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JOB NUMBER 
REQUEST FOR RECORDS D POSITION AUTHORITY '3q 1~tJ <0'- ' } 
To	 NATIONAL ARCHIVES AND REC RDS ADMINISTRATION Date received
 

8601 ADELPHI ROAD, COLLEGE RK. MD 20740-6001
 
FROM (Agency or establishment)
 

U S Department of Transportation NOTIFICATION TO AGENCY
 

2 MAJOR SUBDIVISION In accordance with the provrsions of 44 USC 3303a, the 
Federal Railroad Administration disposition request, Including amendments, IS approved 

~--:-=:-:--=-:=-=-:-:-==::-==-:-:---------------'\----------l except for Items that may be marked "disposition not 
3 MINOR SUBDIVISION approved" or "withdrawn" In column 10 

Office of Financial Management and Ad 

DATE ARCHIVIST OF THE UNITED STATES 

\ 

6 AGENCY CERTIFICATION 
I hereby certify that I am authorized to act tor this agency tn ~tters pert.nnmg to the disposrnon of Its records and that the 

records proposed for disposal on the attached _8_ pagets) are rr~needed now tor the business for this agency or will not be 

needed after the retention penods specined and that written con urrence trom the General Accounting Ottrce. under the 

provrsions of Title 8 ot the GAO Manual for GUidance of Federal Agen res, 

o IS not	 required o IS attached. or o has been requested 

TITLE 

Records Officer 
10 ACTION TAKEN 7 ITEM NO (NARA USE ONLY) 

Correspondence Records 

ThIS records senes includes copies of all
 
correspondence received by the Agency and entered
 
into the Controlled Correspondence Management
 
(CCM) system This refers to (1) substantive
 
correspondence that sigmficantly documents program
 
acnvines and was processed under special handling
 
control procedures because of the Importance of the
 
correspondence. tune requirements of replies, or was
 
received from offices of special interest to the
 
Agency, and (2) general correspondence files,
 
reading files, or other transitory mformation files
 
maintained by program offices to document the
 
common acuvrnes and management of the program
 

Throughout the Federal Railroad Adrrurustrauon
 
(FRA). the offIcIal file copIes of all controlled
 
correspondence (for retention and disposinomng
 
purposes) are held by the adrrumstranve staff of the
 
program office ongll1atll1g the control respo~e
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NOTE: Theve dispr )11 mvnucnons apply to all the 
devcnbed lecords\ardle~s of physical media 

If permanent recor are on CD-ROM, they must 
conform to exisung tandards for transfer to the 
National Archives a Records Adrmmstranon 
(NARA) 

If the recordkeepmg copy IS permanent record and 
IS mamtamed 111 an electron format, transfer to 
NARA 111 accordance with 36 C 1228270 

If the recordkeepmg copy IS a tem orar record and 
IS mamtamed 111 an electronic format, eep the file m 
the office for the entire retention peno n accordance 
WIth 36 CFR 123432 

1 Correspondence - Administrator (ROA) 

Documents include all controlled corresponden that 
have been signed by the Adrmrnstrator or more se~or 
officials, but whose res onse was re ared b t e 
staff of I11dlVldual program offIces Records cons IS 
of copies of mcornmg letters, the control tracking 
sheet, copies of the response letter WIth enclosures, 
and any sigruficant data or supportmg documentation 
(e g , mvestigauon reports) used 111 the preparation of 
the response 

Note This Item also includes 

Substantive and routine correspondence from 
members of Congress and ItScommittees, and 

2 OIG Hotline complamts and responses 

a( 1) Record copy 

DIspOSitIOn" Permanent Close files at the 
end of the calendar year Keep files 111 the office for 1 
year after closure, then rettre to the FRC Transfer to 
NARA 111 5 year blocks, 20 years after closure 

Indexes or logs for permanent controlled 
correspondence files are also permanent records If 
the index IS paper, a copy of the index should be 
enclosed WIth the correspondence files when the files 
are transferred to the FRC In accordance WIth 36 

• CFR 1228 28(b )(1), If the correspondence and/or 
index IS electroruc, transfer to NARA as soon as the 
records become closed (mactive) or If the agenc 
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cannot meet the III enance I equrrernents found 11l 

36 CFR 1228 270 

a(2) Other copies of controlle correspondence 
and supporting documentation signed by the 
Adrrurnstrator and other senior offici ~ 

Disposmon Temporary 
the calendar year Destroy when no long r needed 

2	 Correspondence - Financial Mgmt & Admin 
(RAD) 

Documents include controlled corresponden e whose 
response was prepared by the Office of nancial 
Management and Adrrumstration' s staff 
include copies of the mcornmg letter. the c ntrol 
trackmg sheet. the response letter with enclo res. 
and any sigmficant data or supporting docurnentanon 
(e g . mvestiganon reports) used m the preparauo of 
the response 

a( 1) Record copy 

DISposition Temporary Close files at the 
end of the calendar year Keep files tn the office for 3 
year after closure, then destroy 

3 

Correspondence - Chief Counsel (RCC) 

Documents include all controlled correspondence that 
have been signed by the Adrrumstrator or more semor 
officials, but whose response was prepared by the 
staff of mdIvIdual program offIces Records consist 
of copies of mcorrung letters, the control trackmg 
sheet, copies of the response letter with enclosures, 
and any sigrufrcant data or supporting documentation 
(e g . mvestiganon reports) used m the preparation of 
the response 

Note ThIS Item also includes 

1 Substantive and rout me correspondence from 
members of Congress and ItScommittees, and 

2 OIG Hotlme complaints and responses 

a( 1) Record copy 

DISpOSItIon Permanent Close files at the 
end of the calendar ear Kee files m the office for 1 
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year utter clOSUIe, t' Ietu e to the FRC Transfer to 
NARA rn 5 year blocks, 20 yeo s after closure 

Indexes or logs for controlled 
correspondence files are also per anent records If 
the index 1<; paper, a copy of the ndex should be 
enclosed with the correspondence file when the files 
are transferred to the FRC In accor ance with 36 
CFR 1228 28(b )(1), If the correspon nce and/or 
index IS electronic. transfer to NARA as oon as the 
records become closed (mactive) or If t e agency 
cannot meet the maintenance requirements ound 111 

36 CFR 1228 270 

a(2) Other copies of controlled correspon 
and supporting documentation signed by 
Adrrumstrator and other senior officials 

DIsposition Temporary Close files at the end of 
the calendar year Destroy when no longer needed 

4 Correspondence - Research and Development 
(RDV) 

Documents mclude controlled correspondence whose 
response was prepared by Research and 
Development's staff Records mclude copies of the 
mcormng letter, the control tracking sheet, the 
response letter with enclosures, and any sigmficant 
data or supporting documentation (e g , mvesngation 
reports) used 111 the preparation of the response 

a( 1) Record copy 

Disposiuon Temporary Close files at the 
end of the calendar year Keep files 111 the office for 3 
year after closure, then destroy 

5 Correspondence Office of Policy and 
Communication (RPC) 

Formerly the Office of Policy and Program 
Development (RRP) 
Documents include controlled correspondence whose 
response was prepared by the Policy and 
Commurucanon's staff Records include copies of the 
mcommg letter, the control tracking sheet, the 

• response letter with enclosures, and any sigruficant 
data or supporting documentation (e g , mvestrganon 
reports) used 111 the preparation of the response 
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a( 1) Record copy 

DIspoSItIOn Tempo ary cClose files at the 
end of the calendar year Kee files in the office for 3 
year after closure, then destroy 

6 

Memoranda, correspondence, cmarls: invesngative 

reports. and other records relatmg to a eged 
violations of regulations or other safety 
tssues/concerns (regardless of media) 

a Congressionals 

DISpOSItIOn Permanent Keep files in the offi e for 
5 years after closure then retire to FRC Transfe 
NARA m 5 year blocks 20 years after closure 

b Complaints (Headquarters) 

DISpOSItIOn Temporary Destroy when 10 years 
old 

c Complaints (Regional) 

DISpOSItIOn Temporary Destroy when 3 years old 

7 FOIA Request 

Flies created m response to requests for mformation 
under the FOIA, consistmg of the original request, a 
copy of the reply thereto, and all related supportmg 
files WhICh may include the official file copy of 
requested record or copy thereof 

a Correspondence and supporting documents 
(EXCLUDING the official file copy of the records 
requested If filed herem). 
(1) Grantmg access to all the requested records 

DISpOSItIOn Temporary Destroy 2 years after date 

of reply 

(2) Responding to requests for nonexistent records, 

• 
to requesters who provide inadequate descnpnons. 
and to those who fall to pay agency reproduction 

fees 
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(a) Reques nr ipealed 

Destroy 2 yeai s after date 

of reply 

(b) Request appeale 

Drvposition Tempora~ DC<;tlOYas authorized 

under GRS 14 Item 12 

(3) Denying access to all r part of the record" 

requested 

(a) Request not appealed 

DISpOSItIOn Temporary Destro 6 years after date 

of reply 

(b) Request appealed. 

DISpOSItIon Temporary Destroy as au~onzed 

under GRS 14 Item 12 \ 

b Official file copy of requested record's. 

Disposinon Temporary DIspose of m acc~ance 
with approved agency disposmon instructions \ r the 
related records or with 
whichever IS later 

the related FO IA request, GRS 24 Item 3a 

8 Inventory (IMS) 

Inventones of IT assets, network circuits, and 
buildmg or circuitry diagrams, including equipment 
control systems such as databases of barcodes affixed 
to IT physical assets 

DIspOSItIOn Temporary Destroy/delete 1 year after 
completion of the next Inventory 

9 One- Time Movement Requests (OTM) 

Requests seeking FRA authority for one time 
movement of damaged, non-compliant, defective 

equipment (freight and passenger locomotives/cars) 

• 
DISpOSItIOn Temporary 
response 

Destroy 1 year after FRA 
• • 
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10 Train Horn Rule (~ ~) 

a	 Quiet Zone Applications \ 

Applications to establish a quiet zone under 49 CFR
222 39(b) and related corresponde\e 

\ used by FRA 
to make a deterrrunanon \ 

DIspOSitIOn Temporary Mamtam ll1\the office for 5 
years then transfer to FRC Destroy af~S30 years 

b	 Quiet Zone Notification Records 

Quiet Zone notifications and other mforma on 
required by 49 CFR 222 43 and 222 47 ~ 

DISpOSItIOn Temporary Mamtam 111 the offise for 5 
years then transfer to FRC Destroy after 100 y'ears 

c	 Quiet Zone Termination Records 

Quiet Zone terrmnanons under 49 CFR 222 51 

Disposuion Temporary Mamtam m the office for 5 
years then transfer to FRC Destroy after 30 years 

d	 New Supplemental or Alternative Safety 
Measures 

New supplemental or alternative safety measures 
under 49 CFR 222 55 

DIspOSitIOn Temporary Mamtam 111 the office for 5 
years then transfer to FRC Destroy after 30 years 

e	 Wayside Horn Notifications 

Wayside hom notifications under 49 CFR 222 59 

Disposition Temporary Mamtam m the office for 5 
years then transfer to FRC Destroy when 30 years 
old 

Waivers 

Numerically by docket number 
Copies of incormng and outgomg correspondence. 
mvesngauon reports. bnefs, and Safety Board 

• decisions, relatmg to safety standards, eqihpment 
\ 

• 
standards. operatmg procedures. and other topics 
Includes comments from corporations. compames, 
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and employee urn. ffice of Chief Counsel 
mamtams officral copy 

Drsposinon Temporary on Safety Board 
decrsion Mamtain in the office r 5 years then 
transfer to FRC Destroy when 30 year old 

• 
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