
.--." "..REQUEST FOR RECORO.ISPOSITION AUTHORITY	 LEAVE BLANK 

(See Instructions on reverse)	 JOB NO 

Ne 1 - 28- '47 - 1 
TO:	 GENERAL SERVICES ADMINISTRATION, - -

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 DATE
 RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT)	 JAN 8 1917u.	 S. Postal Service 
NC1"rIPICATION .TO.AGENCY 

2. MAJOR SUBDIVISION 
In accordance with the provrsrcns of 44 USC 3303a the disposal re 
quest. Including amendments. IS approved except for Items that may 

3. MINOR SUBDIVISION	 be stamped "disposal 10t approved" or "withdrawn" In column 10 

4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL. EXT 

1_)./-7'7 ~ .Jt.IlO.~ \ ~ iJ..to ....	 ~ .I..t\John E. Finlay	 245 4142 Dute Ari hivivt oj tlu: l nited State»G 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I 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 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o	 A Request for immediate disposal. 

~ B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE	 E. TITLE 

J	 USPS RECORDS OFFICER4~~--+~~~~~~ __~~ __~	 ~ -, __ 
9.S. DES RIPTION OF ITEM	 10.SAMPLE OR(With	 tnctusive Dates or Retention Periods) ACTION TAKENJOB	 NO. 

The items included on this schedule address an interim 
need to schedule certain high volume records. They
will be included in USPS comprehensive schedules when 
published. 

The abbreviation (NR) following a disposition instruct-
ion indicates that the records covered by that item 
are non-record. 

STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration . /' 
FPMR (41 CFR) 101-114 V 

115-107 



._.-
Request for Records Disposition Authority - Continuation I JOB NO. /0 

9.
7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR 

ITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

GENERAL RECORDS
 

1 Chronological, Reading or Circulating Files. Copies of 
communications of all types, arranged chronologically 
without regard to subject. The communications in these 
files are copies ..ot those,filed _~lsewhere by~ubj.,ectP! 
case.)/OTE:!~ ~~ ~ ~ #/A.IL/c~M1
}=LieA r;/tI::£'f'~~( " u 

/ Cut-off December 31. Destroy one year after 
cut-off. (NR) 

NN-167-l 
Item 3 

2 

2 Working Files. Preliminary or rough drafts or.letters, 
memorandums, reports or other documents, and preliminary 
worksheets or notes used in the preparation of documents, 
but which do not record necessary approvals or basic 
changes in the text. 

Destroy when obsolete or when no longer needed 
in current operations. (NR) 

3 Unofficial Personnel Files. Copies of employees' employ~ 
ment records held in offices other than Personnel offices 
may include copies of correspondence, personnel action
forms, and other related material. 

Destroy when employee is separated from unit. 

4 Budget Working Papers. Rough worksheets, machine list-
ings, adding machine tapes and miscellaneous reference 
materials accumulated in connection with preparation of
office budget estimates and justifications. 

Destroy three years from close of fiscal year 
involved or when no longer needed for refer-
ence, whichever is sooner. 

5 Shorthand, Stenographic and Word Processing Materials.
Includes shorthand notes, stenographic notebooks,
stenographic tapes, mag-cards and cassettes. 

Destroy shorthand and stenographic materials 
when notes have been transcribed. Erase 
mag-cards and cassettes when information 
contained thereon is no .longer required
for current operations. (NR) 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revrsed July 1974 
Prescnbed by General Services 

Administration 
GPO :;'1.175 () - 579-387 FPMR (41 CFR) 101-11.4 



•-.- J~)8 NO, IPAGE OF /0
_R_e_'_U_e_,.s_t......,fO_r_R_e_C_,O_r_d_S_D_i_S_P_O_S U_l_h_O_i_it_y_-_C_O_ii_t_ir.U8_ti_· 0_" -----...I-----r--- __-+--=3:... __ .'__ 

9. 
t, 8. D::S('RIPTlCN OF ITEM	 1'1.SAMPLE OR 

ITEM NO, (With Inclusrve Oates or Retention Penods)	 ACr:O~1 TAKENJOB NO, ---------+--------------------------------------------------------------~ ----4-----------
6	 Duplicating Materials. Includes stencils, photographic 

plates, paper mats, hectographic'and ozlid masters, etc. 

Destroy when no longer needed for duplicating 
purposes. (l'.'R) 

7	 NOnrecord copies of USPS Publications, Releases and other 
I.ssuances. Includes extra or obsolete copies of such 
publications as the telephone directory, regulations, 
instructions, manuals, guidance letters, copies of 
documents, reports, studies, publications or documents 
from other government agencies or organizations not in 
current use, legislative publications and documents such 
as congressional directory, congressional records,
legislative hearings, appropriation hearings and the 
Federal Register. NOTE: This item does not apply to 
the record copy of USPS Publications, whether current 
or obsolete. 

Destroy when superseded or no longer needed 
in current operations. (NR) 

POST OFFIr.E SERvrr.F.S 

MAIL'CLASSIFICATION AND RATES 

Second Class 

8	 Marked Copies of Publications Admitted as Second-Class PSM I 
Mail Matter. One copy of each edition of each issue I 245.52(c
showing the percentage of advertising. This copy is 
filed by the publisher with either the Postmaster at 
the original entry office or the Postmaster at the 
additional entry office. 

Destroy when 6 months old, except in the case 
of adjustments, claims or questions of second-
class mail privileges; for which, retain one 
copy of all mailed editions until the matter 
is resolved to the satisfaction of the Postal 
Service, then destroy. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
RevIsed July 1974 
Prescnbec by General Servrcss 

Adrrunrstratron 
CJ'D : 1!.l750 - 579-387 FPMA (41 CFR) 101-11 4 
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I	 10JOB NO. PAGE OFRequest for Records Disposition Authority - Continuation If 
9.7.	 8. DESCRIPTION OF ITEM SAMPLE OR 10. 

(With Inclusive Dates or Retention Periods)	 JOB NO ACTION TAKENr~1EM NO 

COLLBCnON AND D£LIVBB.Y 

rOna:rdtDg Ma1l 

Cuatomer c!!!y!.of .M4l'eaa. Orelen. All order pnvi.cJiug
lor thi forwuCBiii of r1rst-claaa mail aad all parcels of 
obv1ous value for a period not. to u:ceed one year. 
(PS Form 3)75) " ; I ' . 

DesUoy one year from end of -.ow 1n which 
cbaDp beeomes effectlve. 

10	 Officer's ~ Bapgrt. Report of n1aburs8Sl:t8Dt of 
eaCfi off1c~d1nctor of the vsrS. It ncoru tbe 
paJMllt of actual expeues J)I'OPCly tacuned 4ur:tng
travel aac1 for out-of-pocket npreeatation expeu.eea.
It al80 exp1ataa the bua1neaa reaacms for tra'981 aM 
detaUI the h'pre8el1tatiou apeu41turea by 1ocat1oa. 
aame/tltle!pftfese1oDa1 «ffilJat1oD of the p8r80D8 

1I1volved. aDi the w.illeea 4tacuase4. (PI Form 1231) 

ia~	 :I.u active apace for two ,....8, traufer 
to stomge for three JeU8. then to PAtte. 
Delltn)' after twelve years .. 

l'OS'I'AL	 11A.D K41WiG 

u	 ~.ta1 Bate~ SappMg Data. Sampltns data em. 
cla8ses o! iiiiiiI1aad""'iiilI ae:rv1c:ea, used as iDput to 
_jor stat1atical pmgrams sw:h as I'tmmUe, pieces au4 
-1sbt.e, 8lI4 the Ia-Offf.ce Coat Syaum, aud, .. input 
to the Annul 1lepon. !biAS iafOTmat.ion is gathered 
UD.4er cltJ:ectioa of t1w Postal Bate Cosd.sioD. u4 it 
is uaed iD Poatal Rate makins pzroc:ec:luns.
(PS ronus 780, 781) 

Cut-of! at eud of tat perio4, hold in 
office	 for six 1lIOI1th8, the tnlwfer to 
USPS storage area. nutroy four yeua 
&ttu the end of the f1acal year in wh1cl\ 
foblS wan collected. 

cas-9 
I ; iflilIt_ 4 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
ReVised July 1974 
Prescribed by General Services 

Administration 
GPO 1975 () - 579-387 FPMR (41 CFR) 101-11 4 
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I	 /0JOB NO. PA~OFRequest for Records Disposition Authority - Continuation 
!:l 

9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE OR
ITEM NO. (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO. 

TRANSPORTATION 

AIR	 TAXI AND HIGHWAY TRANSPORTATION 

12 General Highway Transportation Contracting Records: 

a.	 Notice of Intention to Make A Service Contract and 
Response to Notice (SF 98) 

Suspense copies are destroyed upon receipt of 
annotated copy from the Department of Labor. 

Annotated copies are maintained as a part of 
the advertised contract folder. For disposi-
tion instructions, see Item 13. 

b.	 Federal Bureau of Investigation (FBI) - U. S. 
Department of Justice Fingerprint Card (FD 258) 

Maintain in a separate file, move to inactive 
file upon termination of employment with con-
tractor, destroy when one year old. 

c. Identical Bid Report for Procurement (DJ 1500) 

Cut-off December 31. destroy when one year old 

d.	 Mail Van Inspection Reports (POD 5201) maintained by
Administrative Postmasters. 

Destroy when sixty days old where report
records no evidence of damage. Where damage
to a van is recorded and the form has become 
a basis for a clatm, place on right side of 
contract folder along with the record of 
payment. (See Items 13, 14 and 16) 

e. Star Route Vehicle Record (PS 5398-A or 5399) 

Destroy when fifteen days old, except when the 
form becomes part of an inspection case £11e,
then lt is dlsposed of with the case file. 
(See Items 13, 14 and 16) 

115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A 
ReVised July 1974 
Prescribed by General Services 

Administration 
CPO· 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 



JOB NO.Request for Records Disposition Authority - Continuation	 I 
7. 8. DESCRIPTION OF ITEM
 

ITEM NO. (With Inclusive Dates or Retention Periods)
 

f.	 Inquiry of Prospec.tive Bidder (PS 5436) 

Destroy	 when c.ontrac.tor's name is removed from 
the	 mailiug list or when the information is 
transferred to another media such as addresso-
graph plates. (See Item 6) 

g.	 Input HighwayArea Bus and Water Route Register, A 
Summary Report of Information Relating to Contncts 
cPS 5509-A) 

Destroy when no longer of value. 

h.	 Certificate of Appoiutment (PS 1378), Useel to advise 
that c.ertain U.S. Postal Serviee officials have been 
officially appointed to the position of contracting 
officer for the USPS. 

OrigiDal. copy: Becomes the personal property 
of the COntractiDg Officer. 

File Copy and Postal Data Center Copy: Destroy 
five years ifter teri'ii1iiAtlonof the appointment. 

i.	 Certification to Pay Contractors and Claims for 
Performanc:e of Estra Service, Maintained on a Fiscal 
Year Basis (PS 5429, 5397). 

Move to	 paid claims fUe after payment. Cut-
off	 paid claims file each fiscal year. destroy 
when one year 014. 

j.	 Papers submitted by losing bidders. 

Destroy	 one year from. date of eontract award. 

13	 Mvert1sed Contraet Jleeorda. Records relating to eon-
tracts entered into as a result of advertising, issuance 
of Invitation to Bid (IPB) and other procedures as out-
lined in the applicable portions of the Postal. Contraet-
iq Manual. They pertain to Highway an4 Bail Transporta-
tion Contracts; Water Transportation Contracts; Terminal 
BaDdling Contracts; Air Taxi Contracts; Unc:ertificated 
Air Route Contracts and Emergeucy Air Contracts. They 
:l.Delude SF lOSS, PS 70, PS 7468, PS 746S-A, PS 7447 and 
accompanying forms PS 5463, PS 5399, PS 7460, PS 5442 and 
other forms or papers neh as contract renewals. coastltu-
tiDa an integral part of the eontract file. 

PAGE	 OF If)
{p 

9. 
SAMPLE OR 10. 

JOB NO ACTION TAKEN 

~-167-132 
ltem 10 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Hevrsed July 1974 
Prescnbed by General Services 

Administratron 
(, PO lq75 () - 579-387 FPMR (41 CFR) 101-11.4 



JOB NORequest for Records Disposition Authority - Continuation	 I 
9.7.	 8. DESCRIPTION OF ITEM SAMPLE OR 10. 

ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN 

Upoa term1:nat1on or cancellation of the 
contract, move to the inactive fUe, eut-off 
1Dactive fUes December 31 of each year. 
Transfor to FAltC when two years old, destroy 

wben~~~ 

14	 Negotiated Contract Ra~~~cord8 relating to con-
tracts awarded thro"'3h negotiation and issuance of request
 
for proposal (RFP) in lieu of advertisement. They pertain
 
to Highway and Ball Transportation, Water Transportation,
 
TemiDal BaDdl.1ns. Air Taxf., Uncortif1eated Air Routes
 
and Emergency Air Contracts. Files include PS Forms
 
5420. 5443, 5463, 7405, 7407, 746~, 7464-A, 7382. 

Upon tenn1Dat1on or ca:a.c:ellatioD of the con-
tract, moveto the iDactive fUe. Cut-off 
the inactive fUe December 31 of each year. 
Transfer to FARe when two years old. destroy 

wh~~c~~~
 

15 Area Dus Contracts. ~ords relating to con-
tracts for the trausportation of mail in passenger e.ury-
ins motor vehicles, by passengor commoncarriers, or by
 
other types of motor vehicles operated by such carriers
 
over the regular routes on which they are permitted by
 
law to transport passengers. They consist of PS Forms
 
5443. 5463, 7407. 7405, 7382, 5420 and other related
 
papers.
 

Upon termination or c:.ancell.atlon of the con-
tract, move to the iDact1ve fUe. Cut-off 
the 1Dactive fU. December 31 each year.
transfer to FARCwbon two years old, destroy

when~~J __St;;Vt.:'7J, 0« 

16	 Emer~y Service Contrac r~!hese are records
 
rela g to contracts for the transportation of mall and
 
perform&nee of related se"iees under emergency conditlolUi.
 
Contracts may be entered into with any person or carrier
 
for transportat1ou by any tnOdeor comb1nution of nodes.
 
Such COntracts may not extend in duratiou beyond the
 
term of the emel'Seney.. The files cou1at of PS Forms
 
5443, 5463, 7382. 7467 and other related papers.
 

Upon termination of the contract or cessation 
of the emergency, whichever 1.& sooner. move to 
the inactive file. Cut-off the inactive fU. 
December 31 of eacb year, transfer to FARC 
when two years old, destroy when ~ year~t.!.-.x 7 

______~	 ~. _=~~V6rAl~~~ 
115-203 Four copies, Includirig original, to be submitted to the National ArchiJQ;---T ~DARD FORM 115-A 

~~v~ July 1974 
Prescribed by General Services 

Adrrunistratron 
GPO' 1975 (J - 578-387 FPMR (41 CFR) 101-11 4 



JOB NO. PAGE OF (0Request for Records Disposition Authority - Continuation I 
<t 

7. 
ITEM NO 

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

9. 
SAMPLE OR 

JOB NO 
10. 

ACTION TAKEN 

17 Cen1flcacect A.tr C&rr1er CoDtract.84OThese are recorda 
riiUltliii from cOn£rae£i for tlii transportation of D&11 
by scheduled C81"tif1catecl air carriers between points, 
between w1dch they are cutlflcate4 by the ClvU 
.Aerouut:1cs Board (CAB) to easage 111 the transportation
of maU40 

Upon tamoation or C8l\ce1.latioD of the 
C011tract, move to the 1Dactlve fUe. Cut-
off the inactive fUe each December 31, 
traufer to rARe wbeD two years 014, 
cle8troy when ~ ~.... -"-"- -0 

.!!by&" ~.!:~ 
VBBXCLB SBRVICBS ......_:::> 

\ 

18 

.. --,. 

Vehicle Ha1Dteaauce 1.ecol"484OIncludes ma1utemoee work 
6Rlf8 IE a e.tIfODIJIbgtu11:ec:ord of 8GI'Vice perfozm.ed, 
such as t1D8ChedlJle4 mdnteDllllce, a.rgeacy, road se.rv1co 
or pY8ft1ltative maintenance. (ps lol'1l8 4543 and 4620) 

Destwoy one year from the end of the year h 
wh1ch the veh:1.cle was .u.,posed of .. 

POftAL SERVICE 1'ROQWIS 

19 
I 

Liats of Citl De11very Routes.. Jloms l18ed far updating 
Uste" of city aiUvery routes i4eut1f1ed for use 111 
various statist1ca1 programs.. (PS Jlorma 37 t 1316 & 1442) 

CUt-off at 
yean fZ'Om 
collected. 

em! of 
eD4 of 

fi.acal 
ftaca1 

year.. J)estroy 
year in vh1ch 

wee 

lUN'BNUB. PlBCBS ARD tmICBtS (Rm) 

20 BPW Data Co11ect1oa J'onta.. Beeor4s used CO c1eteJ:mi1le the 
reiiii1ii iiCilWil lot iiCB class of ma11 rmd aenice baae4 
em probab1l1ty eamplfU priDclp1ea. %hey cou:l.at of 
PS Forms WG-W7 f1le4 b,- 4Ccountins per1ocl. 

CUt-of! at end. of 
years from end of 
co1lecte4. 

f1eca1 
!iaca1 

ye.u. llesuoy 
year in wbich 

three 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
ReVised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 



PAGE OF (0JOB NORequest for Records Disposition Authority-Continuation I	 q 
9.

7. 8. DESCRIPTION OF ITEM	 10.SAMPLE OR 
ITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

"lS-OJ'PIca" COST SYSDK (IOCS) 

21	 loeS Data CoUee.U.on Foms. Records used to develop the 
coste of iiiliidiiiii each elaea of mail ad service by means 
of a 'wrk aamp1.iDgtt teclm.1que. They iaclude lOCS Data 
CAl'd8 (lunche4 CUds) J PS Voms 2615-B aad 26lS-C. They 
are used in coa.juncCiO!l with. nee maJd.n8. 

Cut-off	 each fiaoal yeu. l)esuoy three yean 
from fiaca1 year 1n which col1actecl. 

PAUJ)DIUG M:l UCOBDS 

22	 h'Oh1bitLOrders. Notices for Prohibitory Orden 
a8dii8t 1:S of paMeI'iDa aclYert1aemer1ts in the ma11s 
aud ol'iginaJ mailiDs piecea; prohibitory Orclers. 1'he8e 
recorda are maiIltaiaed only at 10catiDDa des1gnatecl by 
tbe 'Law Department. (Pi loms 2150 ancl 21$2) 

Destroy five yeU8 from the a4 of tbe year of 
isaue or five 7Ul's froa the year of last 
appUcat.i.on fft enforcement, wb:I.cbever 18 
8OOD8I'. 

23	 Shift ~rta. l1t1l1ution 8Adma1atezuracerecords eon-
slstiDeC) lorms or cards that equipm4Jlt operators com-
plem ~e1ative to mach:J.D8 use, I'IOl\USe or IQ4intenau.ce, 
which are used. for claUy maDasemeat or operatiou. 

~ 
Cue-off December 31 of each year. .y,~
.., vba tbzee years old. 

POS'1' 011'.rlCB SBllVlCBS 

MAD.. CLASBIl1XCA.TION AND IATKS 

SeeGDd Class 

124	 Publi8he1:s !!D!!! statement of OVD.H'!h1p, Maaaaemtmt u.d
CliCiiLitliii etatemeut 18 requll'84 by IiW, to infO'1'lll tli8 
puh1Li as to the owaership of n_papRs aDd perioclica1a 
entue4 into the ma:I.le as eecOlUl-cla8. II&ttel'. 
(pa Form »26) / 

CUt'1Jff December 31 each year. J)estJ'.'O)' wbeD. PSM 
f1ve years old. 24S.S2(k) 

115-203 Four copies. Including original, to be submitted to the National Archives STANDARD FORM 115-A 
ReVised July 1974 
Prescribed by General Services 

Administration 
G 1'0 11375() - 579-387 FPMR (41 CFR) 101-11.4 
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/0 PAGE OFJOB NORequest for Records Disposition Authority- Continuation I 
10 

7. 
ITEM NO (With 

8. DESCRIPTION OF ITEM 
Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

GENlmAL MANAGBMBNT 

2.5 

COIStJMBR An'AmS 

ConauIIer Service Cards. A two-part form used to bring 
consumer information such as complaints, requests for 
information or suggestions to the attention of the 
appropriate Poatmaatu and the Consumer Advocate. 

Cut-off monthly afeer proces8iDg. Destroy
when two years old. 

10-171-1:3 
~t..13 

115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
G1'0 H1750 - 579-387 FPMR (41 CFR) 101-11.4 




