
Job Number NI-406-06-5 

~oE~~~~ lJc~v~s ~n1\t~~:ts~d~rtr~t~~~ IUN AU I HUKII Y DATE RECEIVED 

8601 Adelphi Road, College Park, MD 20740-6001 / / -~ J - .;?CJO..:5-

1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 

Department of Transportation \ 

2 MAJOR SUBDIVISION 

Federal HIghway Adrmmstration In accordance with the provisions of 44 USC 
1-----------------+---------1 3303a, the disposrtion request, mc1udmg 

3 MINOR SUBDIVISION amendments, ISapproved except for Items that may 
be marked "disposition not approved" or 

Washmgton Headquarters "withdrawn" in column 10 

4 NAME OF PERSON WITH WHOM TO CONFER 5 T\LEPHONE DATE ARCHIVIST OF THE UNITED STATES 

VIctor S Wagher 202~66-6672 ~/as/10/1 w}'ihJ~ 
6 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for tills agency matters pertammg to the disposition of ItSrecords and that the records 
proposed for disposal on the attached 1page(s) are not no needed for the bus mess of tills agency or will not be needed after the 
retention pen ods specified, and that wntten concurrence fro the General Accountability Office, under the proVISlOIlSof Title 8 of the 
GAO manual for Guidance of Federal Agencies, 

D ISnot required, D ISattached, or has been requested 

DATE SIGNATURE OF AGENC~REPRESENTATIVE \ TITLE 

June 7, 2006 Vrctor S FHWA Records OfficerWag her 7/~../.. M~ 
10 ACTION TAKEN 
(NARA USE ONLY) 

7 Item 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITld\ 9 GRS OR SUPERSEDED 
No JOB CITATION 

ThIS schedule provides one-time and contmumg
 
disposition authonty for Federal HIghway
 
Adnumstration (FHW A) records located in
 
Washmgton Headquarters ThIS schedule ISmtended to
 
cover unscheduled records not currently covered by
 
existmg records senes in FHW A's Washmgton
 
Headquarters' records disposition schedules
 1\ 

SEE ATTACHED PAGES 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM SF 15 (REV 3-91) 
Prescribed by NARA 36 CFR 1228 



REQUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION
 
Job Number NI-406-06-5
 

1. Subject Files 

a. Subject Files (program) 
(-

Files arranged alphabetIcall~ by tOpICor name (of mdrvidual, project, or 
program) The files may contain, but are not hrruted to, correspondence, 
Agency policy and guidance] regulations, brochures, newsletters, mternal 

Imemoranda, e-mail messages, Journal articles, news chppmgs, bnefing 
matenals, reports, and research I matenals relatmg to a variety of Agency 

programs \ 

Disposition: Cut off files annually Send to off-SIte storage Destroy 10 
years after cutoff \ 

b. Subject Files (administrative) 

In general these records relate Ito the office organization, staffing, 
procedures, and commurucatI9n, mc1udmg budget papers, day-to-day 
admuustration of office personnel, travel, trammg, supplies and office 
services and equipment requests 

I
and receipts, and the use of office space 

I
and utilities. These files do not serve as official documentation of the 

programs of the office \ 

Disposition: Cut off files annually Destroy when 3 years old 

2. Policy Files 

a. Policy Files (program) 

Files used for pohcy development, review, and update FIles mc1ude, but 
are not hrruted to, correspondence, I directives, memoranda, bnefing

Imatenals, reports, and research matenals relatmg to a vanety of Agency 
I 

programs, as well as contacts with outside organizations, mc1udmg 
Congress and other Federal agencies 

Disposition: Permanent. Cut J,rf files annually Send to off-SIte storage 
5 years after cutoff Transfer to TARA 25 years after cutoff 

b. Policy Files (administrative) 

Files used for policy development, review, and update FIles mc1ude, but 
are not hmited to, correspondence, directives, memoranda, bnefing 



matenals, reports, and research matenals relatmg to the development of a 
vanety of adrrnmstrative policies 

Disposition: Cut off files annually Destroy 5 years after cutoff 

3. Project Files 

a. Project Files (specific) 

FIles used to mom tor or carry out pr ~ects approved and funded by the 
Agency. FIles may mclude, but are ~ot hrmted to, general 
correspondence, charts, brochures, icles, news releases, stanstical data, 
notes reports, regulations, project pr posals, prelmunary studies, 
justifications, approvals, specificatio s, designs, maps, drawmgs, financial 
documents, change orders, notes, dra background matenal, 
questionnaires, summanes and other apers, mtenm reports, and final 
reports or publications 

Disposition: Cut off files at the clos~ of the project Send to off-site 
storage Destroy 10 years after cutof 

b. Project Files (general) 

General information about projects (e g financial plans prepared by State 
DOTs, project descriptions submitted y States), used for plannmg or 
evaluation purposes 

Disposition: Cut off files annually estroy 5 years after cutoff 

4. Program Files 

FIles consist of, but are not hrmted to, pohcy, rocedures, correspondence, 
legislative matenal, mmutes of committee me tmgs, trammg matenal, fiscal 
papers, mcommg mail, notes, requisitions, c~tract agreements, research matenal, 
feasibility studies from the field, reports, co ittees and conference matenal, 
semmars, meetmgs and conferences with othe Agencies, general information 
from compames and corporations, and other d ta pertammg to the development, 
execution, and evaluation of the program \ 

Disposition: Cut off files annually. Send ~ff-site storage. Destroy 10 years 
after cutoff 

5. Survey Files 

Survey results are used to momtor the effectIveness of Agency policies and 
programs Survey records Include, but are not hrmted to, paper and electroruc 



questionnaires, spreadsheets, mterview matenal, statistical data, data tabulations, 
manuals, reports, an publications 

Disposition:	 Send to off-site storage Destroy 10 years 
after cutoff 

6.	 Research Files 

Records used for conducting r momtonng research projects Files mclude, but 
are not hmited to: correspond nee, proposals, feasibility studies, research 
paperwork, workshop matenals reports, work plans, project statements, financial 
data related to the research activ y, and publications 

Disposition: Review files annuall and retire inactive files to off-SIte storage 
Destroy 10 years after files become actrve 

7.	 Special Studies Files 

Special studies on transportatIon Issues, I cludmg enhancements, planning 
packages, highway financmg, traffic safet , and other tOpICS Files mclude, but 
are not hrmted to, study papers, correspon nee, legal reviews, bnefings, 
proposals, Federal Register notices, coopera ve agreements, and census data 

Disposition: Cut off files at the end of the fis Iyear in WhIChthe study was 
completed Destroy 10 years after cutoff. 

8.	 Photographs and Related Documents of Specia 
Social Events 

Records of events hosted by the Secretary or the Dep ty Secretary, such as the 
Secretary's annual awards 

Disposition: Cut off files at the conclusion of the Secret y's term Destroy 5 
years after cutoff 




