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JOB NUMBER
REQUEST FOR RECORDS DISPOSITION AUTHORITY NL-557- S5 —//
To:  NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date received
8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 /O -5 -200¥
1.  FROM (Agency or establishment)
U.S. Department of Transportation NOTIFICATION TO AGENCY
2. MAJOR SUBDIVISION . o In accordance with the provisions of 44 U.S.C. 3303a, the
Federal Motor Carrier Safety Administration (FMCSA) disposition request, including amendments, is approved
except for items that may be marked “disposition not
3. MINOR SUBDIVISION approved” or “withdrawn” in column 10.
Administration
4. NAME OF PERSON WITH WHOM TO CONFER | 5. TELEPHONE NUMBER DATE ARCHIVIST OF THE UNITED STATES
(202) 385-2316 , )
Theresa Rowlett WHs W (o e

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,

X is not required [ is attached; or [ has been requested.
DATE SIGNATIRE OF AGEWSY REPRESENTATIVE TITLE
10/19/04 FMCSA Records Management Officer
Wu\/ W-——

7. TEM NO 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUP%R%IE%SS JoB 10. ACTION TAKEN

: : : A (NARA USE ONLY)

SEE ATTACHED PAGES.
115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV. 3-91)

- Prescribed by NARA 36 CFR 1228
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Item
No.

Data for SF 115, Request for Records Disposition Authority
For
Associate Administrator for Administration

Description of Item. Disposition Authority

Associate Administrator’s Administrative Files. N1-557-05-11/1

Consist of general correspondence, copies of all correspondence signed by office directors and
other offices, memoranda, trip reports, briefing material, minutes of meetings, monthly and
weekly calendar assignments, working papers and any related papers assisting the Associate
Administrator for Administration to carry out his or her mission and objectives as principal
advisor to the Administrator on all matters relating to administration.

Arrange alphabetically, thereunder by date.
Disposition: Temporary. Cutoff files 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: Transfer paper documents to FRC 3 years after cutoff. Destroy paper documents 5
years after cutoff.
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Budget Background Records. N1-557-05-11/2

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.

Chronological File. N1-557-05-11/3

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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8 Reference File. N1-557-05-11/4

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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Word Processing and Electronic Records. N1-557-05-11/5

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.





