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1 FROM (Agency or establishment) 

U.S. Department of Transportation	 NOTIFICATION TO AGENCY 

2 MAJOR SUBDIVISION In accordance With the provisions of 44 usc 3303a, the 
Bureau of Transportation Statistics disposition request, Including amendments, IS approved 

1--=-~~=-=7':':==:-=-:::7":---------------------1 except for Items that may be marked "disposmon not 
3 MINOR SUBDIVISION approved" or "withdrawn" In column 10 

DATE ARCHIVIST OF THE UNITED STATES 4. NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE NUMBER 

.rl""" ..r 
6 AGENCY CERTIFICATION 

I hereby certify that I am authonzed to act for thrs agency In matters pertammg to the disposmon 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 penods specified, and that wntten concurrence from the General Accounting Office, under the 
provisions of TItle 8 of the GAO Manual for GUIdance of Federal Agencies, 

~ ISnot required	 D ISattached, or D has been requested 
~-	 f"'"'-. 

TITLE , (SIGN~OFAGEJREPr\'~TATIVE \Y ) ~1'[J o: ~\LQ()tJ~1\\,,(\n	 .i, Adrmmstrative Speciahst 
9 GRS OR 10 ACTION TAKEN 7 ITEM NO 8 DESCRIPTION OF I~ A~ PROPOSED\DISPOSI~ION SUPERSEDED JOB c: (NARA USE ONLY) CITATION 

1. Program Management Records 

This record senes Includes records which relate to the 
ongomg management of programs and routme 
projects withm programs. The records document the 
high level acuviues of the DIrector, Deputy DIrector, 
and Executive staff, mcludmg ASSOCIate DIrectors 
and ASSIstant DIrectors. Types of files mclude both 
mission and operational programs and may be 
main tamed by one or more orgamzanonal units. 
Specific types of records Include correspondence; 
memoranda; staff meetmg records such as agendas, 
background papers, attendance lists, and meetmg 
mmutes or summanes; speeches; travel itmeranes 
and related records and conference partrcipation; 
reports relating to general policy and program 
matters; oversight reviews; mteragency activity; 
program implementation records; strategy papers; 
budget planning records; research and other similar 
matenals. Subjects Include communications WIth 
Congress, DOT Secretary, and other Federal 
adrrurustrators on transportation pohcies, plannmg, 
and management as well as contacts WIth state, local, 
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professional, and CIVICinterests. 

This schedule applies to all the descnbed records 
regardless of physical media. If permanent records 
are on CD-ROM, they must conform to existmg 
standards for transfer to the National Archives. 

a. Program Management records held by the 
Office of the DIrector. 

DispOSItIOn: Permanent. Close file at the end 
of the calendar year. Keep files 10 the office for 3 
years after closure, then retire to the FRC. Transfer to 
NARA 10 years after closure. 

b. Program Management records held by the 
Deputy DIrector, Office of the DIrector's Executive 
Staff, and ASSOCIateDIrectors. 

DISposItIOn: Disposable. Close file at the end 
of the calendar year. Keep files 10 the office for 2 
years after closure, then retrre to the FRC. Destroy 10 
years after closure. 

c. Program Management records held by 
ASSIstant DIrectors and other than sernor Federal 
employees. 

DIspOSItIOn:Disposable. Close file at the end 
of the calendar year Keep files 10 the office for 2 
years after closure, then renre to the FRC. Destroy 5 
years after closure. 

del). Electronic mati and word processing system 
copies - copies that have no further adnumstrative 
value after the recordkeepmg copy IS made. Includes 
copies mamtamed by mdividuals 10 personal files, 
personal electroruc mati directones, or other personal 
directories on hard disk or network dn ves, and copies 
on shared network dnves that are used only to 
produce the recordkeepmg copy. 

DISpOSItIOn:Disposable. Destroy/delete 
within 180 days after the recordkeepmg copy has 
been produced. 

d(2). Electronic mati and word processing system 
copies - copies used for dissemmatron, revision, or 
updating that are mamtamed 10 addition to the 
recordkeepmg copy. 
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DISpOSItion: Insposable. Destroy/delete when 
disserrunatron, revision, or updatmg IS completed . - • 
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