REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See Instructions on reverse)
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TO GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

\;)_'—'

DATE RECEIVED

S -7

1 FROM (Agency or establishment)

General Services Administration

NOTIFICATION TO AGENCY

LI Suraly  Servite

MINOR SUBDIVISION

‘Reworda—aia—EoLneMumragenent—RBraneir

notrequired

In accordance with the provisions of 44 USC 3303a
the disposal request, including amendments, is approved
except for items that may be marked “'disposition not
approved” or “‘withdrawn’ n column 10 If no records
are proposed for disposatl, the signature of the Archivist 1s

NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT

535-7938

Mae Simms

DATE

16/97/&7

ARCHIVIST OF THE UNITED STATES

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency In matters pertaining to the disposal of the agency’s records,
that the records proposed for disposal in this Request of __ 18 page(s) are not now needed for the business of this
agency or will not be needed after the retention periods specified, and that written concurrence from the General
Accounting Office, 1f required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, I1s

attached

A GAO concurrence X is attached, or@‘ls unnecessary

B DATE C SIGNATURE OF AGE Y REPRESENTATIVE D TITLE
Chief . Records and Forms Management Brancl
9 GRS OR 10 ACTION
ITEM 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO (With Incluswe Dates or Retention Periods) JOB {NARS USE
CITATION ONLY)
PYIR Yy )T
Transportation Program Records Files NC1-137-79~-1
Chapter 52, Transportation Program Records, is changed to
include appendix 52-C, Transportation Audit Program Records
and to add new categories to Appendixes 52-A and 52-B. The
record categories are revised to cite the 115 job number of
the General Records Schedule (GRS) and the item number that
authorizes disposal of the records.,
topaas +0 ogpmen NCF NNF o o | 2T
v L3¢ N
-9 - NSN 7540-00-634-4064 STANDARR FORM 115 (REV 8-83)
115-108 ™S \0-29-17 Pr&ﬁrzlbedl?y\gsﬁ
FPMR (41 CFR 1-11 4



0AD P 1820.2 CHGE
MN-1T0-12-6
AN by

. Documents on negotiaung and accepting rate

SvelmucRate negotiations cuse files

tenders requested Trommsaggers. [ndluded are tenders, receipt ecknowledgments. "Section 1072]
(formerly Secuon 22) quotations,” NSOt ords and reports with supporung documents
Place in inacuve file when superseded, canceled, or termiraceQ cwmmmifuannually, hold 2
vears, and retire to FRC. Destrov when 6 vears oid. ——

32AZ - 32A4  Resenved.

N~V-1T70-)126
IrermenRare tender reference files VEF3I™H  Copies of rate tenders kept by transportaton
management oftices.

Destroy when superseded, canceled, or terminated. cXCTrmshablfalg tenders designatea ny
division director may be <ept unul no longer needed.

"

30A6 - 532A9. Resenved.

) AH-110~])-6 ,
nding route orders fReb43%=m0-+). Route orders. including codes issued when the
origin. destinaton. sl transportation, and frequency of shipment of freight are so simtlar as
to make individual routng insirucio cucal.
Place in inacuve file when expired or canceled. Cut off annuadltr=destsgy when 4 vears
old. —

52A1l1 - 52A14. Reserved.

WA -110-1)-6
52A15. Demurrage survey files (&Clt37=~t). Documents created in conducting surveys of
excessive demurrage or detenuon, or unusual charges for such senvices. Included are survey reporis
and recommendations, car record nles, and related records.

Cui off annually, hotd 2 vears. and reure to FRC  Desiroy when 6 years old.

32A16 - 32A1i5 Resened

' VN-170-/}+6 _
< lransportation  contracts  (Deladddatdat). Documerts created in  awarding. and
nistenMEseeaidel for procurement of transportation for freight or special services.  Included

are nvianons to bid. Didsssanard sumunanes, contract 2pprovus, award noufications, contracis,
invoice transter memorandums freight forwagdgr reports. and reiated records.

Place n inacuve file on expirauon of contract or on COmt Cut arf
the nacove file at the ond ot the fiscal year. hola | rear. and reure (0 P SOy when
6 vears old.

52A21  Federal Travel and Traaspoctation bxpense Pavment Ssstem ( ). Documents

created in the management of contract program for the trave! pexment system for Governiment
agencies. Included are sgency requests of parucipation mondhiy surmmary reports and managemeat
reports.

\ppeadiv 32—\
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a. Prugram Office: Place in inactve e on expirzten or terminaton of the contract.
Cut off the file at the end of ure fiscal vear. hold 1 oseur, and reere FRC. Destroy when 6 vears

old.
b. Other offices: Destroy when supersecad or obsp'zze.

52422 Contract \icline Program ( Y. Decumenss created 1 the management of the
conirzct airling program for Gorernm2at emplo.c2 fncludes 72 repeths on conlract use. other
discounted airhne fare programs. use of the program by cost reirmoursable contractors

a. Program Office: Place in nacuve file on expiréeuon or termination of the contract
Cut off the file at the end of the fiscal vear, hold 1 year. and reure FRC. Destroy when 6 years
old.

b. Other offices: Destwroy when superseded or obsolete.

S52A23 Express Small Package Program ( )- Documenis created in the contract for express
small package service ‘ncluded are the service arzas, problems and their resolutions, and quarterly
management reports

a. Program Office: Place in nactive file on expiraton or termination of the contract
Cut off the file at the end of the fiscal vear, hold I year. and -etire FRC. Destroy when 6 yvears

old.

b. Other offices: Destroy when superseded or obsolete.
S52A24  Automated Freight Rate and Routing Prozram ( ). Documents created in the
contract for automated freight rate and routing program. [nclucad are Tender loading data, Route

status. system improvements, and installation instructions.

a. Program Office. Place 1n nacuve file on expiracon or termination of the contract
Cut off at the end of the fiscal year, hold 1 vear, and reure to FRC. Destroy when 6 years old.

b. Other offices: Desuoy when superseded or obsolete.
AN -170°126

ansportation contract reference files (?WEHSFTIH:  Ci-pies of transportauon contracts
kept for reference oy Ly vther than awdrding or administennz 2 contract.

Destroy on compieticn or expiration oOf COTMUT A6 e

52A26 - 32A29. Resened.
w170 -6
W Nt rACT Tegisters (. Registers showing case aumbens assigned each contract

for the transportalfof™efamaiegals and property.

Destroy 6 years atter last eatry 1n the regisier DOCKC oA et

\ppendiv 32—\
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52A31 - 52A33 Reserved.
ww-170-]1-6

Transportation site surveys (NEPE3Y9-H. Documents created dunng surveys for

buildings. S other purpuscs. [nciuded a2 narratives of propused establishment, expansion,

or disposal; transportatio Ly reports with 2vzuadons and recommendauons; and related

records.

Cut ot annuaidy, dasgoy when 2 years o 2.

52A36 - 52A3Y Reserved.
Al 70-136
el C s Tegisters (Aee43F0-4).  Registers show:ing case numbers assigned each invoice.

request for neguildlioTrmereswattact ot other GSA senvees or Faderal agenctes.

Jee—

Destroy 6 vears after last entry in the register ook or sheets

52A41 - 52A44  Reserved.

' An-170-126
52A45. Transportation assistance cuase files 435791 Documents created 1n and
coordinauon with officials of GSA and other agences in providing transportation assistance and
recommendauons in soliciung, awarding, and adminis2ring contracts for the procurement uansfer or
disposal of supplies, and equipment. Included are copies of commitment documents. conuacts.
purchase authorizauons and requisitions, rate negotiziion and carrier recerds. shipping instrucuons.
sales release documents, bills of lading, cargo space r=servadons. export declarations. applicatons for
export shippers’ licenses, shipment orders. and relzie¢ documents.

Place in inactive file on completion of the zise. cut off annually. hold 1 year, and retire
FRC. Destroy when 6 years old.

52A46 - 52A49. Resened.

o 1760406
52A50. Carrier evaluation files ¥€137~-H. Docimenis created 1n the review and evaluation of
camer senvices to ensure that services megt GSA nezds.  Included are studies, findings, and

recommendauons, service suspension notces, 2nc relzied records
Cut off annually. hold 2 years, and retirz o0 FRC. Destroy when 6 years old.
52A51 - 52A54. Reserved.
NMA-[70-136
52A55. Trffic information files (MNEHH3F+9-+). Documents created in arranging tfor traffic
services and data, including rate and routng nformzgon, shipping wnstructions. classificatron raungs.
services. charter arrangements, and other trarfic infomaton.

Cut off annually hold 2 years. and retire 10 tRC. Destroy when 6 years old.

52A56 - 52A39  Resenved.
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Av-170-1)4
52A60. In-transit prindege files (DB, Documenis created in applying for and
admimistening transit prisilezes and agreemends.  Inciuded arz correspondence vn, or apphlications
for, transit prnivileges. instructions covenng (ransit tonrage: records of transit freight bills and
tonnage credits; coptes of trarst ~ills of lading; and related transit racords

Place in mactive nile wnen all tonnage crcdu; I a traastt agreement are apohed or upon
SxpITon of the 12700y 2rn vhpchever comes st ton 77 zanuall boid Uuewr und roure
o FRC Destroy wnen 6 years old.

52A61 - 52A64. Reserved.
Aa=-170-1)4
- v oading .md shlpment test files (ZEE379-+). Documents created n tesung shipping
S ckaging and packing, and metheds of alocking, bracing, and secunng
; i tions. and related records.

Cut off annually, destrov when 4 vears old.

e

Note. When direcuves or other publications result, piace backup test material in the SC2
Instructions or 11B25 Direcuives or case files, as appropriate.

52A66 - 52A69. Rescerved.
An-170-10-6
Q. Ocean transportation muiiling lists &ECFT37™79H. Documents accumulated in keeping a
matling list Of~ehashle

a.

b.

52A71 - 52A74. Resenved.

GrRs5 7/1c
ill of luding accountability files (¥EFH3—F9-1). Rezzisters or ke documents used to
account for eac enr bill of lading ssued or carceied.

Destroy when 3 years old.

32A76 - S2A79 Reserved.
GRS 9/ e

Derke of lading files (EH3F~A-B. Memorandum copies of GBL's and related paper
. records accumulated DY PPMR GRS

2 _Yezrs oSter the /oer/ar,/
Cut off annually, hold 1 year and reurc to FRC. Deszoy M

52A8 - 32A84. Reserved.

(JI
lv
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w7016 ¢
S2A85. Demurrage agreement participation files ¢EH3™9-+). Apoibcauons o and accepiance
by. the Associaton of Amencan Railroads tor parucipatng in cemurrege agreement  inciuded are
applications. acceptances, retusals. and related records.

4

Place in mactive file on cancellatton or exprration of e arangement, cuc off annually,
destroy when 3 vears old

52A3H - 52\3%  Reserved.
52A90. Vlaster weight agreements (zEHZ79~). Documents relaizd 0 master werght agreements
to avoid the need for weighing wn transit. I[ncluded are requests frem shippers GSA nouces o the

carmier assoclation. reports: statements of facts concerning disputes: znd related records.

Place 1n indcuve file upoun cancellaton or expiraton of agzraement, cut off aanually. hold 1
year, and reure to FRC. Destroy when 6 years old.

52A91 - 52A94 Reserved.

AV 70-1)-6
52A95. Claims registers (Cld3779-H). Register with entnes -econding 1ad conwolling reports of
inconsistencies in shipments.

Destroy 6 years after final entry (closeout of claim), on the register sheet or in the register
book.

32A96 Traffic Programs General ( ). Documents related o 2il GSA traffic programs that
are not otherwise defined in Chapter 32. Included are reports on wraffic studies, traffic programs
under considerauon, and special transportation assistance to offices within GSA.

MM’\
Cut off annually. hold 2 vears. and reure to FRC. Destroy :-.ier—?:-edrsd-t’(/,

52A97 - 52A99. Reserved.

) ~Ar-170 -6 _ ‘
0. Claims case files (dE43%-H. Documenss created in the nvesuganon of, and
processing Of=degyy enb (levying charges tor loss. damage. or shoeszze) involving «.aims aganst

dre dscr;pdnc» reporis. reporis of invesuzauons with findings and
arremsglated records

Place in acuive tile on sculement of claun. cui o . hoid 2 vears. and reure 1o

FRC. Destroy when 6 years old.

52AI101 - 52A104. Resenved.
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w70 -1 26
Sl [eased car files veH37=4). Records ior GSA-conwrolled railroad cars. including leased
cars. used in 1OCEeesmiQiercnange service Included are copies of contracts, miiezage records.

interchange request and assignmen is. reports, and relared records.

Place in nacuve file when contract ends or after mutudlf¥™seesiagiory settlement or
compensaton. hold 2 vears, and reure to FRC. Destro: when 6 ears old.

Y

52A106 - 32A109  Reserved.

N ve170-)2 4
52A110. Embargo and car service orders (NEE3%-79-4). Documen's created in issuing nouces and
instructions about delayvs of GSA-conuolled shipments resulung from embargees or [nterstate
Commerce Commussion car service orders  Included are notices to consignors aad consignees,
tnstructions. narrauve reports. and related records.

Cut off annually, hold 1 year and reure 1o FRC. Destroy ~hen 6 vears old.

52A111 - S2A114. Reserved.

wn- 170126
. ) [monce venf"c.mon files &H3729.1. Documents venfiing invoices trom the Office of
oGO »ndmo them for ceruficat:on. Iacluded are copies of memorandums and

52A116 - 52A119 Reserved.

Nev-(70-]3-6
52A120. Freight data input files (NEF3T79-). Documents crezted in providing FSS with freight

classificauon and other data for the Master Reterence and Managzement Data System. Included are
notificauon lists. stores and noastore freight lists, exception lists and related records.

a. ADP lisrings: Destroy on receiving a n2w list.

b. Other reconds: Cut off in 3-month blocks. destrov when 6 months old.

\ppendin 32—\
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Transportation manuagement studies (NCI-137-79-1). Documents created in studying new
tdeas 1 T rauon and tratiic management.  (neioded e stwdy decuments with findings.
recommendatons, an red records

Cut otf-annually atter complett

a  Permanent. Final studv with findings. reco Jations. and supporung papers.
Transzer to FRC hon volume permuts, otter 0 NVARS anen [ 207

b. Other materials. Destroy when 35 years oid.
52B2 Travel Manuagement Centers (TMC) Program ( ). Documents created in the
management of travel services tor Federal executive agency personsel.  Included are TMC manual,

TMC evaluauon matenal, listing of TMCs, and instructons 1o TMCs.

a. Program Offite: Place in inactive file on expirazion or termunation of the contract.
Cut off at the end of the fiscal vear. hold 1 year. and reare to FRC. Deswroy when 6 vears old.

b.Other offices: Destroy when superseded or e¢bsolete.
5283 - 52B4. Resenved.

l"rJITc management surveys (NCI-137-79-1). Documenis created in inspecting procurement,
'on and transporiation acuvites of GSA 3nd other agencles (o recommend

Cut off annually after completing survey:

a. Permanent. Final report with findinzs. recommendanons, piementation.

Transfer to FRC when volume permuts; offer to NARS when 10 vears old.
b. Other materials. Destroy when 5 vears oid.

52B6 - 52B9. Reservd.

oy general assistance files (NCI-137-79-1).  Documenss on transportauon managament
services requesied 7 i agencies. Included are lizison regorts. data on services performed. and
related records.

Cut off annually destrov when 2 years old.

52B811. Federal Travel Directon { ). Documzass crezted in the publicauun of the Federm™
[ravel Directory. Included are prinung and distnbutivn in‘ormauon. and monthiv reguesis for
upddtes

\ppendiy 32-8
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Cut off annually. nold 2 vears. and reure to FRC. Desirov when 6 vears oid.
52B12. Resened.

52B13. Federal Hotel/Motel Discount Directory ( ). Documents created in the publication
of the Federal Hotel/Motel Directory.  Included are distnbuuon nfurmation and mternattonal

25T2TES

Cut off at expirauen ot directory, hold 2 years, and  revre to FRC Desuoy when 6
years old.

32B14  Resened.

ansporctation training  fles (NCI-137-79-1). Documents on training sessions for
(ransportauon marrree » included are requests for. and arrangements for training: data on the
numoer of people trained: seminIT™ g Orespondence: and related records.

Cut off annuaily. desaov when 2 years old.

52B16 - 52BI9 Reserved.

Transportation training materials (NCI-137-79-1). "Documents on prcparing and 1ssuing
raining Included are instuctor's manuals, visual aids. outlines, tests, handouts, training
aids, and related reco

a. Office preparing Governmentw gz materials: Destroy when no longer needed.
b. Orther offices: Destroy when superseded or obsolete.

32821 - 32824  Reserved.

Rate proposals and analyses case files (NCI-137-79-1). Documents providing research and
suatstcal an f carner proposals tor rate increases. and for the development of statements and
exhibits for Federal an regulatory proceedings Included are staustics on carmers, financial
and producuvity studies, proposa mendations, cepiss of peution. replies, exhibus, decistons,
orders, and related records.

Cut off annually after final acuon by the cardizr rate o ssification commitiee or

regulatory body. destroy when 2 vears old.
52B26 - 52B29. Reserved.

52B30. Management and stavsocal reports (NCI-137-79-1).  Included are tonnage desunauon
reports, tonnage distrihution reparty by tvpe of carmer. and related reconds.

\ppendix 32-B
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Central Office:

(1) Cumul® ucal vear reports. Cut O:F annually. destroy when 6 yvears old.

(2) Other repuris. Dostroy w LIRS nlc.
b Regional offices:
(1) Cumuiacive yearend reports. Cul off annuaii,. c2suoy when 2 years

(2)  Monthly and other reports: Cuat off sermznpually destroy when 2 vears old.

52B31 - 52B341. Resenved.

WS (NCI-137-79-1). A consoliazed list of names and codes of carriers
used by Government

Cut off lisung annuaily when superseded, desttoy when I 5 cor s iy,

52B36 - 52B39. Reserved.
52B40. Withdrawn by CHGE 35.

52B41 - 52B44. Reserved.

Regulatory proceeding files (NCI-137-79-1). Dccuments used in representing Government
agencies in gs before transportaton regulatory bodies. These proceeding pertain to new or
additional operating a s establishment or discontnuance of transportation services; or
change in classification raungs. rat es or rules sought by commercial carmners. Included are
information and data used in GSA docum Qlgd i regulatory bodies, analyses, drafts.
statements and exhibits. copres of decisions and orders. an

Cut off annually, hold 2 sears. and reure to FRC. Desuror when 6 yedr

52B46 - 32B49. Reserved.

Carrier proposal files (NCI-137-79-1).  Decuments analyzing and  developing the
Mg DOSIION  about carmer proposals having 2 subsiantial impact on Government
ocedures, or costs. [ncluded are the rate or classificauon proposals.
act, correspondance. GSA protests or peutions. and related

Govern
transportation poli
statistical analyses, data on
records.

Place in inacuve file after final committee action o
when | year old.

proposal. cut off annually. gestroy

Note.  When proposals become rhie subrects of regulaiors dockets, withdraw and p
reguiatory proceedings file

\ppendin 32-B
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-2 -0)-)
2CL.  Freight and puassenger charges of less than S100 (AMGH237=79=1)y. Onginal vouchers and
gporung documents or authunzed mucroform reproductivas covenng freight and passenger

coverhg payments for services furmshed. when the charges for any single bill of lading or
h\gnt transportation request are less than 180 dollars, znd when no condition exists that re-

quires the Ypucher to be retained beyond the 3 year disposal penod.
Dostrdy 3 years after the penod of the account (220 Cove of payment)  tarher—g— "
disposal g authorzeds WITHDRA
52C2 - 52C4. ReseNgd. [ pepntior it G
/

nger charges of $100-0r more for selected modes (NCI-137-79-1). Onginal
Yecuments or microform reproguctions vovering transportation charges of

52C5.  Freight and pasSe
vouchers and supporung

ymovers express. pipeline, raii. bus, freight forwarder, inland
for 1nternavonal wransporiation by freight forwarder of
v owned vehicles shipped separate from houschold goods.
ath the Interstate Commarce Commission (ICC) or based on
tenders or quotauons, under secuon 10Q21 (formerly section 22) of the Interstate Commerce Act.
offering rates, fares or charges represenumg, a reduction from those published tn tanifs on file with
the [CC, when the charges tor a bill of ladygg or transportation reguest are S100 or more. except
when one of the following conditions exists: .

following modes: motor frefy
walerway or coastwide " rrarfic\
unaccompanied baggage or pnval
Charges for the services are on file

a. A condiuon that requires the vouche 0 be kept bevond the 3-year dispusal penud:

b. Internatonal shipments of household zocy
pnvately owned vehicles,

(exciuding separately shipped baggage or

c. Interstate and internavonal transportation by airNend water, the-charges-forwhich-are—
-published-tn~tartffs-on-file~with-the~Ervit-Yeroiaulics Board o X Federal- Marinme- €Commisston-¢

d. [ntrastate transportatton by any mode. the charges for
State transportation regulatory agency. and

which are published with any

e. For services between vr within foreign countries furnished b¥gcarners whose rates or
charges are not subject to tanffs on file with a US. Federa: or State urafgportauen regulatory
agency. when the charges for a bill of lading or transportation are $150 or more.

Destroy 3 years after the penod of the account. WITHDRAWN

52C6 - 52C9. Reserved.

passenger transportation charges of accountable officers of the L.S. Gurernment when any oney
the following conditions exist.

\ppendin 32-C
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a.  Nouce vt vvercharge or T)aﬂ freight overpa.ment: ¥

n D.-  Any other condition that requires the voucher to be kept beyond the 3-year disposal
periodNuch as an undercharge

o oucher invobves inbound transit shipmenus):

a. voucher has pant of paid supplemen:zai bill related w the onginal voucher;

e. VoucheNjs needed in hiugauon; and

N

f.  Deducuon oigollection acuion has been takzan.

Cut off atter final auly. hold 2 vears, and revrz 1o the FRC. Destroy 10 years after the
account 1s settled. WITHDRAWN

52CI11 - 32C14. Reserved.

52C15. Freight and passenger charges of 200 o, mose involying air and water transportation and
selected intrastate and interstate transportatiy M Onmndl vouchers and supporting
documents or authonzed microform reproducud 3 of freight and passenger wansporauon charges of
accountable officers of the U'S Government. [h& Gover payment for {a) interstate and international
transportaton by air and water. the charges for whidg are published in tanfis on file withrthe-Civ£® &~
Aeronrauties—Board-or—the-Federa-Manume-Commussigec (b) 1nirasiate wansportauon. the charges L
for which are published in tanffs on file with any Statansporte.uon regulatory agency, and (c)
interstate  and  intrastate transportation, when the ch3ges are established under contract,
arrangement, or dare exempt from regulation and the 5°\_ for bill of lading or transportation
request are S100 or more, except when international shipmekg of household goods (excluding
separately shipped unaccompanied baggage or privately owned veh¥gles (see 52C5) moved by freight
forwarders are 1nvolved. \

accounfs settled. — WITHDRAWN

Cut ol:lﬁer final audit, hold 2 years, and reure to the Jestroy 6 years after the
52C16 - 52C19. Reserved.

Z_() l*rev t and passenger charges for services between or within foreign countriesy
/Orlomdl vouchers and supporting docurlents .m" mlcrofoxm reprucuons of

Siate transportation regulatory agency, and when the chargas for—g bill of lading or transportany
request are 3100 or more ny
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WITHORAWM
a. BYagn coples of the onginal decumenss or cerufied reproductions of the
microforms and a means of refffesgg data from the microform s availabie destroy the onginal

“‘ . , . WITHDRAWN
b If mcroform copies was not made of the cfmag] documents cieared 1 the audit cut

ot annually hold 2 s2ars. and reare o the FRC Dastzer 5 - c2=mggg ihe account s seutled

. . .. "y X WITHDRAWN
¢ When there are mucroform coptes of onginals cerirned reproducuonseand there 15 no
p g

means of retrieving data from the microforms. cut off 2nnualls. cestroy 6 vears after the =
settled.

Appendix 52-C
Use GRS /] a5 omesded by

V(- GR5-87-18, Frveight and Trunspotstio

Vovchers Frles,
Wﬂlﬂ, 295087
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