N
g -
1
"
fa

REQUEST FOR RECORDS DISPOSITION AUTHORITY

JOB NUMBER .
NI-557- ©5 -3

To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION
8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001

Date received
/2 -25 - 23004

1. FROM (Agency or establishment)

U.S. Department of Transportation

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION

Federal Motor Carrier Safety Administration (FMCSA)

3. MINCR SUBDIVISION

Financial Processing & Operations

In accordance with the provisions of 44 U.S.C. 3303a, the
disposition request, including amendments, is approved
except for items that may be marked “disposition not
approved” or “withdrawn” in column 10.

4. NAME OF PERSON WITH WHOM TO CONFER
Theresa Rowlett

5. TELEPHONE NUMBER
(202) 385-2316

DATE ARCHIVIST OF THE UNITED STATES

/9/\1/‘,1— ”/LA‘\, ()’an-

6. AGENCY CERTIFICATION

[ hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the
page(s) are not needed now for the business for this agency or will not be
needed after the retention periods specified; and that written concurrence from the General Accounting Office, under the
provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies,

records proposed for disposal on the attached

X is not required

[ is attached; or

[ has been requested.

DATE SIGNATURE OF AGENCHREPRESENTATIVE
10/19/04

TITLE
FMCSA Records Management Officer

9. GRS OR
10. ACTION TAKEN
7. ITEM NO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPECIT_?fT?gg JOB (NARA USE ONLY)
SEE ATTACHED PAGES.
a2z W ) QUL
115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV. 3-91)

Prescribed by NARA 36 CFR 1228



Item
No.

. ¢

SF 115, Request for Records Disposition Authority
for
Finance Processing & Operations Division

Description of Item. Disposition Authority

Accounts Receivable Files. NC1-406-80-11/2

Contain correspondence and a collection of documents that pertain to cash transfers to the
Treasury Department by FMCSA.

Disposition: Temporary. Cutoff at the end of each fiscal year. Determine medium of
recordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 6 years and 3 months after
cutoff.

If paper: Transfer paper documents to the FRC 3 years after cutoff. Destroy paper documents
6 years and 3 months after cutoff.
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Appropriation Files. NC1-406-80-11/13

Contain records of laws on funds that are appropriated by Congress that relate to appropriations
and fund balances, disbursements and collections with particular attention to the current status of
the Highway Trust Fund and the effect of withdrawal in relation to interest accruals.

Disposition: Telﬁporary. Cutoff at the end of each fiscal year. Determine medium of
recordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 10 years after cutoff.

If paper: Transfer paper documents to the FRC 5 years after cutoff. Destroy paper documents
10 years after cutoff.

Budget Executive Files. NC1-406-80-11/19

Consist of correspondence related to any request for budget action that concerns Headquarters or
field division offices.
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Disposition: Temporary. Cutoff at end of each fiscal year. Determine medium of
recordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 5 years after cutoff.

If paper: Destroy paper documents 5 years after cutoff.

Budget Files. NC1-406-80-11/20
Contain actual invoices for communications, machine repairs, equipment rentals, reimbursable
services with DOT and interagency components, bills for rent of offices, annual and quarterly

reports, working capital funds and all related materials pertaining to the budget.

Disposition: Temporary. Cutoff at end of each fiscal year. Determine medium of
recordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 5 years after cutoff.

If paper: Destroy paper documents S years after cutoff.

Budget Request Files. NC1-406-80-11/21

Contain three types of requests. These are Departmental, Congressional and OMB requests for
information from FMCSA on the funding requirements for the operation of its programs. Files
also contain requests for budget estimates, budget allowances, and appeals from operating
officials within the FMCSA pertaining to their budget requests.

Disposition: Temporary. Cutoff at end of each fiscal year. Determine medium of
recordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 5 years after cutoff.

If paper: Destroy paper documents 5 years after cutoff.
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Execution Report Files. NC1-406-80-11/46

Contain computer printouts of employee levels, working papers, cost estimates, appropriations
and related financial statements pertaining to general operating expenses of each organizational
element of the agency.

Disposition: Temporary. Cutoff at end of each fiscal year. Determine medium of
recordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 5 years after cutoff.

If paper: Destroy paper documents 5 years after cutoff.

Financial Management Files. NC1-406-80-11/48

Consist of trip report findings on anything dealing with financial management in the States,
working papers on special reports and financial reviews of FMCSA division offices on how their
financial management programs are working.

Disposition: Temporary. Cutoff at end of each fiscal year. Determine medium of
recordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 10 years after cutoff.

If paper: Destroy paper documents 10 years after cutoff.

Fiscal Services Program Files. NC1-406-80-11/50

Consist of correspondence, associated accounting and budget work papers, allotment control
sheets, budget information, fiscal plans, obligations and outlays and other materials pertaining to
the office efforts to develop and coordinate the budget execution plan for the FMCSA to assure
the most effective and economical expenditure of appropriated funds.

Disposition: Temporary. Cutoff at end of each fiscal year. Determine medium of
recordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 5 years after cutoff.

If paper: Destroy paper documents 5 years after cutoff.









23 Reimbursable Agreement Files. NC1-406-80-11/116

Contain a completed copy of DOT 2300.1, Reimbursable Agreements, which are used by the
operating elements of DOT, if funds are available, to place orders with other agencies for
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materials, supplies, equipments, work on services when both agencies have an interest in the
goods or services to be provided.

Disposition. Temporary. Place in inactive file on completion of contract. Cutoff
inactive file at end of fiscal year. Determine medium of recordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 10 years after cutoff.

If paper: Transfer to FRC 3 years after cutoff. Destroy paper documents 10 years after cutoff.

Status of Contract Authority Files. NCI-406-80-11/134

Contain Treasury Form BA-73104, Status of Contract Authority, which is prepared annually by
FMCSA for the Treasury Department reflecting the balance of unfunded contract authority at the
beginning of the fiscal year and the unfunded contract authority at the end of the period. The
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source data used is from the general ledger trial balances and public laws from Congress. (NC1-
406-80-11/134)

Disposition. Temporary. Cutoff inactive file at end of fiscal year. Determine medium
of recordkeeping copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 10 years after cutoff.

If paper: Destroy paper documents 10 years after cutoff.
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Treasury Form Files. NC1-406-80-11/142

Consist of Treasury Form BA-6727, which is a Statement of Appropriation Account containing
Section I, balances as of quarters end and Section II, Accrued Expenditures. Files also contain
Treasury Form 6728, Report of Selected Balances for Stating Budget Results on the Accrual
Basis for Special Trust Funds Receipt Accounts. These two reports are required by the Treasury
Department quarterly. Summary trial balances are used as source data. Copies maintained in
FHWA for reference.

Disposition: Temporary. Cutoff at the end of fiscal year. Determine medium of recordkeeping
copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 10 years after cutoff.

If paper: Destroy paper documents 10 years after cutoff.

Treasury Report Files. NC1-406-80-11/145

Contain reports required annually by OMB under Treasury Department Circular 965 which is
sent to the Treasury Department on the balances of individual appropriation funds using
Treasury Department Form BA-R-2108, Statement of Unexpended Balances of Appropriation
Funds and Restorations, Treasury Form TSF-6654, and Cash Balance Review from Treasury,
showing FMCSA cash balance for the end of the fiscal year for FMCSA to reconcile their
balances. Files also contain information on funds transferred from other agencies to FMCSA and
the transferring of funds by FMCSA to other agencies. Included in this are working papers and
other supporting documents. Copies maintained in FMCSA for reference.

Disposition: Temporary. Cutoff at the end of fiscal year. Determine medium of recordkeeping
copy.

If electronic: Destroy paper documents after the information has been converted into an
electronic medium, backed up, and verified. Delete electronic files 10 years after cutoff.

If paper: Destroy paper documents 10 years after cutoff.

Word Processing and Electronic Records.

Electronic copies of records that are created on electronic mail and word processing
systems and used solely to generate a record keeping copy of the records covered by the
other items in this schedule. Also includes electronic copies of records created on
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electronic mail and word processing systems that are maintained for updating, revision, or
dissemination.

A.

Copies that have no further administrative value after the record keeping copy is
made. Includes copies maintained by individuals in personal files, personal
electronic mail directories, or other directories on hard disk or network drives, and
copies on shared network drives that are used only to produce the record keeping

copy.

Disposition: Destroy/delete within 180 days after the record keeping copy has been
produced.

Copies used for dissemination, revision, or updating that are maintained in addition
to the record keeping copy.

Disposition: Destroy/delete when dissemination, revision, or updating is completed.
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