
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

TO: NATIONAL ARCHIVES & RECORDS ADMJNISTRA TION 

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 
Nl-557-05-'f 
Date received 

It> - ;;is- ;;J. t'JCJ ¥ 
NOTIFICATION TO AGENCY 

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

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 MINOR SUBDIVISION approved" or "withdrawn" in column 10. 

Office of Human Capital Assets 

ARCHIVIST OF THE UNITED STATES 5. TELEPHONE NUMBER 4. NAME OF PERSON WITH WHOM TO CONFER 
(202) 385-2316 Theresa Rowlett ~W--.J---

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 from the General Accounting Office, under the 
provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

DATE 
10/19/04 

7. ITEMNO. 

X is not required D is attached; or 

" 
8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

SEE ATTACHED PAGES. 

t/ 0 / I 

D has been requested. 

TITLE 
FMCSA Records Management Officer 

9. GRSOR 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SUPERSEDED JOB (NARA USE ONLY)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 



SF 115, Request for Records Disposition Authority 
For 

•Office of Human Capital Assets 

Item 
No. Description of Item. Disposition Authority 

1 Administrative Sll-0ject Files. GRS 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 ,vhich the office 
e*ists. kl general, these records relate to office organization, staffing, and procedures, including 
communications; the e*penditure 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 1.vorkload reports (including 1.vork progress, statistical, and narrative reports 
prepared in the office and forwarded to higher levels) and other materials that do not serve as 
lHlique documentation of the programs of the office. 

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

If eleetrenie: 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 A.dverse Action Files. GRS 1/30h 

Case files and records related to adverse actions and performance based actions (removal, 
suspension, reduction in grade, furlough) against employees. The file includes a copy of the 
proposed adverse action with supporting documents; statements ofv1itnesses; employee's reply; 
hearing notices, reports, and decisions; reversal of action; and appeal records, EXCLUDING 
letters of reprimand which are filed in the OPF. 

Disposition: Temporary. Cutoff after case is closed. Determine medium of recordkeeping 
00W. 

If eleetronie: Destroy paper documents after the information has been converted into an 
electronic medium, backed up, and verified. Delete electronic files no sooner than 4 years, but no 
later than 7 years after cutoff. 

If paper: Destroy paper documents no sooner than 4 years, but no later than 7 years after cutoff. 

**Note Fl\llCSA will determine an appropriate retention for these reeords, and issue a 
PriYaey Aet Notiee, per General Reeords Sehedule 1, Item 30h. 
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3 Alternate \Vorksite Reeords. GRS 1/42 

l·-... Approved requests or applieations to partieipate in an alternate worksite program; agreements 
between the ageney and the employee, and reeords relating to the safety of the worksite, the 
installation and use of equipment, hardware, and software, and the use of seeure, elassified 
information or data subj eet to the Privaey Aet. 

Disposition: Temporary. Cutoff at the end of after end of employee's partieipation in the 
program. Determine medium ofreeordkeeping eopy. 

If eleetronie: Destroy paper doeuments after the information has been eonverted into an 
eleetronie medium, baeked up, and verified. Delete eleetronie files 1 year after eutoff. 

If paper: Destroy paper doeuments 1 year after eutoff. 

B. Unapproved requests. 

Disposition: Temporary. Cutoff at the end of after request is rejeeted. Determine medium of 
reeordkeeping eopy. 

If eleetranie: Destroy paper doeuments after the information has been eonverted into an 
eleetronie medium, baeked up, and verified. Delete eleetronie files 1 year after eutoff. 

If paper: Destroy paper doeuments 1 year after eutoff. 

C. Forms and other reeords generated by the ageney or the partieipating employee evaluating the 
alternate vwrksite program. 

Disposition: Temporary. Cutoff when 1 year old, or when no longer needed, 1.vhiehever is 
later. Determine medium ofreeordkeeping eopy. 

If eleetronie: Destroy paper doeuments after the information has been eonverted into an 
eleetronie medium, baeked up, and verified. Delete eleetronie files after eutoff. 

If paper: Destroy paper doeuments after eutoff. 

4 Annual Awards Files. NI-557-05-9/1 

Contains correspondence and related documentation concerning individuals recommended for 
the President's Medal of Honor; DOT award for heroism and certificates of commendation; and 
those awards created by FMCSA to recognize programs and people. Files include background 
correspondence, request materials, investigative documentation, and final departmental 
determination. Also included are color still photographs and entry forms ofpast winners. 
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Disposition: Temporary. Place in closed case file upon final determination. Cutoff closed file 
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 5 years after cutoff. 

If paper: Destroy paper documents 5 years after cutoff. 

Chronological File. Nl-557-05-9/2 

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

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. 

Classification Appeal Case Files. GR81/7d 

Case files relating to classification appeals and containing correspondence, backup material, 
approvals and appeals of employees. 

Disposition: Temparory. Cutoff after ease is closed. Determine medium ofreeordkeeping 

00W. 

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

If paper: Destroy paper documents 3 years after cutoff. 

Donated Leave Program Case Files. GRS 1/37 

Case files documenting the receipt and donation of leEP;e for medical emergencies, including 
recipient applications, agency approvals or denials, medical or physician certifications, leave 
donation records or OF 630 A, supervisor/timekeeper approvals, leEP,re transfer records, payroll 
notification records, and l"eave program termination records. 

Disposition: Temparory. Cutoff 1 year after end of the year in which the file is closed. 
Determine medimn ofrecordkeeping copy. 

If eleetraeie: Destroy paper documents after the information has been converted into an 
electronic medimn, backed up, and verified. Delete electronic files 1 year after cutoff. 
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If paper: Destroy paper doel:lments 1 year after el:ltoff. 

Employee Master Reeord Files. GRS 2/23 

Consist of eompl:lter printol:lt Forms FH\VA. 1048, Master Employee Reeord, •.11hieh are used by 
the Payroll Seetion for posting ehanges on a biv1eekly basis, FHWA 21, Al:lthorization for Paid 
Overtime and Holiday •.vork and for Compensatory Overtime, used for the appropriate offieials 
to approve o:vertime and form FH\VA 337, Payroll Master Card Control, l:lsed at the elose of 
eaeh pay period by the Payroll Seetion to develop predetermined eontrol totals to assl:lfe aeel:lraey 
of salary payments and dedl:letions. 

Disposition: Temporary. CHtoffat end of eaeh fiseal year. Determine medil:lm of 
reeordkeeping eopy. 

If eleetraeie: Destroy paper doel:lments after the information has been eonverted into an 
eleetronie medil:lm, baeked l:lp, and verified. Delete eleetronie files 3 years after el:ltoff. 

If paper: Destroy paper doel:H11ents 3 years after el:ltoff. 

EmploytHent Correspondenee Files. GRS 14/1 

Contain eopies of letters inqHiring abol:lt employinent, reql:lesting literatme of speeial interest on 
training and eareer opporhlnities in FMCSA and other information pertaining to FMCSA 
persofl11el training and employee development programs. 

Disposition: Temf)arary. Cl:ltoff at end of eaeh fiseal year. Determine medil:H11 of reeordkeeping 

eon 
If eleetraeie: Destroy paper doel:H11ents after the information has been eonverted into an 
eleetronie medil:lm, baeked l:lp, and verified. Delete eleetronie files 3 months after el:ltoff. 

If paper: Destroy paper doel:lments 3 months after el:ltoff. 

Health Benefits Reports Files. GRS 1/1 

Contain Health Benefits Registration Forms, SF 2809, l:lsed by eaeh employee to enroll in the 
Federal Employees Health Benefit Program and Notiee of Change in Health Benefits 
Enrollment, SF 2810, l:lsed by the employee to eaneel, ehange, or take any aetion reql:lired that 
may effeet their health plan that is reported to the health benefits earrier. 

A Transferred employees. 

Disposition: Temf)arary. See Federal Persofl11el Manl:lal for instruetions relating to folders of 
employees transferred to another ageney. 

B. Separated employees. 
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Disposition: Temporary. Transfer folder to the National Persoooel Records Center, St. Louis, 
MO, 30 days after separation of the employee. NPRC 1.vill destroy 65 years after separation from 
Federal service. 

Incentive Av;ards Files. GRS 1/13 

8ecrntary's and Administrator's special Honor Av,rard, Quality Increases, and Special 
Achievement Cash Av;ards for entire agency. Files also contain suggestions adopted and rejected 
by Headquarters. 

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

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

If paper: Destroy paper documents 3 years after cutoff. 

IndividHal Earning Record Files. GRS 2/la 

Cofflf)Hter printout Form FHWA 305 which provides individual records of gross to net wages 
listed by pay periods for the entire calendar year. 

A. Transferred employees. 

Disposition: Temporary. See Federal Persoooel Manual for instructions relating to folders of 
employees transferred to another agency. 

B. Separated employees. 

Disposition: .Temporary. Transfer folder to the National Persormel Records Center, St. Louis, 
MO, 30 days after separation of the employee. NPRC 1.vill destroy 65 years after separation from 
Federal service. 

IndividHal Retirement Record Files. GRS 2/28 

IndividHal retirement Records maintained for each employee subject to the Civil Service 
Retirement Act and FER8. The forms shov; the amount of current year and cumulative totals 
from salaries of employees as shown on the cumulative payroll disbursement registers and the 
amount of retirement deductions in prior years from salaries of employees currently on the rolls. 

Disposition: Temporory. Transfer to the Office of Persormel and Management no later than 5 
days after the date of the final paycheck or upon transfer to another Government agency (FPM 
831 1, 8upp 22 3). Destroy upon reeeipt of offieiol OPM aeeeptaeee of oeeuol summery. 
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14 Leave Application Files. GR8 2/6b 

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

Disposition: Temf)orary. Detennine medium ofrecordkeeping copy. 

If eleetrauie: Destroy paper documents after the infonnation has been converted into an 
electromc medium, backed up, and verified, if necessary. Delete electronic files after GA.O audit 
or whefl 3 years old, 1.vhiche11er is sooner. 

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

15 Management Control Records. GR8 16/14 

Records created in accordance with procedures mandated by Ol\4B Circular A 123, Management 
AccoURtability and Control Systems, and Public Lai.v 97 255, the Federal Managers' Financial 
Integrity Act. Under these authorities, agencies are required to perfonn evaluations of their 
accounting and administrative controls to prevent waste, fraud, and mismanagement. 

lA Policy, procedure, and guidance files. i.. 

Copies of internal directives maintained by the agency's internal control staff (but not 
those copies maintained in the agency's official file of internal directives); e:idernal 
directives such as 01\ffi Circular A 123; and correspondence outlining policy and 
procedure for perfonning management re11iews. 

Disposition: Temporary. Destroy 1.vhen superseded. 

B. Management control plans. 

Comprehensive plans documenting the agency's efforts to ensure compliance v1ith Ol\4B 
Circular A 123. 

Disposition: Temporary. Destroy \.vhen superseded. 

C. Risk analyses. 

Reports and supporting materials used to document reviev, of program areas for 
susceptibility to loss or unauthorized use of resources, errors in reports and infonnation, 
and illegal and unethical actions. 

Disposition: Temporary. Cutoff closed files annually. Destroy after next re11iew cycle. 

D. Tracking files. 

Files used to ensure the completion and timeliness of submission of feeder reports, 
including schedules of evaluations, interim reporting, lists of units required to report, and 
correspondence relating to the perfonnance of the reviews. 

Disposition: Temporary. Destroy 1 year after report is completed. 
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If eleetroeie: Destroy paper documents after the information has been converted into an 
eleetromc medium, backed up, and verified. Delete electronic files 2 years after cutoff. 

If paper: Destroy paper documents 2 years after cutoff. 

19 Noncommercial, Reimbursable Travel Files. GR8 9/3a. 

Copies of records relating to reimbursing individuals, such as travel orders, per diem 
vouchers, and all other supporting documents relating to official trav:el by officers, 
employees, dependents, or others authorized by la.vi to travel. 

1Ai.. Travel adfHinistrative office files. 

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

If eleetroeie: 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. Obligation copies. 

Disposition: Temporary: Destroy 1.vhen funds are obligated. 

20 Notification ofPersonnel Action Files. GR8 1/14 

Consist of SF 50, Notification of Personnel Actions and other related forms used to document 
and report all personnel actions which affect an employee's status, tenure, position or 
compensation e~rnlusive of those in the personnel folder. 

A. Chronological file copies, including fact sheets, maintained in personnel offices. 

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

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

If paper: Destroy paper documents 2 years after cutoff. 

B. All other copies maintained in personnel offices. 

Disposition: Temporary. Cutoff 1.vhen 1 year old. Determine medium ofrecordkeeping copy. 
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22 

23 

If eleetroaie: 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. 

Official Personnel Files. GRSl/l 

Records filed on the right side of the Official Personnel Folder (OPF). Folders covering 
employment terminated after December 31, 1920, excluding those selected by the National 
Archives and Records Administration for permanent retention. 

,A,._ Transferred employees. 

Disposition: Temponry. See Federal Personnel Manual for instructions relating to folders of 
employees transferred to another agency. 

B. Separated employees. 

Disposition: Temporary. Transfer folder to the National Personnel Records Center, St. Louis, 
MO, 30 days after separation of the employee. NPRC will destroy 65 years after separation from 
Federal service. 

Office of\\lorkers Compensation Program. GRS 1/31 

ContaiH forms and other documentation that contain information on on the job injuries and 
occupational disease. The original of these forms is sent to the Department of Labor. 

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

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

If paper: Destroy paper documents 3 years after cutoff. 

Personnel Correspondence Files. GRS 1/3 

Correspondence reports, and other records relating to the general administration and operation of 
personnel functions, but excluding records specifically described elsev,here in this schedule and 
records maintained at ageHcy staff planning levels. 

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

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

24 Position Classifieation Files. GRS 1/7 

A. Position Classifieation Standards Files. 

1. Standards and guidelines issued or reviewed by OPM and used to elassify and 
evaluate positions 1.vith the ageney. 

Disposition: Temporary. Destroy when superseded or obsolete. 

2. Correspondenee and other reeords relating to the development of standards for 
elassifieation of positions peeuliar to the ageney and OPM approval or disapproval. 

a. Case file. 

Disposition: Temporary. Cutoff after position is abolished or deseription is 
superseded. Determine medimn ofreeordkeeping eopy. 

If eleetroeie: Destroy paper doeuments after the information has been eonverted 
into an eleetronie medium, baeked up, and verified. Delete eleetronie files 5 years 
after euto ff. 

If paper: Destroy paper doeuments 5 years after eutoff. 

b. Reviev,r file. 

Disposition: Temporary. Cutoff after end of eaeh fiseal year. Determine 
medimn ofreeordkeeping eopy. 

If eleetroeie: Destroy paper doeuments after the information has been eonverted 
into an eleetronie medium, baeked up, and verified. Delete eleetronie files 2 years 
after eutoff. 

If paper: Destroy paper doeuments 2 years after eutoff. 

B. Position Deseriptions. Reeord eopy of position deseriptions whieh inelude information on 
title, series, grade, duties and responsibilities, and related doeuments. 

Disposition: Temporary. Cutoff after position is abolished or deseription is superseded. 

Determine medium ofreeordkeeping eopy. 

If eleetroeie: Destroy paper doemnents after the information has been eonverted into an 
electronic rnedimn, baeked up, and verified. Delete eleetronic files 2 years after eutoff. 

If paper: Destroy paper docmnents 2 years after eutoff. 

10 



C. Survey Files. 

1. Classification survey reports on various positions prepared by elassifieation 
specialists, ineluding periodic reports. 

Disposition: Temporary. Cutoff 3 years old or 2 years after regular inspection, 
whichever is sooner. Determine medium ofreeordkeeping eopy. 

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

If paper: Destroy paper documents after cutoff. 

2. Inspection, audit, and survey files including eorrespondenee, reports, and other 
records relating to inspections, surveys, desk audits, and evaluations. 

Disposition: Temporary. Destroy when obsolete or superseded. 

D. Appeals Files .. Case files relating to elassifieation appeals. 

Disposition: Temporary. Cutoff after ease is closed. Determine medium of reeordkeeping eopy. 

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

If paper: Destroy paper documents 3 years after cutoff. 

25 Reference File. NI-557-05-9/3 

Files contain copies of information used as ready reference on subjects of current or ongoing 
interest. These files may contain copies of publications, directives, pictures, correspondence, 
and the like. Official file copies are not to be placed in these files nor are the files to be 
considered pending files where official file copies are kept on a tentative basis. 

Disposition. Temporary. 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 when no longer needed. 

If paper: Destroy paper documents when no longer needed. 

26 Supervisor's Personnel Files. GRS 1/18a 

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

Disposition: Temporary. Determine medium of reeordkeeping eopy. 

11 
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28 

29 

If eleetronie: Destroy paper documeH.ts after the iB.formation has been converted into an 
electronic medillffi:, backed up, and verified. Review a-nnually and delete superseded or obsolete 
electronic files, or files relating to an employee within 1 year after separation or transfer. 

If paper: Re•1iew arumally and delete superseded or obsolete electronic files, or files relating to 
an employee within 1 year after separation or transfer. 

Survey Files. NI-557-05-9/4 

Contain reports, notes, manpower needs, studies, EEO goals and timetables, minority reports, 
project personnel needs, trainee recruitment requirements, and promotion analyses needed in 
evaluating and improving recruitment and placement aspects of career development programs. 

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 5 years after cutoff. 

If paper: Destroy paper documents 5 years after cutoff. 

Time and Attendance Source Records. GRS 2/7 

All time and atteBdance records upon \.Vhich leave input data is based, such as time or sign in sheets; 
time cards (such as OptioBal Form (OF) 1130); flex time records; leave applications for jury and 
military duty; and authorized premium pay or overtime, maintained at duty post, upon which leave input 
data is based. Records may be in either machine readable or paper form. 

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

eew. 
If eleetraeie: Destroy paper docllffi:ents after the information has been converted into an 
electronic medium, backed up, and verified. Delete electronic files after GAO audit or when 6 
years old, •.vhichever is sooner. 

If paper: Destroy paper documents after GAO audit or v1hen 6 years old, •.vhichever is sooner. 

Training Records (Employee). GRS 1/29b 

Correspondence, memoranda, reports, and other records relating to the availability of training 
and employee participation in training programs sponsored by other go•1ernment agencies or 
non Government institutions. 

Disposition: Temporary. Cutoff at the end of each fiscal year. Determine medillffi: of 
recordkeeping copy. 
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• •· 
If eleetraeie: Destroy paper documents after the information has been converted into an 
electronic medium, backed tip, and verified. Delete electronic files 5 years after Ctltoff. 

If peper: Destroy paper documents 5 years after ctltoff. 

30 Word Processing and Electronic Records. Nl-557-05-9/5 

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. 
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