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TO: GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WAS‘FHNGTON DC 20408

JOB NO

wC|-137-79-]

1. FROM (AGENCY OR ESTABLISHMENT)
General Services Administtation

DATE RECEIVED
4-18-79

2. MAJOR SUBDIVISION
Federal Supply Service

3. MINOR SUBDIVISION

NOTIFICATION TO AGENCY

In accordance with the provisions of 44 U S.C 3303a the disposal re
quest, including amendments, 1s approved except for items that may
be stamped “disposal not approved” or “withdrawn” in cqumrJ

Qffice of Transportation and Public Utilities
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT ‘JUN 1 1979
Raymnd F. Hershberger - 566.—0673 Duate 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

[ ] A Request for immediate disposal.

page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified.

[3 B Request for disposal after a specified period of time or request for permanent

retention.

C. DATE D. SIGNATURE OF AGENCY REPRESENTATIVE E. TITLE

4/12/79 M@‘W Chief, Records Management Branch
9.

7. 8. DESCRIPTION OF ITEM
ITEM NO. (With Inclusive Dates or Retention Periods)

10
SAMPLE OR -
JOB NO. ACTION TAKEN

Traffic Services Program Files

File description and requested disposition authorizations LNN-170-126
changes contained in the attached ch. 52 pf the HB, GSA are, 5. 28
Records Maintenance and Disposition System (0AD P 1820.2).
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OAC P 1820.2 CHGE

This appendix describes and provides maintenance and disposition
instructions for program files relating to the traffic services
function. Involved in this function are contracts and negotiations

for adjustment or establishment of classification ratings, charges,

and services; the provision of shipping assistance; and the development
of information for the settlement of claims. Traffic services program
files are created as a result of the responsibilities and functions
outlined in the GSA Organization Manual (OFA P 5440.1) and pursuant

to the provisions of orders and handbooks in the 7200 and 7400 subject
classification series.

Appendix 52-A. Traffic Services Program Files

1 and 2
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This appendix describes and provides maintemnance and disposition
instructions for program files relating to the transportation manage-
ment function. Involved in this function is maintenance of, liaison
with, and provision of assistance to civil executive agencies in

the establishment, improvement, and maintenance of effective freight
and passenger transportation and traffic management policies, practices,
and procedures; development of studies, analyses, statistics, and
reports covering the transportation field; representation in proceed-
ings before regulatory bodies to protect interests of Federal agencies
as shippers; development of Government-wide policies and regulations
governing transportation management and related services by civil
executive agencies; and similar matters. Transportation management
program files are created as a result of the responsibilities and
functions outlined in the GSA Organization Manual (OFA P 5440.1) and
pursuant to the provisions of orders and handbooks in the 7200 and
7400 subject classification series.

Appendix 52-B. Transportation Management Program Files

1 and 2
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Documents created in the
ortation and traffic manage-
Included are study initiatiom
recommendations, and supporting

52B1. Transportation management studies.
study of new ideas and concepts in transp
ment which have Government~wide impact.
papers, study documents with findings,
papers, and related records. ' o |

_—

ont off annually fcollowing completion of the study:

a. Final study with findings, recormendations, and supvorting
pacers, PERUNTENT,  Transfer to FARC when volure perrits (one
cubic foof) and offer to NARS when 10 years old.

CApP. A cv-5C o hand, Aeccomvfates &bovt 1 ""‘é’wﬁ)

b. Otrer materiels. Destroy when 5 years old,

5232 - 52340 Rese'm’edo

52B5. Traffic management surveys. Documents created in inspecting
procurement, storage, distribution, and transportation activities of
GSA and other agencies to determine adequacy of, and make recommend-
ations for the improvement of policies, procedures, facilities,

and equipment affecting transportation. Included are visit coordinating
actions, reports with findings and recommendations, followup and
implementation actions, and related records.

Cut off anmzlly following completion of the survey: }2&6%

7/71

s, Final report with findirgs and recommendetions, and followup
and implementation actions, PERMAIEIT, Transfer to FARC when

5/

volume permits (one cubic foot) and offer to NARS when 10 years olde

CAPrP. 3 cu. §C. on hand Actowfiters boeT 3,,,/;.,;//,9

be O(ther materials, Destroy when 5 years old.

/79
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Transportation management studies. Documents created in the

ideas and concepts in transportation and traffic manage—
ment-wide impact. Included are study initiation
indings, recommendations, and supporting

study o
ment which have
papers, study documents
papers, and related records.

ST ST e e,

52B2 - 52B4. Reserved.

» Traffic management surveys. Documents created in inspecting
procur storage, distribution, and transportation activities of

GSA and other cies to determine adequacy of, and make recommend-
ations for the impro t of policies, procedures, facilities,

and equipment affecting trad tation. Included are visit coordinating
actions, reports with findings an ommendations, followup and
implementation actions, and related reco

B s S A ot ]

52B6 - 52B9. Reserved.

52B10. Agency general assistance files. Documents relating generally
to overall transportation management services requested by, provided
to, or of interest to Federal agencies. Included are liaison visit
reports, communications on services performed and information provided,
and related records. )

"DESTROY WHEN_ 2. YEARS OLD 4
Cut off annually, Jhelded—r@alsSmmanddesiiqy. 300571 [

52B11 - 52Bl14 Reserved.

52B15. Transportation training files. Documents relating to the conduct
of training sessions and seminars involving all phases of transportation

management and techniques. Included are requests for, notifications of,

and arrangements for training; communications about the number of people

trained; seminar reports; correspondence; and related records.

DESTROY WHEN LYEARS OLD
Cut off annually, 3

52B16 - 52B19. Reserved.

52B20. Transportation training materials. Documents relating to the
preparation, clearance, and issue of training materials -pertaining to all
facets of the GSA transportation function. Included are instructor's

Appendix 52-6
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manuals, visual aids, instruction outlines, tests, handouts, training
aids, and related records.

OAD P 1820.2 E:HGE’

q Office preparing Govermment-wide training materials:
Destroy when no longer needed.

,41 Other offices: Destroy when superseded or obsolete. '
52B21 - 52B24. Reserved.

52B25. Rate proposals and analyses case files. Documents accumulated

to provide other elements of the agency with research and statistical i
analyses of carrier proposals for rate and charge increases, and for

the development of analytical data in connection with statements and
exhibits for presentation in proceedings before Federal and State

regulatory bodies. Included are statistics concerning carriers, carrier
financial and productivity studies, committee proposals, statistical
analyses, recommendations on proposed increases, copies of petition
statements, replies, exhibits, decisions, orders, and related records.

Cut off annually following final action by the appropriate
carrier rate and classification committee or regulatory body,
hold 2 years, and destroy.
DESTROY WHEN L,YEARS OLD
52B26 - 52B29. Reserved.

52B30. Management and statistical reports. This file consists of periodic
transportation management and statistical reports. Included are outbound
tonnage destination reports, tonnage distribution reports by type of
carrier, consolidated tonnage distribution reports, and similar reports

and related records.

a. Central Office:

(3)Cumu1ative fiscal year reports: Cut off annually,

DESTROY WHEN_& __ YEARS OLD

(1)Other reports: -Heodd—b—montheo—and-destnen, hs
“DESTROY WHEN_&__3AARE OLD /%

<])Cumu1ative yearend reports: Cut off annually, Aeid— 3““5;57
’ Y - DESTROY WHEN_eZa_YEARS OLD

b. Regional offices:

Gz)Monthly and other reports: Cut off semiannually,

Fold=—menbhfd el Sty
DESTROY WHEN é ‘:H?A%OLP

Appendix 52-B
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52B31 - 52B34. Reserved.

52B35. Carrier name master files. This file is a consolidated
master listing of the names and codes of all carriers used by
Govermment agencies.

Cut off listing annually when superseded,-hald 2 yeaxs. ]
and-destrer.  DESTROY wnm_&ggms OLD

52B36 - 52B39. Reserved.

8R40. Economic and statistical analyses project files. Documents
created~ep making economic studies and analyses in the field of
transportatiomy ch as average carrier costs, carrier growth, shipment
consolidations, oper= ¢ ratios, traffic flows, and similar matters. 57%7A%7
Included are data collect1dmpapers; analytical evaluations and
summaries; graphic presentations; ports; papers documenting project
inception, scope, procedure, accomplishm® findings, and recommend-
ations; and related records.

wilHDRAWN

52B41 - 52B44. Reserved.

52B45. Regulatory proceedings files. Documents created in repre-
senting Govermment agencies 1in proceedings before transportation
regulatory bodies. These proceedings may pertain to new or additiomal
operating authorities; establishment or discontinuance of transportation
services; or changes in classification ratings, rates, charges,

or rules sought by commercial carriers. Included are information

and data used in GSA documents filed with regulatory bodies, analyses

on which determinations are made regarding scope and manner of par-
ticipation, drafts of statements and exhibits, copies of decisions

and orders, and related records.

> relatlng to cases designated by the Assistant Wi1HDRAWN
Commissioner a ant and concurred in by the
Commissioner: Cut off annua ears, and retire. l

—_————

$ rFiles relating to other cases: Cut off annually, J7ﬁ22/<;?

hold 2 years, and retire. BeTtTUT—tiiotmiomittuitirtRidatoGisu

‘pEsTROY WHEN_&. YEARS OLD

52B46 ~ 54B49. Reserved.

Appendix 52-B
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52B50. Carrier proposal files. Documents created in reviewing,
analyzing, and developing the Government position on carrier proposals
which are scheduled for consideration by carrier rate committees and
which are of interest to, or have a substantial impact on Government
transportation policies, procedures, or costs. Included are the rate or
classification proposals, statistical analyses, data on dollar impact
involved, correspondence, GSA protests or petitions (when regulatory
action does not result), and related records.

Place in inactive file following final committee action on

the proposal, cut off annually, #eldmlsediy—and.destray.
DESTROY WHEN Z ___YEARS OLD
Note.--When proposals become the subjects of regulatory

dockets, withdraw and place in the applicable regulatory
proceedings file,

Appendix 52-B

6



