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REQUEST FOR RECORDS DISPOSITION AUTHORITY

JOB NUMBER
NI-557-05 - %

To:

NATIONAL ARCHIVES & RECORDS ADMINISTRATION
8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001

Date received

/0 —25 - 2004

1.

FROM (Agency or establishment)

U.S. Department of Transportation

NOTIFICATION TO AGENCY

2.

MAJOR SUBDIVISION
Federal Motor Carrier Safety Administration (FMCSA)

3.

MINOR SUBDIVISION
Office of Human Capital Assets

In accordance with the provisions of 44 U.S.C. 3303a, the
disposition request, including amendments, is approved
except for items that may be marked “disposition not
approved” or “withdrawn” in column 10.

4. NAME OF PERSON WITH WHOM TO CONFER | 5. TELEPHONE NUMBER

Theresa Rowlett

(202) 385-2316

DATE ARCHIVIST OF THE UNITED STATES

7(11/0( Wb&_‘uﬁ————

6.

AGENCY CERTIFICATION

I hereby certify that 1 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,

X is not required []is attached; or {1 has been requested.
DATE SIGNATURE OF AGEN REPRESENTATIVE TITLE
10/19/04 FMCSA Records Management Officer
Apner— -

y 9. GRS OR 10. ACTION TAKEN

7. ITEM NO. 8. DESCRIPTION OF ITEM AND PROPOSED DiISPOSITION SUPERSEDED JOB y
(NARA USE ONLY)
CITATION
SEE ATTACHED PAGES.
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STANDARD FORM 115 (REV. 3-91)
Prescribed by NARA 36 CFR 1228
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SF 115, Request for Records Disposition Authority
For
" Office of Human Capital Assets

Item
No. Description of Item. Disposition Authority




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 of past 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. N1-557-05-9/2

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.
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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 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.
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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.
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Word Processing and Electronic Records. N1-557-05-9/5

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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