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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 
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This appendix describes and provides maintenance 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 
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52Bl. Transportation management studies. Documents created in the . 
study of new ideas and concepts in transportation and traffic ~a~ag~-
ment which have Government-wide impact. Included ~re study in~t~at~on 
papers, study documents with findings, recommendat~ons, and support1ng 
papers, and related records. 

'! • 

Cl~t off annually fol101-Jing completion of the study: 

Final study viith findings, recornnenda.tions, and supportinga.. 
pace r s ; PEr.~t-_::?:TT. Transfer to F;3C uhen vo Iune pe rrti ts (one 
cub'Lc foot) and offer to N.lLrtSuhe n 10 years old. 

C,tJI'P. ~ t;~.,t:. "" hclllt/. ~e.t:.tI"'v/,}t(l,j d/Jd,,-t .2. '''~e'.v)'Y'J
h. ntl'-er materials. ~estroy ube n 5 YC8rs old. 

52B2 - 52B4. Reserved~ 

52B5. Traffic management surveys. Documents created ic 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 enonolly f'oLl.oiri.ng completion of the survey: f!J!"v'i /7/ 
Final report ilith f'Lnd.i.r.g s a.nd r-econnendc td ons , and f'o.ll.ouup s1 
and implementation actions. i'J.£'lF..\::F;l:T. Transfer to F.:'.l1C when 
vo Lune permits (one cubic foot:) and offer to HAns uhe n 10 years old .. 
C~/,P. .3 CV. ft. elf h~"J. A"'((/1IJ"/~ I,.,.} alJ.l#t: .3,.c.A~.vr:)

b. other nater-Lal.s, Destroy when 5 year-s old. Y 

http:f'oLl.oiri.ng
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Documents created in the 

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 tra tation. Included are visit coordinating
actions, reports with findings an ommendations, fo11owup and 
implementation actions, and related reco 

~t!~ iff Ilil:wiilllys Deh! § ,edZS, 1 

52B6 - 52B9. Reserved. 

52BIO. 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. -

r-!DESTROY WHEN =z=.YEA-RS om 41 
Cut off annually, ...1u~ld 3 years, 2nd dOlitro¥= '!JtY1Jc?7r • 

52Bl1 - 52B14 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~ YEARS OLD 
Cut off annually, J:l.ele 2 ,edts, aRe e9l1tili'9Y~ 

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 52-8 
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manuals, visual aids, instruction outlines, tests, handouts, training 
aids, and related records. 

t1,	 Office preparing Government-wide training materials:
 
Destroy when no longer needed.
 

it;	 Other offices: Destroy when superseded or obsolete. 

52B2l - 52B24. Reserved. 

52B25. Rate proposals and analyses case files. Documents accumulated 
to provide other elements of the agency with research and statistical •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. 1 •DESTROY WHEN....6:t-):"EARS OLQ 

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: 

r)Cumulative fiscal year reports: Cut off annually,
bola' ¥8a~&; 8RS acs~zey. D ~ 

I ESTROY WHEN----2- YEARS OLD 

(~)Other reports: Wele 6 m8R~k8 aRS 8@S~P8'• 
., ~___ ---L ",*o"tlu 

..	 !mSTROY WHEN.J2-- -¥E-AKS OLD b. Reg10nal off1ces: 

(I)	 Cumulative yearend reports: Cut off annually, .eld 

2 ,catS, and deShOj. DESTROYWHEN~YEARSOLD 

()) Monthly and other reports: Cut off semiannually,
kale 6 men&lu; Red desh oJ. - ~ ..",o..,aJ 

!DESTROY WHEN ~¥lil IWjo ,OL9A 

Appendix 52-B 
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52B3l - 52B34. Reserved. 

52B35. Carrier name master files. This file is a consolidated 
master 11sting of the names and codes of all carriers used by
Government agencies. 

Cut off listing.~nnually when superseded, bold 2 years, 

..and d2Bt~.".. 'YDESTROY WHEN OLD..::z..~s J 
52B36 - 52B39. Reserved. 

analyses project files. Documents 
VVIIHDRAWNmaking economic studies and analyses in the field of 

ch as average carrier costs, carrier growth, shipment 
consolidations, oper . ratios, traffic flows, and similar matters. 
Included are data collect1 ers; analytical evaluations and 
summaries; graphic presentations; orts; papers documenting project
inception, scope, procedure, accomplisnm findings, and recommend-
ations; and related records. 

52B41 - 52B44. Reserved. 

52B45. Regulatory proceedings files. Documents created in repre-
senting Government agenc1es 1n proceedings before transportation
regulatory bodies. These proceedings may pertain to new or additional 
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. 

relating designated by the Assistant VVIIHDRAWti Comm1ssioner a ant and concurred 1n by the 

~ Files relating to other cases: Cut off annually, 
hold 2 years, and retire. ~stLOY af~85 4 lii~'iapa' Y8S5i 

'DESTROY WHEN..L YEARSQJ4!52B46 - 54B49. Reserved. 

Appendix 52-B 
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52B50. Carrier proposal files. Documents created in reviewing, 
analyzing, and develop~ng 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, ft81a 1 Y9ST, and destrp¥

DESTROYWHENiYEARS OLD 
Note.--When proposals become the subjects of regUlatory 
dockets, withdraw and place in the applicable regulatory 
proceedings file. 

Appendix 52-B 
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