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REQUEST FOR RECORDS DISPOSITION AUTHORITY 

To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 
1. FROM (Agency or establishment) 

U.S. Department of Transportation 

2. MAJOR SUBDIVISION 
Federal Motor Carrier Safety Administration (FMCSA) 

JOB NUMBER 

NI-557-:)5' - 5 

NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 U.S.C. 3303a, the 
disposition request, including amendments, is approved 

1--=---=-=~c--=-c-=-=:-:-:-c-=--:-=c--------------==----c-79----------i except for items that may be marked "disposition not 
3. MINOR SUBDIVISION approved" or "withdrawn" in column 10. 

rM -1'-r---. °" -Se/vi0 
DATE ARCHIVIST OF THE UNITED STATES4. NAME OF PERSON WITH WHOM TO CONFER 

(202) 385-2316 Theresa Rowlett 

6. AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the 
records proposed for disposal on the attached ___ page(s) are not needed now for the business for this agency or will not be 
needed after the retention periods specified; and that written concurrence 
provisions ofTitle 8 of the GAO Manual for Guidance ofFederal Agencies, 

DATE 
10/19/04 

7. ITEM NO. 

X is not required D is attached; or 

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

SEE ATTACHED PAGES. 

from the General Accounting Office, under the 

D has been requested. 

TITLE 
FMCSA Records Management Officer 

9. GRS OR 10. ACTION TAKEN 
SUPERSEDED JOB (NARA USE ONLY)

CITATION 

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

115-109 
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SF 115, Request for Records Disposition Authority 

For 
FMCSA Office of Management Information and Services 

Item 
No. Description ofltem. Disposition Authority 

1 Administrative £ubject Files. GR£ 23/1 

Records accumulated by individual offices that relate to the internal administration or 
housekeeping activities of the office rather than the program functions for which the office 
exists. In general, these records relate to office organization, staffing, and procedures, including 
communications; the expenditure of funds, including budget records; day to day administration 
of office personnel including training and travel; supplies and office services and equipment 
requests and receipts; and the use of office space and utilities. They may also include copies of 
internal activity and workload reports (including work progress, statistical, and narrative reports 
prepared in the office and forwarded to higher levels) and other materials that do not serve as 
unique documentation of the programs of the office. 

Disposition: Temf)orary. Cutoff at the end of each fiscal year. Determine medium of 
recordkeeping copy. 

If eleetronie: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete electronic files 2 years after cutoff. 

If paper: Destroy paper documents 2 years after cutoff. 

2 Nl-557-05-5/Item 1. Budget Background Records. 

Working papers, cost statements, and data accumulated in the preparation of annual budget 
estimates, and originating offices' copies of reports submitted to budget offices. 

Disposition: Temporary. Cutoff at end of each fiscal year. Determine medium of 
recordkeeping copy. 

If electronic: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete electronic files 2 years after cutoff. 

If paper: Destroy paper documents 2 years after cutoff. 

3 Nl-557-05-5/Item 2. Chronological File. 

Contains extra, non-record copies of outgoing correspondence. These files contain no record 
copies of incoming correspondence or yellow copies of outgoing correspondence. 

1 
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Disposition: Temporary. Cutoff at end of each fiscal year. Determine medium of 
recordkeeping copy. 

If electronic: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete electronic files 2 years after cutoff. 

If paper: Destroy paper documents 2 years after cutoff. 

Nl-557-05-5/ltem 3. Directive Files. £upercedes NC 1 4 06 80 11/39 

Consist of official file copies, directives, background material and other papers related to the 
development of FM CSA directives, including changes that are authorized issuances and used as 
a primary means of issuing policy instructions and procedures. The following are the types of 
directives issued in FMCSA: 

A. Bulletins. Temporary informational issuances used for one-time announcements such as 
telephone number and room number changes, appointments of individuals, announcement of 
bond drives, etc. 

Disposition: Temporary. Cutoff when 6 months old unless specified for longer period. 
Determine medium of recordkeeping copy. 

If electronic: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete electronic files 6 months after cutoff unless 
specified for a longer period .. 

If paper: Destroy paper documents 6 months after cutoff unless specified for a longer period. 

B. Notices. Temporary issuances transmitting one-time or short-term instructions or 
information which is expected to remain in effect for less than 90 days or for a predetermined 
amount of time not to exceed 1 year. 

Disposition: Temporary. Cutoff at the end of each fiscal year. Determine medium of 
recordkeeping copy. 

If electronic: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete electronic files 10 years after cutoff. 

If paper: Transfer paper documents to FRC when 2 years old. Destroy when 10 years old. 

2 
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C. Orders. Internal directives limited in volume and containing permanent or long-lasting policy, 
instructions, and procedures. 

1. Record copy. Arranged by number. Accumulation: 1" per year. 

Disposition: PERMANENT. Place in inactive file when superseded. Cutoff inactive file at 
end of year. Determine medium ofrecordkeeping copy. 

A. If electronic: If Electronic: Destroy paper documents after the information has been converted into 
an electronic medium, backed up, and verified. Keep files up to 3 years in office after cut-off and 
then transfer to NARA in accordance with 36 CFR 1228.270. 

B. If paper: Transfer inactive paper documents to NARA 10 years old after cutoff in 5 year blocks. 

2. All other copies. 

Disposition: Temporary. Determine medium of recordkeeping copy. 

If electronic: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete electronic files when no longer 
needed. 

If paper: Destroy paper documents when no longer needed. 

Forms Files. GRS 16/3A & B 

A. One record copy of each form created by FMCSA and a copy of the FMCSA Requirement 
for Form or Report, which is submitted by the originating office when a new form is proposed 
or an existing form requires revision. 

Disposition: Temporary. Cutoff after related form 5 years after form is discontinued, 
superseded, or cancelled. Determine medium of recordkeeping copy. 

If eleetronie: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete electronic files 5 years after cutoff. 

If paper: Destroy paper documents 5 years after cutoff. 

B. Background materials, requisitions, specifications, processing data, 
and control records. 

Disposition. Temporary. Cutoff after related form is discontinued, superseded, or cancelled. 
Determine medium ofrecordkeeping copy. 

If eleetronie: Destroy paper documents after the information has been com,,erted into an 
electronic medium, backed up, and verified. Delete electronic files after cutoff. 
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J., 

If paper: Destroy paper documents after cutoff. 

Freedom of Information Act Request Files. GR8 14/11 

Files created in response to requests for information under the Freedom of Information Act 
co~sisting o_f the initial r~quest, a copy of the reply thereto, and all related supporting files 
which may mclude official file copy of requested record or copy thereof. 

1A .... Correspondence and supporting documents (EXCLUDING the official file copy of the 
records requested if filed herein). 

1. Granting access to all the requested records. 

Disposition: Temporary. Cut off after date of reply. Determine medium of 
recordkeeping copy. 

If electronic: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete electronic files 2 years after cutoff. 

If paper: Destroy paper documents 2 years after cutoff. 

2. Responding to request for nonexistent records; to requesters 
who provide inadequate descriptions; and to those ,vho fail to pay 
agency reproduction fee. 

a. Request not appealed. 

Disposition: Temporary. Cutoff after date of reply. Determine medium of 
recordkeeping copy. 

If electronic: Destroy paper documents after the information has been converted 
into an electronic medium, backed up, and verified. Delete electronic files 2 years 
after cutoff. 

If paper: Destroy paper documents 2 years after cutoff. 

b. Request appealed. 

Disposition: Temporary. Destroy as authorize under Item 9 below. 

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

a. Request not appealed. 

Disposition: Temporary. Destroy 6 years after date of reply. 
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b. Request appealed. 

Disposition: Temporary. Destroy as authorized under Item 9 below. 

B. Official copy of requested records. 

~isposi~ion: Temporary. Dispose of in accordance ,vith approved agency disposition 
mstruct10n for the related records, or with the related FOIA request, whichever is later. 

FOIA .Appeals Files. GRS 14/12 

File_s created in responding to administrative appeals under the FOIA for release of information 
demed ~y the agency, consisting of the appellant's letter, a copy of the reply thereto, and related 
supportmg documents, which may inelude the official file copy of records under appeal or copy 
thereof. 

A. Correspondence and supporting documents (EXCLUDR>tG the file copy of the records under 
appeal if filed herein. 

Disposition: Temporary. Cutoff after final determination of agency or after final adjudication 
by courts or after the time at which a requester could file suit, whichever is later Determine 
medium ofrecordkeeping copy. • 

If eleetranie: Destroy paper documents after the information has been converted into an 
electro~ic i:nedium, backed up, and verified. Delete electronic files 6 years after final 
det~rmmat1on of agency or 3 years after final adjudication by courts, or 6 years after the time at 
wluch a requester could file suit, whichever is later. 

If pape~: ~es~roy paper documents 6 years after final determination of agency or 3 years after 
final adjud1cat10n by· courts, or 6 years after the time at which a requester could file suit 
·.vhichever is later. ' 

B. Official file copy of records under appeal. 

Disposition: Temporary. Cutoff in accordance with approved agency disposition instructions 
for the related record, or with the related FOlA request, ·.vhichever is later. Determine medium 
ofrecordkeeping copy. 

If eleetronie: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete electronic files after cutoff. 

If paper: Destroy paper documents after cutoff. 

5 
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FOIA Control Files. GRS 14/13 

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 listings. 

Disposition: Temf)orary. Cutoff after date of last entry. Determine medium of 
recordkeeping copy. 

If eleetronie: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and :verified. Delete electronic files 6 years after cutoff. 

If paper: Destroy paper documents 6 years after cutoff. 

B. Other files. 

Disposition: Temporary. Cutoff after final action by the agency or after final adjudication by 
courts, whiche•1er is later. Determine medium of recordkeeping copy. 

If eleetronie: Destroy paper documents after the information has been con:verted into an 
electronic medium, backed up, and •1erified. Delete electronic files 6 years after cutoff. 

If paper: Destroy paper documents 6 years after cutoff. 

FOIA Reports Files. GRS 14/14 

Recurring reports and one time information requirements relating to the agency implementation 
of the Freedom of Information Act, and annual reports to the Congress at the departmental or 
agency le:vel. 

Disposition: Temporary. Cutoff at the end of each fiscal year. Determine medium of 
recordkeeping copy. 

If eleetronie: Destroy paper documents after the information has been con:verted into an 
electronic medium, backed up, and verified. Delete electronic files 2 years after cutoff. 

If paper: Destroy paper documents 2 years after cutoff. 

Information Collection Budget Files. Now GRS 16, Item 12. Supereedes NCI 406 89 3/30. 

Reports required by the Office of Management and Budget under the Paperwork Reduction Act 
about the number of hours the public spends fulfilling agency reporting requirements. Included 
are associated feeder reports, report exhibits, correspondence, directives, and statistical 
compilations. 

6 
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Disposition: Temporary. Cutoff at end of each fiscal year. Determine medium of 
recordkeeping copy. 

If eleetr_onie: ~estroy paper documents after the information has been con11erted into an 
electromc medium, backed up, and verified. Delete electronic files 7 years after cutoff. 

If paper: Destroy paper documents 7 years after cutoff. 

11 Leave Application Files. GRS 2/6b 

Form OPM 71 or equivalent plus any supporting documentation of requests and approvals of leave. 

Disposition: Temporary. Determine medium ofrecordkeeping copy. 

If eleetr_anie: ~estroy paper documents after the information has been converted into an 
ele.~~romc medium, bac~ed up, a~d verified, if necessary. Delete electronic files after GAO audit 
or .. hen 3 years old, which ever is sooner. 

If paper: Destroy paper documents after GAO audit or when 3 years old, which ever is sooner. 

12 Mail and Delivery Service Control Files. GRS 12/6b, d, g 

1Ai.. Statis~ical r~ports of P?stage ~sed on outgoing mail and fees paid for private deliveries 
(special delivery, foreign, registered, certified, and parcel post or packages over 4 
pounds). 

Dispositio~: Temporary. Cutoff when 6 months old. Determine medium of 
recordkeepmg copy. 

If eleetr_onie: ~estroy paper documents after the information has been converted into an 
electromc medium, backed up, and verified. Delete electronic files after cutoff. 

If paper: Destroy paper documents after cutoff. 

B. Statistical reports and data relating to handling of mail and volume of work 
performed. 

Dispositio~: Temporary. Cutoff when 1 year old. Determine medium of 
recordkeepmg copy. 

If eleetr_onie: ~estroy paper documents after the information has been converted into an 
electromc medmm, backed up, and verified. Delete electronic files after cutoff. 

If paper: Destroy paper documents after cutoff. 

C. General _fi~es i~cluding c?rrespondence, memoranda, directives, and guides relating to 
the admmistratlon of mail room operations. 

7 



Disposition: Temporary. Cutoff when 1 year old or \vhen superseded or obsolete 
whichever is applicable. Determine medium ofreeordkeeping copy. ' 

If electronic: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete eleetronie files after cutoff is 
reached. 

If paper: Destroy paper documents after cutoff is reached. 

13 Metered Mail Files. GRS 12/7 

Official metered mail reports and all related papers. 

Disposition: Temporary. Cutoff at the end of eaeh fiscal year. Determine medium of 
recordkeeping eopy. 

If electronic: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete eleetronie files 6 years after cutoff. 

If paper: Destroy paper documents 6 years after cutoff. 

14 Motor Vehiele Aeeident Files. GRS 10/5 

~eeor~s r~lating to motor vehiele aeeidents, ineluding the Motor Vehiele Aeeident Report, 
mvestigatlve reports, and Statement of \!fitness. 

Disposition: Temporary. Cutoff after ease is elosed. Determine medium ofrecordkeeping 

6eff. 

If electronic: Destroy paper documents after the information has been converted into an 
eleetronie medium, backed up, and verified. Delete electronic files 6 years after cutoff. 

If paper: Destroy paper documents 6 years after cutoff. 

15 Motor Vehicle Report Files. GRS 10/4 

Reports on motor vehicles general eorrespondenee, and related data pertaining to the 
management of the motor vehiele fleets for FMC SA (other than accident operating and 

. ' ' mamtenanee reports), including Agency Report of Motor Vehicle Data. 

Disposition: Temporary. Cutoff after date of report. Determine medium ofreeordkeeping 
00W, 

If electronic: Destroy paper documents after the information has been converted into an 
eleetronie medium, backed up, and verified. Delete electronic files 3 years after cutoff. 

If paper: Destroy paper documents 3 years after cutoff. 

8 
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16 Printing Requisition Files. GRS 13/2a 

C?nt~in J?OT Form_ 17~0.8, D~lication Request, and DOT Form 1700.3, Printing, Binding, 
D1stnbut10n and Editonal Servwe Requests, related memoranda, and documents used in 
requesting printing and distribution services for FMCSA. DOT Form 1700.8 is used in the initial 
request for ordering all printing and duplicating services and provides information as to the 
quantity, kind, color and size of the material to be printed. DOT Form 1700.3 is submitted to 
?ST to provide print!n~ and distribution instructions, the requisition number, delivery 
mstructlons, appropnatwn number for billing purposes and is approved by the Finance Division. 

Disposition: Temporary. Cutoff after completion ofjob. Determine medium of 
recordkeeping copy. 

If electronic: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete electronic files 1 year after cutoff. 

If paper: Destroy paper documents 1 year after cutoff. 

17 Privacy Act Requests Files. GRS 14/21 

~iles cre~ted_ in response to requests from individuals to gain access to their records or to any 
mfo~ah~n _m the records pertaining to them, as provided for under 5 U.S.C. 552a(d)(l). Files 
contam ongmal request, copy of reply thereto, and all related supporting documents, 1.vhich may 
include the official file copy of records requested for copy thereof. 

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

1. Granting access to all the requested records. 

Disposition: Temporary. Cutoff after date of reply. Determine medium of . 
recordkeeping copy. 

If electronic: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete electronic files 2 years after cutoff. 

If paper: Destroy paper documents 2 years after cutoff. 

2. R~sp~nding to requests for noneKistent records; to requesters 1.vho provide inadequate 
descnptwns; and to those who fail to pay agency reproduction fees. 

a. Requests not appealed. 

Disposition: Temporary. Cutoff after date of reply. Determine medium 
ofrecordkeeping copy. 
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~f eleetronie: Destroy paper documents after the information has been converted 
mto an electronic medium, backed up, and verified. Delete electronic files 2 years 
after cutoff. 

If paper: Destroy paper documents 2 years after cutoff. 

b. Requests appealed. 

Disposition: Temporary. Destroy as authorized under Item 22 below. 

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

a. Requests not appealed. 

Disposition: Temporary. Cutoff after date of reply. Determine medium 
ofrecordkeeping copy. 

~f eleetranie: Destroy paper documents after the information has been converted 
mto an electronic medium, backed up, and verified. Delete electronic files 5 years 
after cutoff. 

If paper: Destroy paper documents 5 years after cutoff. 

b. Requests appealed. 

Disposition: Temporary. Destroy as authorized under Item 22 below. 

B. Official file copy of requested records. 

~ispo~i~ion: Tem~orary. Dispose of in accordance ·.vith approved agency 
d1spos1t10n mstruet10ns for the related records, or ·.vith the related Privacy 
Act request, whiehe•1er is later. 

Privacy A.et Amendment Case Files. 

Files_ relating to an individual's request to amend a record pertaining to that individual as 
provided for ~nd~r _5 U.~.C. 552a(d)(2); to the individual's request for a reviev, ofan agency's 
re~s~~,?f th~ md1V1dual s requ~st ~o _amend a ~eeord as provided for under 552a(d)(3); and to 
any e1v1l action brought by the md1v1dual agamst the refusing agency as provided under 5 
U.S.C. 552a(g). 

A. _Requests to amend agreed to by agency. Includes individual's requests to amend and/or 
review refusal to amend, copies of agency's replies thereto, and related materials. 

10 
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Dispositio~: T~m~~rary. Cutoff in accordance with the approved disposition instructions for the 
related subjec~ md1V1~ual's record or 4 years after agency's agreement to amend, whichever is 
later. Detennme medium ofrecordkeeping copy. 

If eleetr_enie: ~estroy paper documents after the information has been converted into an 
electromc medium, backed up, and verified. Delete electronic files after cutoff. 

If paper: Destroy paper documents after cutoff. 

B. _Requests to amend refused by agency. Includes individual's requests to amend and to 
~.ev1~w r~fusal to amend, copies of agency's replies thereto, statement of disagreement, agency 
Justification for refusal to amend a record, and related materials. 

Disposition: 'I_em~er~~Y• C~toff in accordance \.vith the approved disposition instructions for 
the related s~e_ct 1~dw1dual s record, 4 years after final determination by agency, or 3 years 
after final adJudwat10n by courts, whichever is later. Determine medium ofrecordkeeping copy. 

If eleetr_enie: ~estroy paper documents after the information has been converted into an 
electromc medium, backed up, and verified. Delete electronic files after cutoff. 

If paper: Destroy paper documents after cutoff. 

C._ Appealed requests to amend. Includes all files created in responding to appeals under the 
Pnvacy Act for refusal by any agency to amend a record. 

Disposition: 'I_em~er~~Y· Cutoff in accordance with the approved disposition instructions for 
the rela~ed subj~ct md1v1dual's record or 3 years after adjudication by courts, \.Vhichever is later. 
Determme medium ofrecordkeeping copy. 

If eleetr_enie: ~estroy paper documents after the information has been converted into an 
electromc medium, backed up, and verified. Delete electronic files after cutoff. 

If paper: Destroy paper documents after cutoff. 

Privacv Act Accounting of Disclosure Files. GRS 14/23 

Files maintained under the provisions of 5 U.S.C. 552a(c) for an accurate accounting of the 
?ate, ~ature, and purpose _of each dis~los~re_o~a record to any person or to another agency, 
mcludmg forms for sh?wmg the subject md1v1dual's name, requester's name and address, 
purpose, and date of disclosure, and proof of subject individual's consent when applicable. 

Disposition: 'I_em~er~~Y- Cutoff in accordance with the approved disposition instructions for 
~~e related ~.~~ ect,1,nd~v1dual' s record ?r 5 yea~s after the disclosure for ,.vhich the accountability 
ffas made, whwhe,er is later. Determme medium ofrecordkeeping copy. 

If eleetr_enie: ~estroy paper documents after the information has been converted into an 
electromc medium, backed up, and 'ferified. Delete electronic files after cutoff. 

If paper: Destroy paper documents after cutoff. 

11 



20 p£i,,.acy Aet Control Files. GRS 14/24 

Files ma~Rt~ined for eontrol purposes in responding to requests, including registers and similar 
reeords hsting date, nature of request, and name and address of requester. 

A. Registers or listing. 

Disposition: Temporary. Cutoff after date of last entry. Determine medium ofreeordkeeping 

~ 

If eleetr_onie: ~estroy paper documents after the information has been converted into an 
electrome medmm, backed up, and verified. Delete electronic files 5 years after cutoff. 

If paper: Destroy paper documents 5 years after cutoff. 

B. Other files. 

Dispositio~: Temporary. Cutoff after final action by the agency or final adjudication by courts 
wh10he·,<er 1s later. Determine medium of recordkeeping copy. ' 

If eleetr_onie: ~estroy paper documents after the information has been converted into an 
el~ctr?m~ medmm, backed up, and verified. Delete electronic files 5 years after cutoff or final 
adJud10ation by courts, whichever is later. 

If '?aper: ~estroy paper documents 5 years after cutoff or final adjudication by courts, 
·.vh1che¥er 1s later. 

21 Pri•,<acy Act General Administrative Files. GRS 14/26 

Records relating ~o the general agency implementation of the Privacy Act, including notices, 
memoranda, routme correspondence, and related records. 

Disp_o~ition_: Temporary. ~utoff at end of each fiscal year or sooner if no longer needed for 
admm1stratlve use. Determme medium ofrecordkeeping copy. 

If eleetr_onie: ~estroy paper documents after the information has been converted into an 
~lectroR1c medmm, backed up, and verified. Delete electronic files 2 years after cutoff or sooner 
1f no longer needed for administrative use. 

If P~P~r: J?estroy paper documents 2 years after cutoff or sooner if no longer needed for 
admm1stratlve use. 

22 Privacy Act Report Files. GRS 14/25 

12 



Recurring reports and one time information requirement relating to agency implementation, 
iacluding biennial reports to the Office of Management and Budget (0MB), and the Report on 
New Systems at all levels. 

Disposition: Temporary. Cutoff at end of each fiscal year. Determine medium of 
recordkeeping copy. 

If eleetronie: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete electronic files 2 years after cutoff. 

If paper: Destroy paper documents 2 years after cutoff. 

23 Nl-570-05-5/ltem 4. Property and Supplies. 8upercedes NC 1 4 06 80 11/111. 

Consist of correspondence, copies of invoices, and requisitions, personal property loss, 
inventories and identification, damaged property, standards for purchasing, equipment control 
studies and other related information pertaining to pr:operty and supplies that have been 
coordinated with Contracts and Procurement. 

Disposition: Temporary. Cutoff at end of each fiscal year. Determine medium of 
recordkeeping copy. 

If electronic: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete electronic files 3 years after cutoff. 

If paper: Destroy paper documents 3 years after cutoff. 

24 Property Pass Files. GR8 18/12 

Property pass files, authorizing removal of property or materials. 

Disposition: Temporary. Cutoff after expiration or revocation. Determine medium of 
recordkeeping copy. 

If eleetronie: Destroy paper documents after the information has been con·1erted into an 
electronic medium, backed up, and verified. Delete electronic files 3 months after cutoff. 

If paper: Destroy paper documents 3 months after cutoff. 

25 Real Property Files. GR8 3/1 

Title papers documenting the acquisition of real property (by purchase, condemnation, donation, 
e:iwhange, or otherwise), excluding records relating to property acquired prior to January 1, 
+m-: 

13 
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A. ~eeords re_lating to property acquired after December 31, 1920, other than abstract or 
certificate of title. 

Disp?~ition: Te~~arary. Cutoff after unconditional sale or release by the Go,,•emment of 
conditions, restr10t10ns, mortgages or other liens. Determine medium ofreeordkeeping copy. 

If electronic: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete electronic files 1Oyears after cutoff. 

If paper: Destroy paper documents 10 years after cutoff. 

B. Abstract or certificate of title. 

Disposition: TemJJa_r~ry. Tran_s~r to purchaser after unconditional sale or release by the 
Government or conditions, restnetlons, mortgages, or other liens. 

~l:OTE: Records relating to property acquired prior to January 1, 1921, are not covered by this 
item or the GRg and must be scheduled by submission of an gp 115 to NARA .. ] 

Records Disposition Files. GRg 16/2 

Descriptive inventories, disposal authori2:ations, schedules, and reports. 

l•L. Basie doeumentati~n of :~cords description and disposition programs, including gp 115, 
Request for Records Disposition Authority' gp 135, Records Transmittal and Receipt· gp 258 
Agreement to Transfer Records to National Archives of the United gtates· and related ' 
documentation. ' 

1. gp 115s that have been approved by NARA. 

Disposition: TemJJarary. Cutoff after superseded. Determine medium of reeordkeeping 
~ 

If electr_anic: ~estroy paper documents after the information has been converted into an 
electromc medmm, backed up, and verified. Delete electronic files 2 years after cutoff. 

If paper: Destroy paper documents 2 years after cutoff. 

2. Other records. 

Disposition: Temf)arary. Cutoff after the related records are destroy or after the 
:elated_ records are transferred to the National Archives of the United gtates, ,vhichever 
is applicable. Determine medium ofreeordlceeping copy. 

If electr_anie: ~estroy paper docltIIlents after the information has been converted into an 
electrome medmm, backed up, and verified. Delete electronic files 6 years after cutoff. 

If paper: Destroy paper documents 6 years after cutoff. 

14 
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28 

29 

B. Routine eorrespondenee and memoranda. 

Disposition: Temporary. Cutoff at the end of eaeh fiseal year. Determine medium of 
reeordkeeping eopy. 

If eleetranie: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete electronic files 2 years after cutoff. 

If paper: Destroy paper documents 2 years after cutoff. 

Records Management Files. GRS 16/7 

Correspondence, reports, authorizations, and other records that relate to the management of 
agency records, including such matters as forms, correspondence, reports, mail, and files 
management; the use of microforms, ADP systems, and word processing; records management 
surveys; vital records programs; and all other aspects of records management not covered 
elsev1here in this schedule. 

Disposition: Temporary. Cutoff at the end of each fiscal year. Determine medium of 
recordkeeping copy. 

If eleetronie: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete eleetronie files 6 years after cutoff. 

If paper: Destroy paper documents 6 years after cutoff. 

Nl-557-05-5/Item 5. Safety Program Files. Supercedes NCl-406-80-11/124. 

Consist of correspondence, official file copies, reference materials, working papers, and other 
related documents pertaining to the accident prevention program and FM CSA Occupational 
Health and Safety Program. 

Disposition: Temporary. Cutoff at end of fiscal year. Determine medium ofrecordkeeping 
copy. 

If electronic: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete electronic files 3 years after cutoff. 

If paper: Destroy paper documents 3 years after cutoff. 

Supervisor's Personnel files. GRS 1/18a 

Correspondence, forms, and other records relating to positions, authorizations, pending aetions, 
positioR descriptions, requests for personnel action, and records on individual employees 
duplicated in or not appropriate for the OPF. 

Disposition: Temporary. Determine medium ofrecordkeeping copy. 
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If eleetr_onie: Destroy paper documents after the information has been converted into an 
electron~c medium, backed ~p, and verified. R~•1ie1N amttlally and delete superseded or obsolete 
electronic files, or files relatmg to an employee within 1 year after separation or transfer. 

If paper: Re11i_ev~ annually and delete superseded or obsolete electronic files, or files relating to 
an employee w1thm 1 year after separation or transfer. 

30 Time and Attendance Source Records. GRS 2/7 

1~11 time and attendance_ records upon which leave input data is based, such as time or sign in sheets; 
ti~~ cards (such as Opti~nal Form ~OF) 1130); flex time records; leave applications for jury and 
m1ht~ry duty; and authorrned p~em~um pay or_overtime, maintained at duty post, upon which leave input 
data 1s based. Records may be m either machme readable or paper form. 

Disposition: Temporary. Cutoff at end of fiscal year. Determine medium ofrecordkeeping 

caw. 
If eleetr_onie: J?estroy paper documents after the information has been converted into an 
electromc medmm, backed up, and verified. Delete electronic files after GAO audit or when 6 
years old, whichever is sooner. 

If paper: Destroy paper documents after GAO audit or when 6 years old, whichever is sooner. 

31 Work Order Files. GRS 15, Item 2a. Supercedes NCl 406 80 11/152. 

Contain pending work order for moving 'Nalls, telephone outlets, and electrical outlets. These 
requests ~e made to TASC for proposed work and telephone orders on DOT 1730.1. The files 
also contam requests for cancellation of 'Nork orders. 

A. Pending Files. 

Disposi~ion: T~mporary. Transfer to completed work order file after completion of ,vork. 
Determme medmm ofrecordkeeping copy. 

If eleetr_onie: ~estroy paper documents after the information has been converted into an 
electromc medm~, backed up, and verified. Transfer electronic files to completed work order 
file after complet10n of v1ork. 

If paper: Transfer paper documents to completed work order file after completion of•.vork. 

B. Completed Files. 

Disposition:,.l'"Temporary. Place in inacti"e file after complef10n of l Cwor(.utoff inactive file at 
enu of fiscal year. 

If eleetronie: Delete electronic files 3 years after cutoff. 
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32 

e • 
If paper: Destroy paper documents 3 years after cutoff. 

Nl-557-05-5/Item 6. Word Processing and Electronic Records. 

Electronic copies of records that are created on electronic mail and word processing 
systems and used solely to generate a record keeping copy of the records covered by the 
other items in this schedule. Also includes electronic copies of records created on 
electronic mail and word processing systems that are maintained for updating, revision, or 
dissemination. 

A. Copies that have no further administrative value after the record keeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other directories on hard disk or network drives, and 
copies on shared network drives that are used only to produce the record keeping 
copy. 

Disposition: Temporary. Destroy/delete within 180 days after the record keeping copy 
has been produced. 

B. Copies used for dissemination, revision, or updating that are maintained in addition 
to the record keeping copy. 

Disposition: Temporary. Destroy/delete when dissemination, revision, or updating is 
completed. 

FMC SA will maintain electronic versions of these records in accordance to 36 CFR 
1234§§30-32. 
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