COFF each FY hold 2 DISPOSAL APpnOVED 

years and destroy. 

Four copie., iDch"IiDg original, to be _bndttecl to tbe NAtional Archiv •• aDd R.cord .. Service 16-150.{28-2 GPO 



__ 

fiN- 174- ~I
standard Form. No. 115a 
Revised November 1951 
Prescribed by General Services Administration Job No. _ Page;:-- 20 
GSA Reg. 3-IV-l00 

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 TAKENJOB NO. I 

79.	 COMPREHENSIVE PLAN. Includes copies of 
letters, comments, revisions to the plan and 
related material. 

I DISPOSAL NOTPERMANENT:	 COFF after 4 fiscal years, hold I APPROVED1 year, transfer to FRC. Regional!
offices: same. 

80.	 STATES PROGRAM REVIEW (REPORT CARDS). Head-
quarters annual evaluation of the States 
progress in implementing the standards. 

DISPOSAL flOl'PERMANENT:	 COFF Annually, hold 1 year and APPROVED 
retire to WNRC. 

81.	 PROGRAM INFORMATION REPORTING SYSTEM. Annual 
submlssion from the States reportlng Highway
Safety Program data. Ii ~ISPOSAL APPROVE::TEMPORARY: Headquarters and Regional Offices-··
 
destroy after 5 years.
 

pUBLIC INFORMATION AND CONSUMER AFFAIRS.
 
These flIes relate to the release of lnfor-
mation to the public concerning activities
 
of NHTSA and includes press releases, partici-
pation in local and national events, and
 
consumer defect letters with related material.
 

82.	 INFORMATION ADMINISTRATIVE FILES. Includes 
correspondence relatlng to professional,
technical and administrative relations with 
other agencies on both official and informal 
basis, such as invitations for guest speakers, 
letters of appreciation, special visitors and I 
tours, agenda of meetings, and similar matters. 

DISPOSAL NOT/::)1,>rtS/JL ,Vcl AUll-/cRIz.ef::> ATTN!> TIMe· APPROVEDIE IJJIj£LibE' :	 COFF annually, hold 1 year and
 
retire to WNRC. Re \I i'f.:?W dfT€ V $-yelJY5-

FOllz ".pi_, iDcl ... liDg OrigiDal, 10 be ollbmittod 10 lb. National Archly •• aDd R.cords Seryice 1S-&g428-2 G"O 

http:FOllz".pi
http:AUll-/cRIz.ef


IN· 17 4- ~ ~ 
standard ForlIl No. USa 
Revised November 1951 21 
Prescribed by General ~en-ices Administration Job No. _ Page -::- __ 
GSA Reg. 3-IV-1oo 

of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

83. 

84. 

85. 

86. 

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

PUBLIC INFORMATION INSTRUCTION FILES. Docu-
ments relatlng to the preparatl0n, review,
issuance, and interpretations of directives 
governing the release of public information,
community relations, ceremonies, exhibits and 
similar matters. 
P/5PcSAL NoT /H(l'l4ot< /2-EP AT THIS TIIV1G 

R FFltJiUiilUI':	 Retire to WNRC wh~ no longer

needed. R<e \lie w a+Te r- -s ,
 5'/ea ....

PUBLIC APPEARANCE SCHEDULE REPORT FILES. 
Reports and dlrectly related papers lndicat-
ing speeches to be delivered, scheduled press
conferences or briefings, and personal appear-
ances. 

PERMANENT:	 COFF )annually, hold 1 year and 
retire to WNRC. 

NEWS MEDIA AND RELEASE FILES. Documents 
relatlng to the preparatlon, coordination,
clearance and release of information to the 
public through newspapers, periodicals, radio,
television, public appearances, motion 
pictures and other media of dissemination. 
Included are printed or processed press
releases, speeches, radio, TV and motion 
picture scripts and coordinating documents 
accumulated in obtaining clearances for the 
releases. 

~) PERM$NENT: Transfer to WNRC after 4 years. 

~)Reference Copy: Destroy when no longer
needed for reference. 

CONSUMER DEFECT FILES. Contains copies of 
lncomlng complaint letters and outgoing
replies to the consumer and to the manufacture~,
if required, and response from manufacturer 
pertaining to defects in motor vehicles and 
motor vehicle equipment. 

9. 10. 
S~~~L~gR ACTION TAKEN 

DISPOSAL NOTAPPROVED 

DISPOSAL NorAPPROVED 

DISPOSAL N01'APPROVED 

DISPOSAL APPROVED 

TEMPORARY:	 COFF annually, hold 1 year and 
destroy.	 iJ ~POSAL APPROVED 

Fo,""copi•• , incl.ding original, 10b. salnDitlecllo Ibe Natioaal Jbcbi ...... alld R.cor_ S.r ....lc. 16-8V4,28-2 GPO 

http:S.r....lc


IN- 174- 41
 
standard Fonn	 No_ 115a • 
Revised November 1951 
Prescribed by General Services Administration Job No. _ __Page,....-22 
GSA Reg. 3-1V-I06 

of 30 pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuanon Sheet 

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

RESEARCH AND DEVELOPMENT. These files accumu-
late from the planning, programming, adminis-
tration, and conduct of research, development,

tests, and evaluations. The records relate
 
to actions taken from the inception of ideas
 
(domestic or foreign) through the investig-
ation or discovery of research potentials;

the creation and testing of new or improved

theories, techniques, processes, materials,
 
or items; and the evaluation, standardization,

and final acceptance or rejection.
 

87.	 PROJECT CASE FILES. Project case files 
reflecting a complete history of each project
from initiation through research and testing
to completion. They include proqurement files,
consisting of a copy of the contract or I 
agreement, with related modifications, changest
or addendums; test and trial results; draWingSr
specifications, photographs; technical and
 
progress reports; notice of completion or
 
cancellation; and correspondence relating to
 
the project.
 

DISPOSAL NO iPERMANENT:	 1!I:r 1.1 3 1 ;iRHdiju i._? Trans fer APPROYED to inactive file upon receipt of 
completion or termination notice;
break file every 2 years, tranpfer
to WNRC after 3 years. Review arT~t' 
5" V eo t"s fov A tc.h I ve s • 

88.	 TECHNICAL REPORT FILES. Technical reports file 
consisting of an offlcial file copy of each 
preliminary, progress or final technical 
report or publication prepared or issued by
research, development or test agency or 
activity in connection with a project. 

DISPOSAL Hili~)PERMANENT: (See disposition in Item #87)ffQvl€u	 APPROYED 
) S leO\'> .fOil' Atd\IV~S, 

~JReference Copy: Destroy when no longer DISPOSAL APPROVE;)
needed for reference. 

1'0... ".pies, incl_ding original, 10 be .nbndtt.d 10 lb. Nalioaal Jb"hi".s and R.co~u S..~"i". 16-59.(28-2 GPO 



e	 IN· 174- 411 
standard ForIU No. USa 
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Prescribed by General Services Administration Job No. _ Paze _ 
GSA Reg. 3-IV-106 

of~pages 

7. 
ITEM NO. 

89. 

90. 

91. 

92. 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.8. DESCRIPTION OF ITEM	 to. 
SAMPLE OR (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. I-----------------------------------------1-------

PROJECT CONTROL FILES. Project control files
 
consisting of copies of documents contained
 
in project case files and include corre~
 
spondence concerning such administrative
 
matters as travel and conferences.
 

TEMPORARY:	 Dispose upon completion or cancel- DISPOSAL APPROVED 
lation of project, or earlier as 
they serve their purpose. 

INVESTIGATIVE FILES. Investigative files
 
pertain1ng to exploration of the feasibility

of unsolicited proposals for projects received
 
from private sources.
 

a. Proposals resulting in authorized projects: 

PERMANENT: Same as #87 above.	 DISPOSAL NOT 
APPROVED 

b. Rejected proposals: 

TEMPORARY:	 Dispose 5 years after com- ~OSAL APPROVEDpletion of investigation. 

DEFECTS INVESTIGATION. Case files reflecting

a complete history of each defect investigatiop.

Includes correspondence, reports, affidavits,
 
summons, film, photographs with related
 
mat~rial pertaining to defects in motor
 
vehicle and motor vehicle equipment.
 

DISPOSALPERMANENT: Qigggppgl n.' rAt ~ 11 F i Sea. Transfer	 NOT 
APPROVEDto WNRC 3 years after investi-

gation is finalized. f{-eu{e IN a FT-e v 
S- ie ~vs Fa V' A ('e h,ve s . 

COMPLIANCE TEST REPORTS. Studies, engineer-
1ng analys1s, tests, technical reports,

inspections prepared to assure compliance by

foreign and domestic motor vehicle and equip-
ment manufacturers in accordance with estab-
lished standards.
 

PERMANENT:	 Ri:IEsA;;tl5U1!' Ilzit::bz 1f1. Transfer DISPOSAL NOT 
to WNRC 2 years after final report APPROVED 

R€\Jl€\,.U dfl~r '-'1eij~S fb( AV'c~;-ve.s. 

re_ capi.s, 'Dcl.cIing original, to ha aahlDitted to the National Arch.. ,•• aad a.co ..d. S.n'lc. 16-69428-2 .PO 



IN· 174- ~, 
standard Form. No. USa 
Revised November 1951 24Prescribed by General Services Administration Job No. _ Page _ 
GSA Reg. a-tv-ice 

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 RETENTIOI'I PERIODS)	 ACTION TAKENJOB NO. 

93.	 NON-COMPLIANCE TEST REPORTS. Correspondence
and reports to manufacturers regarding non-
compliance with standards and safety related 
defects in motor vehicles and motor vehicle 
equipment. 

PERMANENT: 17l7rt 1 b ' al:::l~Mi sa. Trans fe
 
to WNRC 2-years after final report.
f<....·"jew avr-€v ~~eats Fell'" A.rc..lI1lve~. 

94.	 TECHNICAL COMMITTEE AND BOARD FILES (Includes
EXTERNAL Boards and Committees}. Consisting
of mlnutes of meetlngs, agendasj directives,
and reports covering the general operations
of the committee or board, and papers re-
lating to the establishment, revision or 
termination of individual projects. 

a.	 Official file maintained by the Secretary'i

Chairman, or other designee.
 

DISPOSAL HOTPERMANENT:	 COFF 3 years, transfer to APPROVEDWNRC after 2 years. 

b.	 Copies of committee or board files dis-
tributed to members. I DJSPOSAL APP/JOYD· 

TEMPORARY:	 Destroy when superseded or 
upon termination of membershi 
whichever is earlier. 

SUPPLY, SPACE AND EQUIPMENT. Files accumu-
lated ln connectlon with supply, space and
 
equipment. Files identified herein relate
 
to maintenance, services and accountability


'of all types of supplies, space and euip-
ment.
 

95.	 LOGISTICAL PLANNING FILES. Records relating
to the allocation, utilization and release of 
office space; utilities, equipment, supplies,
services, and other logistical support
activities. 

TEMPORARY: Hold 2 years and destroy.	 DJ~POSiIU. APPROVED 

1'0_ cepies, illcl_cliag Origillal, to be sabanflt..s to the Natiollal }bchi".s alld Jl.co~de S.~yfce 16-59428-2 GPO 
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of 3_0_pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 8. DESCRIPTION OF ITEM	 9. 10. .	 SAMPLE OR ITEM NO (WITH INCLUSIVEDATES OR RETENTIONPERIODS)	 JOB NO ACTION TAKEN I. -----------~--------------------------I----·------------
96.	 REQUISITIONS, EQUIPMENT, SERVICES AND SUPPLY
 

FILES. Contains copies of requisitions,

service or material requests, and shipment

orders for stocks and material, maintenance,

and/or rent~ls of equipment with supporting

correspondence. 

TEMPORARY:	 COFF each FY, hold 2 years and ISPOS,A1. APPROVED 
destroy. 

97.	 EQUIPMENT ACCOUNTABILITY RECORDS. Records
 
generated manually or mechan~zally and which
 
consist of periodic listings of accountable
 
equipment. 

ISPOSA1. APPBDVE:TEMPORARY:	 Destroy upon receipt of updated

and validated reports and/or

listings.
 

98.	 GRAPHIC MASTER FILES. Case files of all 
graphic material such as charts, maps, posters
and illustrations designed and produced for 
use by the Administration, including request
form and related correspondence. 

TEMPORARY:	 Destroy when superseded or ISPOs.AL APPRO!!eO 
obsolete. 

99.	 . ITELEPHONE SERVICE REQUEST. Documents request-I

ing telephone service and similar records ~
 
relating to the operation of telephone service
 
and equipment.
 

ilIISPOSAJ. APPRO'!EDTEMPORARY:	 Destroy after 1 year. 
I . 

100.	 MOTOR VEHICLES. Motor vehicle operating and 
maintenance records. I 
TEMPORARY:	 Destroy after 2 years. DISPOSAL APPROVF:-

101.	 REPRODUCTION FILES. Printing requisitions for 
the reproduct~on of publications and other 
printed material including requests for 
services performed through in-house reproduc-
tion facilities. 

ISPOSAJ. APPROVEliTEMPORARY:	 COFF annually, hold 1 year and 
destroy. 

Fo... a.pi .. , incbuling original, to be InIlRnittod to the llatiollallbcbi" •• and n.cozd .. S.z"ico 16-69428-2 GPO 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuation Sheet 

9.7. 8. DESCRIPTION OF ITEM	 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. I-----1 

102.	 REPRODUCTION FILES (External). Printing
requisitions submitted to the GPO for repro-
duction of forms, publications and other 
printed materials when requests exceed the 
capabilities of in-house reproduction
facilities. 

TEMPORARY:	 Hold 1 year after completion of 
job and destroy. 

SECURITY	 AND PROTECTIVE SERVICES RECORDS. 
Records accumulated regarding adm1n1stration 
of security	 and protective services program,
including emergency planning records. 

103.	 POLICY. Directives, plans, reports and 
correspondence reflecting pOlicies and 
procedures developed in the administration 
and direction of security and protective
services programs. 

PERMANENT:	 Close file every 2 years, transfer 
to WNRC after 2 years. 

104.	 GENERAL CORRESPONDENCE. Correspondence files 
relating to the adm1nistration and operation
of the security and protective services 
programs. 

TEMPORARY: Destroy after 2 years. 

105.	 SURVEYS AND INSPECTIONS. Reports of surveys
and inspect10ns conducted to insure adequacy
of protective and preventive measures taken 
against hazards of fire, explosion, accidents 
and to safeguard information and facilities 
against sabotage and unauthorized entry. 

TEMPORARY:	 COFF ann~ally, destroy after 
5 years. 

106.	 INVESTIGATIVE FILE. Files accumulated from 
Invest1gat10ns of fires, theft, explosion and 
accidents, with retained copies of reports and 
correspondence. 

TEMPORARY: Destroy after 2 years. 

~POSAL APPRoVr~ 

PISPOSAL NOT 
APPROVED 

DISPOSAL APPROVE" 

IISPOSAL APPROVED 

Fa ... copi ...., iDcl.diag original, to be subadttecl to tile NatioDai .!bclli" •• oDclll.cora S.rvic. 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10.8. DESCRIPTION OF ITEM 7. SAMPLE OR ACTION TAKEN(WITH INCLUSIVE DATES OR RETENTION PERIODS)ITEM NO.	 JOB NO. 

107.	 PROPERTY PASSES. Property pass files,
authorizing removal of government property
or materials. 

TEMPORARY:	 Destroy 3 months after expiration jSflOSAL APPRO\'R:: 

or revocation. j
108.	 PERSONAL PROPERTY. Files relating to account 

abllity of personal property lost or stolen,
including reports, and loss statements. 

i 
TEMPORARY:	 Destroy after 1 year. J DISPOSAL APPROVF;. 

109.	 KEY ACCOUNTABILITY. Files relating to accoun 1-
ablllty of keys lssued. 

I 
ITEMPORARY:	 Dispose 1 year after turn-in of I	 ~'SPOSAL APP.IlOVEtkey. 

I 
I	 I110.	 SECURITY VIOLATIONS. Security violation files,

conslstlng of case files relating to inves-
tigations of alleged security violations, but 
exclusive of files placed in official 
personnel folder. 

TEMPORARY:	 Destroy after 2 years completion ISPOSAL APPROVE 
of corrective or disciplinary
action. 

Ill.	 INDIVIDUAL IDENTIFICATION RECORDS. Documents 
relating to the requests, authorization,
issue/receipt/surrender, and accountability
records pertaining to identification badges
and cards. 

TEMPORARY:	 Destroy 1 year after obsolete or ii DISPOSAL A.-,.;.II It:. ... 

no longer needed. I 

112.	 EMERGENCY PLANNING FILES. Documents relating
to the general and routine administration of 
emergency planning. Included are instructionsl,
reports, staffing requirements and similar 
documents. 

TEMPORARY: Destroy after 3 years.	 ISPOSAL APPRO'!E~ 

Fo.... copies, i...,ludi ..v origi ..aI, 10be .ab.milletl to the Natio ..aI Al:ehh, •• GDcllt.eorcie Sennee 16-tig4.28-2 GPO 
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REQUEST,FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

AUDIT. The files described herein relate to
 
audit policy and procedures for NHTSA programs.

They consist of documentation and interpreting
policy, and procedures including written
 
instructions, and standards.
 

113.	 AUDIT REPORTING. Policy and procedural
ma terdaLs relating to auditing. -,-lit· ~Mb 

DISPOSAL N01IJrs PtJSAl- No. fHAT(.JOR lz. G o AT I TV ..s 1'1" • APPROVED
W,* FliElI!fif:	 Retain in office until no longer

needed, transfer to FRC. R.eu"eu.J ~f1~v SleH . 

114.	 INTERNAL AUDIT. Correspondence concerning
audit serVlces, scheduled visits of study team~~ 
policy for internal audit and plan of action 
for regional study. 

PERMANENT: Retain in office until no longer DISPOSAL !lOT 
APPROVEDneeded, transfer to FRC. Rev,~w afi<\

5-1ens raY" Arch,v~~ ... 
115.	 EXTERNAL AUDIT. Policy and procedure for 

external auditing and disposition of subject
audits; correspondence concerning audit 
control weaknesses and dates or delays of 
audits. 

PERMANENT~ Retain in office until no longer	 DiSPOSAL tl()'I'
APPROVEDneeded, transfer to FRC. Rev/'-€: w cJffi~ 

s,(eaf"s For,A rc..h \ves, 
116.	 PRE-AWARD AUDITS OF SUB-CONTRACTORS. Audit 

reviews; policy and procedural material on 
subject audits FHWA audit advisory memos. 

TEMPORARY:	 Retain in office for 3 years, DISPOSAL APPROVItransfer to FRC, destroy after 
2 years. 

117.	 GAO AUDITS. Subject related policy and 
procedural material. DISPOSAL IIOT 
O/.sPO.slJd_ NoT AU'NOR.Iz-l:;-O ATTNIS T//VIG APPROVf.D 

JH!REMI4ew:::n: Retain in office for 3 years,
 
transfer to FRC. Revrew a~ I'"
 

G""'ie~ rs •
 

Fo.... copies, incl.diD. original, 10be sabmilled 10 Ihe Nalional Jbchives GIld Records Service GPO: 1963-0-711-917 
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7. 
ITEM NO. 

118. 

119. 

120. 

121. 

122. 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

~ENT:	 Retain in office 
transfer to FRC.

Record.> f,'le<l, e r ~ '13.(,tt'l~ 

GRANTS. The files described herein relate to
 
authorization and apportionment of Highway

Safety grant f und's, .. --

AUTHORIZATION/RESPONSIBILITIES/REGULATIONS.

Policy and procedural subject related corres-
pondence.
 

PERMANENT:	 Retain in office until no longer DISPOSAL flOT 
needed, transfer to FRC. APPROVED 

GRANTS. Correspondence of a general nature
 
related to grants, grant applications

integrated grants.
 

TEMPORARY:	 Retain in office for 3 years, ISPOSAL APPBOV£ll 
transfer to FRC, destroy after 
2 years. 

ELIGIBILITY OF FUNDS AND FUNDING PRIORITIES.
 
Policy and procedural direct~ves with related
 
correspondence pertaining to eligibility for
 
funding and funding priorities of safety

programs ·and-equipment.· -

PERMANENT:	 Retain in office until no longer DISPOSAL flOT 
needed, transfer to FRC. APPROVED 

AUTHORIZATION OF FUNDS-Section 402. Policy

and procedure for use of funds under 23 U.S.C.
 
402; State and Community highway safety

funding; OMB apportionment action; requests

from the states for funds. .. _
 
{:) IS Po5A 1-	 NOT AUTf-loR (25t::> AT -Y-N IS TIM b· DISPOSAl. "OT
I.W'ffAi PI@: Retain in office until no longer APPROVED
 

needed, trans fer to FRC. R~v'~ \..0 

aF,-e\r 10 'fe~V's ., 

Fo_ copiea, il&ch.diag original, 10 be aDmitted 10 Ihe Nalional Archives aDd Records Service GPO,1963-0-711-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

123. 

124. 

125. 

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

APPORTIONMENT TO STATES - Section 402.
 
Reports of DOT grant activities; policy and
 
procedure for apportionment authority;

distribution of certificate of apportionment;

determination of funds to be obligated to
 
FHWA and NHTSA programs; general correspondenc~

related to the availability of funds for
 
apportionment.

f.)ISPOSAL NCJT Ai('~ORI2..Ep A-' II-US ilfVIp, 
15Jg I !§lgW:	 Retain in office until no longer

needed, transfer to FRC. Rev Ii<!. LV
-aITev- Iv ieave; . 

STATUS REPORTS. Status reports on use of 
State and Community highway safety funds; the 
status of outlay ceilings and financial 
management information and accounting systems
reports. 

PERMANENT:	 Retain in office for 3 years, 
retire to FRC. R-el/''.ew <1.f'T.tl rib 
y<?&.tS FoV' At'chrvet, 

MATCHING FUNDS. Policy for use of General 
Revenue Sharing Act funds for satisfying
matching requirements of Federal assistance 
program; guidelines for local government
participation in P&A under the highway safety
program, with related correspondence. 

PERMANENT:	 Retain in office until no longer
needed, transfer to FRC. RevlelA> 
C)'PleV' 10 years Fol" Archille.s.. 

9. 10. 
SAMPLE OR ACTION TAKEN 

JOB NO. 

DISPOSAL IIUT
 
APPROVED
 

DISPOSAL tlOT
 
APPROVED 

DISPOSAL tlL i APPROVED 

Fou copie., mcladhag Origillal, to be .... milled to the Natiollal Archives GIld Records Service GPO,1963-0-711-917 
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