REQUEST FOR RECORDS DISPOSITION AUTHORITY
- (See Instructions on reverse)

j .

LEAVE BLANK

TO GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, \WASHINGTON, DC 20408

JOB NO

e 1-39L84- 2—

1 FROM (AGENCY OR ESTABLISHMENT)
Department of Transportation

DATE RECEIVED -/) /y

2 MAJOR SuBDIVISION
Research and Special Programs Administration

3 MINOR SUBDIVISION
Materials Transportation Bureau

NOT|FICATION TO AG{NCY

In accordance w'th the prowisions of 44 U'S C 3303a the disposa’ re
quest ncluding amendments 1s approved except for items that may
be stamped disposal not approved of ‘withdrawe n column 10

WO o

4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT
David Watson 472-2784
Gracie Carter 426-4502 Date Archovnt of the United Staies

6 CERTIFICATE OF AGENCY REPRESENTATIVE
| hereby certify that | am authonzed 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

this agency or will not be needed after the retention periods specified.
[J A Request for mmediate disposal

page(s) are not now needed for the business of

{od B Request for disposal after a specified period of time or request for permanent

retention-

C DATE

3-20-84 arol A. Sutton

0 SIGNA OF AG PRE TA E TITLE

OST Records Management Officer

7
ITEM NO

8 DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9
SAMPLE OR
JOB NO

10
ACTION TAKEN

MATERTALS TRANSPORTATION BUREAU

terials Transportation Bureau is responsible for
carryyng out a national regulatory program to protect
against\the risks to life and property inherent in the
transportation of hazardous materials, natural gas,
petroleum other hazardous materials by pipeline by
prescribing axd enforcing Federal safety regulations,
collecting, iling and analyzing hazardous materials
data, administeriyg Federal grants to aid State pipeline
safety programs andNmonitoring safety enforcement programs
interstate pipeline ations and intrastate pipeline
operations not otherwise covered by State programs.

OFFICE ADMINISTRATIVE FI

A. General Subject Files. Corkespondence, memoranda and
other documents relating to internal administratio
of the Bureau such as travel transportation,
budget submissions, personnel and yeneral housekeeping

records.

Start new file each year.
When files are three years old, separate thoseNgaving
reference value. Transfer to FRC when three ye old.

e

W™ onawA

'R t:f:“l

115-107

FRC destroy when six years old. ‘\\\\
All others. Destroy when three years old.

STANDARD FORM 115

Revised April, 1975

Prescribed by General Services
Adminmistration

FPMR (41 CFR) 101-11 4



Standard Form No. 115-A
Revised Y ovember 1951

pertaining to Hazardous Materials and Pipeline Safety
programs.

Destroy when three years old.

grs'e:&}’l‘ be :3{ ‘?—'c.iggrsl Scrvices Administration Job No. Page
115-202 of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
7 8 DESCRIPTION OF ITEM 9 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR ACTION TAKEN
B. Reading or Chron Files. Copies of correspondence
used solely as a reading or reference file for the
convenience of personnel.
Destrov when two years old or when reference value has
been exhausted.
C. Time and Attendance Files..Carbon copies of T&A
cards submitted to payroll office.
Destroy when three years old.
D. lLeave Application Files.
(1) If the time card has been 1nitialed by the
employee. Destroy at the end of the applicable
pay period.
(2) If the time card has not been initialed by the
employee. Destroy when three years old.
E. Routine Control Files. Correspondence control forms
used to control work flow.
Remove from related records and destroy when work is
completed and no longer needed for operating purvoses.
“ F. Technical Reference Files. Coples of documents
L retained for reference purposes. Includes copies of
e reports, sutdies, periodicals, books, brochures etc.
Review annually and destroy material of no further
reference value.
2. SPEECH FILES. Copies of speeches given by Bureau Directon

including original, to be submitted to the National Arcluves and Records Service

GPO 19%63—0-711-917



Standard Form NO. 115-A
Revised November 1951

Prestribed by Ueneral Services Administration Job No. Page
G8A }}fg_%v-loe

of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
9 10
ITEl; NO (WITH mczugssco':lrglg: Ron":t::d::c'::{ PERIODS) SA_,'SSL,%) R ACTION TAKEN
3 MATERTALS TRANSPORTATION PUBLICATIONS.

Copies of revorts, newsletters and publications written
in-house or by contract relating to hazardous materials
and pipeline safety programs.

PERMANENT

A. Offer one copy of each publication to NARS in blocks
of five years.

B. Working papers and duplicate copies of publications.
Destroy when reference value has been exhausted.

4, MATERTALS TRANSPORTATION REPORTS.

Files containing information regarding hazardous materials Schedul%d
transportation incidents, pipeline safety incidents and NCI-398+481-5
annual reports from pipeline operators.

Transfer to FRC when three years old. FRC destroy
when seven years old.

5. EXEMPTION FILES. Intermal memos, working papers and
confidential papers that are not for public viewing
received from shippers, carriers and container manufacturels
recquesting exemption from hazardous materials and pipeline
safety regulations.

Transfer to the FRC three months after file is closed.
FRC destroy six years after file is closed.

6. INTERPRETATION FILES. Working papers reflecting decisions
and interpretation of MIB requlations over which the MIB
exercises issuing authority, made internally by the office
and used for reference purposed.

Maintained in the Bureau as an active working file.
Review annually and destroy material when reference value
is exhausted.

Pour copies, including original, to be submitted to the National Archives and Records Sexvice GPO 1963—0-711-917



Stanaard Form No. 115-A

Revised Novergber 1951

Prestribud by Ueneral Services Administration
GSA Reg 3-1V-106

115-202

Job No.

Page

of pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO

8 DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9
SAMPLE OR
JOB NO

10
ACTION TAKEN

10.

STATE CASE FILES. Case files consisting of correspondence}
technical background material and certification used in
maintaining liaison with State agencies relating to routin

W

MTB safety programs.

Wbintain 1n Bureau as an active working file.
Review annually and destroy material when reference value
is exhausted.

ENFORCEMENT CASE FILES. Copies of inspection reports and

{ Peama

warning letters used to ensure compliance with MTB
hazardous materials and pipeline safety regulations.
Review annually. Destroy material when reference value
1s exhausted.

RULES DOCKET FILES. Dockets relating to the creation
of a new MIB regulation or amendment of an existing

regulation.

After records have been microfilmed, transfer to the
FRC. FRC destroy 10 years after transfer.

ewT MCLo Eem Ofree vo NARLS wHewW
30 4<avs oldq ovrwhen o MINCSTARTIVCE Ug - 15 €41

TECHNICAL STUDIES FILES. Official files of studies,
reports and projects conducted in-house or by contractor
relating to special problems such as the Trans Alaska
Gas Pipeline Project or other hazardous materials or
pipeline safety programs. Includes background, working
papers and draft reports.

Destroy five years after study has been completed or
when reference value is exhausted.

operations and daily activities in the administration of the

CASUTLD> 1of23/0y

(AMS TED,

Pour copies, includ ginal, to be submitted to the National Archaves and Records Servace

GPO 1963—0O-711-917
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