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REQUEST FOR RECORO:  jSPOSITION AUTHORITY 

· ·(See, ' lhstructions on reverse) JOB NO 

, LEAVE BLAN-I< 
. ' 

l. J ,, 

TO GENERAL SERVICES ADMINIBTRATION, NCl-2 21-80-1 

1 FROM (AGENCY OR ESTABLISHMENT) May 30 , 1980 
u.s. De ar tment o f  A riculture NOTIFICATION TO AGENCY 

2 MAJOR SUBDIVISION 
In accordance with the prov1s1ons oj 44 U S C 3303a the disposal re 

Rural Elec trifica tion Administra tion quest. including amendments, 1s app1oved except for items 

3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" in IO 

< NAME 0' PERSON WITH W  5 TEL EXT 

l:l-3/J-f'IJ
Date Ari h111\/ of th<' IJmted Statr1 

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 spec1f1ed. 

D A Request for immediate disposal. 

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

ITEM NO ACTION TAKEN 

(0
STANDARD FORM Revised Aprd, 1975 115 

Adm1nistrat1on 
FPMR (41 CFR) 101  

C. DATE 

5/28/80 
7. 

D SIGNATURE OF AGENCY REPRESENTATIVE E TITLE 

Chief , Management Analysis & Services Branch 
Management Services Division 

• D SCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

This schedule supersedes the records disposal schedules 
designated: 

NN-16 6-7 0 
NC-2 21-75-1 

The Rural Elec trific ation Administration is authorized to 
make insured and guaranteed loans to finance ( 1 )  the c on
struc tion, ac quisition and operation o f  elec tric distribu
tion and transmission lines or systems and generating 
plants to furnish elec tric energy to persons in rural 
areas who are no t receiving central station service ; ( 2 )  
the wiring o f  premises o f  persons in rural areas, and 
ac quisition and inst allation o f  electric al and plumbing 
appliances or equipment, and machinery;  and ( 3 ) the 
improvement, expansion, construc tion, ac quisition and 
operation o f  telephone lines, facilities or systems to 
furnish and improve telephone services in rural areas. 

Upon inquiry, REA furnishes full information on methods 
o f  applying for REA and Rural Telephone Bank loans. I f  
a loan application is approved b y  the Administrator after 
legal, engineering, economic and financial studies, the 
loan is approved, funds are obligated by a loan contrac t, 

9• 

SAMPLE -OR 
JOB NO 

10 

Prescribed by General Services 

-1 1  4 

115-107 
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Request for Records Disposltion Authority- Continuation JOB Np ' 
. 

PAGE OF

2 33 
7 

ITEM NO 
8. DESCRIPTION OF ITEM 

(With Inclusive Dates or  Retention Periods) 

9 
SAMPLE OR 

JOB NO 
10. 

ACTION TAKEN 

and the borrower g iv e s  a note, mortgage, and in s ome 
c a s e s, other s ecurity i f  re qu ired. No lo an s c an be mad e  
unl e s s  the Admin i strator f ind s and c erti f i e s  that in h i s  
jud g ment the s e curity there fore i s  rea s onab l e  ade quate 
and such l oans wi l l  be re paid within the time agre ed. 

E l e c tric and te l e phone loans mu st b e  re pa id within 3 5  
years. Loan fund s are advanc ed to borrowers und er a 
drawing acc ount sy stem a s  needed. 

REA furn i she s its borrowers with tec hnic a l  a s s i  stanc e in 
eng ine ering, acc ounting and operations a s  requ ired in 
support o f  the s ecurity o f  l oan. 

The func tions o f  REA are d irected by an Admini strator, a 
Deputy Admin i strator, and three As  s i s tant Admi n i s trators
one for e ac h  of the two programs, rural e l e ctri f i c ation 
and rural te l e phone, and one for admin i s tration. 

REA ha s a l ine and sta f f  organizationa l structure. 
Se parate l ine o f f i c e s ,  known as the Northea st, Southea st, 
North Central ,  Southwe st and We s tern Are a O f f i c e s, 
admin i ster the e l ectric and te l ephone pro grams for an 
a s s  i gned geographical area re l ating to l o an s, eng ineering 
d e s i gn, construction and management and operation o f  
borrowers' rural e l ectric and rural te l ephone s ystems. 
Sta f f  o f f  i c e s  perform a s s ignments perta ining to the 
d eve l o pment o f  propo sed po l ic ie s, stand ard s and proc edure s 
c onc erning l oans and operation s ,  eng ineering, and 
accounting a s pects of the e l ectr i c  and te l ephone programs 
and personne l ,  bud get, f i scal  informati on s ervi c e s ,  
admin i strative management, pro gram ana l y s  i s ,  stat i s t i c a l  
and general servic e s  activiti e s  o f  the Agency. 

Al l rec ord s perta in ing to e le c tric and te l e phone pro gram 
activ it i e s  are genera l l y  cla s s  i f ied as re l ating to (1) 
loans and o perations, and (2) eng ineering, includ ing 
both d e s  i gn and construction. The record s are ma inta ined 
as borrowers' c a s e  f i l e s, State general f i l e s, and 
general c orre s pondenc e f i l e s .  

Al l REA re cord s  are dec entral ized to the po int o f  u s e, 
but under c entral admin istrative c ontrol. Exc ept a s  
otherwi s e  ind ic ated, new fi l e s  are mad e  every two years, 
and one year a fter the new f i l e s  are s et up, tho s e  for 
the prev ious two-year period are trans fered to Non
Current Record s for retention in agency s torage s pa c e, 
tran s f ered to Federal Record s Center, or d e  stroyed. 

115-203 Four copies, Including original, t o  b e  submitted t o  the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

<,1•11 l'l75 fl . 57 -387 
Adm1nistrat1on 

FPMR (41 CFR) 1 01 - 1 1  4 
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JOB NO Request for Records Disposition Authority- Continuation . 

9.8 DESCRIPTION OF ITEM 7. SAMPLE OR 
(With Inclusive Dates or Retention Periods) ITEM NO JOB NO 

REA wil l  u s e  the General Record s Schedu l e  a s  d i s po s a l  
authority for its' admini strative and hous eke e p ing 
record s. 

PAGE OF
3 

10. 
ACTION TAKEN 

115-203 Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1 974 
Prescribed by General Services 

Administration 
C I'll J'l75 I l - 57 -387 FPMR (4 1 CFR) 1 0 1  -1 1  4 
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' JOB No PAGE OFRequest for Records DisposJtion Authority- Continuation 4 33 
97 8 DESCRIPTION OF ITEM 10SAMPLE OR 

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

PROGRAM ADMINI STRATION 

l. Admini strator' s Sub ject File s 
iu- 7s-/ 

Arranged a l phabetic a l l y  by subject and thereunder c hrono (?) 10 cu. ft.ft · 
lo g ic a l ly. Inc lud e s  corre s pondenc e o f  the D e puty and ?()
As s i stant Admini strators. (f,t) 

a. Sub jects 

Memoranda, reports, corre s pondence and other REA 
rec ord s re l ating to pro gram reorgan izations 
within REA, appro priation s, bud get, in sured l o an 
fund s,  sta f f ing p l ans, a c c ounting allotments; 
c orre s pondence with members of Congre s s, o ff i c ials 
of the White Hou s e  and its' sta f f, and other 
Federal and state government agenc i e s. Al s o  
c orre s pondence with fore i gn governments c onc ern
ing provid ing e l e ctrical and te l ephone techn i c a l  
expert i s e  1n fore ign c ountrie s. Corre s pondenc e 
with members o f  the Hou s e  and Senate Committee s  
o n  Agriculture. 

PERMANENT 

Start new file s  each year; Tran s fer prior year 
f o l d ers to Noncurrent Record s 1 year there a fter, 
Trans fer to FARC when 5 years o l d. O f fer to 
Nationa l Arc hive s when 20 years o l dh..., 

Sc 
b. Administ,ative Sub jects 

Memorand a and corre s pondence related to such 
admini strative functions such as personnel,  
travel, suppli e s  and e qu i pment and etc. 

Start new f ile s each year; Trans fer prior year 
folders to Noncurrent Record s 1 year therea fter, 
Screen f i l e s  annua l ly. De stroy in a c c ord ance 
with General Record s Schedu l e s. 

1 1 5-203 Four copies, Including orlglnal, to be submitted to the Natlonal Archives STANDARD FORM 1 1 5-A 
Revised July 1974 
Prescribed by General Services 

Adm1n istrat1on 
Cl•ti J')/5tl - 57  ... 387 FPMR (41 CFR) 101 - 1 1  4 
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JOB Np PAGE OFReq'uest for Records Oispos.ltlon Authority- Continuation 5 33 

98 DESCRIPTION OF ITEM 10SAMPLE OR 
(With Inclusive Dates or  Retention Periods) ACTION TAKEN ITEM NO JOB NO 

2. Admi n i str ator' s State F i l e s  

Arranged a l phabet i c a l l y  by state and thereunder by the 
fol lowing sub s e r i e s :  Congr e s s ional ,  E l ectr ic,  Pub l ic 
R e l ations, Statewide, and Tel ephone. 

Memoranda, re ports, corr e s pondence and record s r e l ated to 
e l ectr i c  and tel e phone s erv i c e s, the management of 
borrowe r s  affa irs,  irregu l ar ity r e ports, corr e s pondenc e 
with member s of Congr e s s, other e l ectr ic and tel e phone 
a s soc iati on s ,  ind ividual s ,  state and government officia l s 
and the general pub l ic. Approva l s  of Federal Regi ster 
noti c e s  and administrator' s approval of var ious a ct ion s 
taken by the REA. 

PERNANENT 

Start new f i l e s  each year. Transfer prior year fo l d er to 
Nonc u r r e nt Record s 1 year thereafter. Tran sfer to FARC 
when 5 years o ld. Offer to National Ar ch ive s when 20 years 
o l d .  

Standard s  3. 

Corre spondence and subje ct f il e s  r e l ating to the devel op
ment of s tandard s and other techn i c a l  d ata for e qu i pment 
and mate r i a l s and for d e s ign and construction, and 
oper at i on and maintenanc e  of rura l  e l ectr ic a l  and te l e
phone s y s tems. 

Transfer to Noncurrent Records when no l onger needed in 
operating office. 

4 .  Stud i e s  and Projects, Spe c i a l: 

Corres pondence and subject fi l e s  r e l ating to s p e c i a l  
stud i e s  and proje cts re lating to rural e l e ctr i c  and rur a l  
te lephone systems, market and p r i ce info rmation r e l ating 
to equipment and mater ials, rate s ,  too l  traffic agree
ments,  new u s e s  of e l e ctric in rural areas and ope ration 
of r ura l e le ctr i c  and rura l te l ephone sys tems . 

10 cu. ft. /'f 

2 cu. ft.fr 

(?) 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 1 15-A 
Revised July 1974 
Prescribed by General Services 

Adm 1 n1strallon 
r; I ( l J'lj':} I I - 579•387 FPMR (4 1 CFR) 1 01 - 1 1  4 

1 15-203 
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JOB NO ' PAGE OFRequest for Records Disposition Authority- Continuation 6 33 

7. 
ITEM NO 

5. 

6 .  

7. 

8. 

8 DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 


Trans fer to inactive file wh en fina l report is approved . 
Trans fer inactive file s to Noncurrent Re cords at the end 
of each year. 

. s  -</-l'O 
• 

Working p apers : 

a. 	 Re l ating to s pe cia l studie s or proje cts re su lting 
in agency pol icy being e s tab l ished, re s cinde d or 
eva luated. 

De s troy 3 years after comp letion of 
report on th e s p ecia l s tudy or project. 

b. 	 Informal note s ,  rough dra fts , or other document
ation which is considered a s  pre liminary materia l 
only. 

De stroy 6 month s a fter final action 
or comp letion of s tudy. 

Genera l Fil e s  (Filed by Subje ct) 

Corre s pondence fil e s  maintained by operating units 
re s pon s ib l e  for program adminis tration, pertaining to the 
adminis tration and operation of the unit. 

Des troy 2 years after date of file . 

Corre s pondence and s ubject fil e s ,  including corre s pondence 
with a s s ociations,  supp liers, manufacturers and other firms 
or individua l s, re lating to activitie s  of of fic e s  re s pon
sib l e  for program functions,  which are not oth erwis e 
covered in this s chedule. 

De s troy 5 years after date of file. 

Corre s pondence and subje ct file s of line o f fic e s  re s pon
s ib l e  for administering rural e le ctric and rura l te l e phone 
programs for an a s s igned geographica l  area, re lating to 
accounting, loans, operation and engineering activities. 
The s e  fil e s  do not inc lude corre s pondence re l ating to 
development of policie s and procedure s.  

Des troy 5 years after date of file. 

9 
10.SAMPLE OR 

ACTION TAKENJOB NO 

2 cu. ft. 

Four copies, Including orlglnal, t o  b e  submitted t o  the National Archives STANDARD FORM 1 15-A 
Revised July 1 974 
Prescribed by General Services 

Admin 1strat1on 
(.f (l ]'l75 () - 578•387 FPMR (41 CFR) 1 01 -1 1  4 

1 15-203 
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timber products inspection reports submitted 

borrowers . 

7 10 

JOB NO'Request for Records Disposition Authority- Continuation 

ITEM NO 

9. 

10. 

11 . 

12. 

13 . 

9.8 DESCRIPTION OF ITEM SAMPLE OR 
(With Inclusive Dates or  Retention Periods) ACTION TAKEN JOB NO 

Corre s pond ence and statements of qual i f i c at i on s  and 
experience s  of c ontractors, eng ineers, architects and 
cert i f ied pub l i c  acc ountants approved for performing 
s erv ic e s  for rural electric and rural telephone borrowers . 
(Filed by name o f  f irm or ind iv idual . )  

Make folder when ne c e s s ary d ata and information 

for f irm or ind iv idual is re c e ived . Tran s fer to 

an inact ive file uhen firm b e c oT'l.e s inactive . 

Trans fer inactive file to Noncurrent Rec ord s at 

the end of each cal end ar year . 


D e s troy 2 years after f irm or ind iv idual 

t1f)by 

D e s troy 1 year after date o f  f ile . 

Financ ial Operations (Loans Re ce ivable) 

Borrower ' s  c orre s pond ence, Statement of Loan Ac c ounts and 
Transactions, borrowe r '  s che cks tub s, and c opy of CPA 
c onf irmati ons . 

Start new file every 2 ye ars . Tran s fer prior 

2 year f i l e s  to Noncurrent Record s 2 years 

therea fter . 


De stroy 6 years from date o f  f i l e  . 

Drafts o f  REA Bu lletins and Sta f f  Instructions  (or e qual) (1ti)
re l ating to progran functions, inc lud ing c omments on 
drafts by rev iew ing o f f i ce s .  (Filed by number) 

De stroy 1 year after revision or 

re scis sion is i s sued. 


REA Bull et ins  and Sta f f  In structions; supplements and 
partial revisions  i s s ued as internal d irective s at the 
agency or d iv i s ion level for the Electric and Tele phone 
Programs and Admin i s tration . (Fi l ed by numb er) 

Fi l e  original c opy of  each bulletin, sta f f  

instruction, supplement and partial rev i s ion 

in d iv i s ion or o f f ice re s pons ible for 

i s  surance . 


Four copies. lncludlng original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1 974 
Prescribed by General Services 

Adm1nrstratron 
FPMR (4 1 CFR) 10 1- 1 1  4 

115-203 
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JOB N'O PAGE OFRequest for Records Disposition Authority- Continuation 8 33 
98. DESCRI PTION OF ITEM 10.SAMPLE OR ITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

Tran s fer t o  Noncurrent Record s when rev i s ed ,  supers eded !z; cu . ft.  
or cance l ed .  (De s troy al l o ther cop i e s  when superseded) 

Trans fer to FRC 2 ....-<:t/) 

PERMANENT 

O f fer t o  Nat ional 10 years a f t er direct ive is 

comp l e t e l y  cance l ed .  

,
8

14. Bi l l s  Paid (Blue 

Lo ans  Rece ivab l e  copy of St atement s of Int ere s t  and 

Principal  Due (ori g inal or proce s s ing copy f i l ed in 

co l l ect ion jacke t s ) .  


De s troy 1 year a f t er date o f  f i l e  . 

15. Co l l e ct ion Jacke t s  

Adjus t ing voucher , REA Forms 660 (or e quiva l ent),  
co l l ect ion jacke t s ,  and computer pr intou t s  o f  advance s ,  
b i l l ings , co l l ect ions , ne\1 no te s ,  adjus tmen t s , and 
contro l s  . 

Re t a in in opera t ing o f f ice or agency s ' records 
depo s i t ory unti l  comp l e t ion of GAO audi t .  

D i spose of  in accordance with General 
Records Schedul e .  

16. Development 

Rural Area Deve lopment f i l e s  con s i s t ing of corre s pondence , 
forms and printed material rece ived from and s ent t o  
agenc i e s  o f  the De partment , Federal agenc i e s  Members o f  
Congre s s , s t ate  and l oca l government s , borrowers , indu s t  

rie s , a s s ociat ions and t he pub l ic ,  emp l oyment s t at i s t ic s , 

s tudi e s  and surveys , economic fea s ib i l i ty project appl i

cant s ,  v i s t s , finding s and d i scus s ion s  invo lv ing various 
prob l ems and pha s e s  of the area dev e l opment program . 

Tran s fer prior 2 year f i l e  to Noncurren t  
Records 1 year a f t er s t art o f  current 2 
year f i l e . Tran s fer to Federal Record s 

Cen t er 2 years there a f t er .  


De s troy 10 years a f t er date o f  f i l e . 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1 974 
Presc ribed by General Services 

Administration (,J'tl V17S 11 - 5714-387 FPMR (41 CFR) 1 0 1 - 1 1  4 

115-203 
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JOB NO PAGE OFRequest for Records Disposition Authority- Continuation 9 33  

7 
ITEM NO 

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

9. 
SAMPLE OR 

JOB NO 
10. 

ACTION TAKEN 

17.  Trav e l  10 F i e l d  

Copy of f ie l d  activities reports of Washington of f ic e  and 
f i e l d  emp l oy e e s  re lating to vi sts to borrowers;  attendanc e 
at meetings o f  a s s oc iations, manu facturers ,  technical 
soc ieti e s  and training conferenc e s  . (Cas e  f i l e d  by name 
of empl oyee) 

Trans fer prior 2 year f i l e  to Noncurrent Record s 
1 year a fter start of current 2 year f i le.  

D e stroy 5 years after date of f i l e . 

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

(d'() 1'175 ( ) . 57!c4·387 

Adm1nistrat1on 
FPMR (41 CFR) 1 0 1  - 1 1  4 
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Request for Records Disposition Authority- Continuation 

ITEM NO 

18. 

19. 

98. DESCRIPTION OF ITEM 	 1 0SAMPLE OR 
(With Inclusive Dates or Retention Periods) 	 ACTION TAKEN JOB NO 

ADMINI STRATIVE ACTIVITIES 

Personne l Record s w i l l  be d e stroye d  in accordanc e with 
General Re cord s Schedule, with the fol lowing exception : 

a .  	 Re c ord s re l ating to award s mad e at the depart
menta l l eve l or higher.  

D e s troy 6 years after date of f i l e  or upon 
s ep ration of employee, whichever is sooner . 

b .  	 Tra in ing a id s , such a s  manua l s ,  textbooks , 
s y l l abus, and other tra in ing a i d s  d eve loped 
by the agency . 

D e s troy when rev i s ed, s uperseded or be come s 
ob sol ete . 

Admin i strative Management Record s 

Record s p ertaining to management function s  of the Agency, 
such a s  procurement of supp l ie s  , e quipment , property 
accountab i l ity , bud geting , payro l l ,  ob l i gation and other 
a c c ounting, travel,  transportation of thing s , spac e ,  
commun i c at ion s  activ ities, record s management , per s onne l  
management , etc . ,  wi l l  b e  d i spo s ed o f  a s  fol lows : (Set 
up new f i l e s  every 2 years) 

a .  	 Corre s pondence, forms, re ports, and memorand a 
c on c etlling routine tran s actions and matters, 
housekeep ing function s  and l e g i s l ative reporting 
of a genera l nature not covered in other 

Destroy 5 years from date o f  f i l e  . 

b .  	 Record s of a continuing nature wh ich c an not be 
d e stroyed b e c ause of uns ettl e d  or continued 
matters . 

De stroy 5 years from date matter is 
rec inded, compl eted or c losed . 

c .  	 Record s copy of spec i f ic items - De stroy in 
accordanc e with GSA Genera l Record s Schedul e .  

1 1  5-203 	 Four copies. Including original, to be submitted to the National Archives STANDARD FORM 1 1  5-A 
Revised July 1 974 
Prescribed by General Services 

Admin1strallon 
r 1·1 i J'1i:> 11 - 57!-!-387 FPMR (41 CFR) 101 -1 1  4 



System 

System 

zU-75-/ 

Request 

7. 
ITEM NO 

for Records Disposition Authority- Continuation 

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

9. 
SAMPLE OR 

JOB NO 
10 

ACTION TAKEN 

STATISTICAL RECORDS 

20. Mac hine Readable Record s - Ac counts F ile 

In itial data is informational accounts system of Rural 
Electrif i c at ion Admin i s tration ele ctric and tele phone 
borrowers ac counts also RTB and FFB borrowers and cons  i st 
of: 

a .  Accounts File - all financ i al accounts of all 
ele ctric and tele phone borrowers. 

b. Transaction File - on going re cord s in re gard to 
any change s in the ac counts file . 

c .  Borrowers File - name, addre s s, and statu s of all 
e lectric and telephone borrowers . 

d.  In suranc e File - record of all REA borrowers 
insurance poli c i e s ,  type of policy, exp iration 
date of policy, names of insuran c e  c onpan i e s  
hold ing borrowers poli c i e s  . 

D e s troy 18 months from date of file . 

21. Annual Stati stical Report 

Format or file layout for the REA Annual Stati stic al 
Re port (Publi shed Report) data is also u s e d  in ma inta ining 
REA borrowers operating report data and for prodµc ing 
other re que sted stati stical data .  r  20. 

D e s troy 10 years fron d ate of file . 

22. 

23. 

Computer printouts and worksheets of stati s t i c al reports 
of agency admin i s trative and management activiti e s  , such 
a s  personnel, budget, f i s c al, supply matters,  travel, 
etc . 

D e s troy when 2 years old . 

Computer printouts and worksheets of financ i al and 
s tati stical re ports of agency program activities,  such 
as loan s, analy s i s  of borrowers' operation, advances,  
energy purcha sed, number and amount of loan s by state, 
KWH stud i e s ,  electrified farm s urveys, intere st payments, 
etc . 

1111Vf1''1 .... 7o 
(1o) 

fV'C. 
{'I)

11/NlfJ&... ?o 
(13) 
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't 

PERMANENT-   
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Request for Records Disposition Authority- Continuation JOB NO. PAGE OF 
12  33  

7. 
ITEM NO 

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

9 
SAMPLE OR 

JOB NO 
10. 

ACTION TAKEN 

2 4 .  

2 5  . 

2 6  . 

2 7 . 

a .  Pub l  i shed Re ports - trans fer to FRC when 5 ye ars 
old . 

PERMANENT 

Offer to National Archive s when 10 years o l d  . 

b . Working Papers - d e stroy when 1 year old . 

c . Printouts (Reports):- d e s troy when 3 years old . 

Corre s pondence subje ct f i l e s  mainta ined by operating un its 
re s pon s ib l e  for prep aration and proc e s s ing of stat i st i c a l  
re ports pertaining t o  the administration and operation of 
the units . 

D e stroy 2 years after d ate of fi l e  . 

Leg i s l ation 

Corre s pondence and state and subject f i l e  re l ating to 
propos e d  and enacted Federa l and state l e g i s l ation and 
probl ems affecting agency programs in ind ividua l s tate s  , 
inc lud ing copie s of bi l l s  , re solution s and report s  . 

Destroy when 1 0  years old . 

Corre s pond enc e subject fi l e s  ma intained by operat ing un it 
re s pon s  ibl e for l e g i s l ative activ iti e s  perta in ing to the 
admin i s tration and operation of the un it . 

De stroy 2 years from date of f i l e  . 

Analys i s  
a, A/lUtn!, 

and subje ct fi l e s  re l ating to program 
analy s i s  and eva luation , inc lud ing comp i l ation of d ata, 
re ports and stud i e s  such as those rel ating to surveys of 
t e l e phone loan appl ic ations , appl ianc e s  , markets , c on
struc t ion p l an and loan requirements , power s al e s  , s o i l  , 
etc . 

Make new fol ders every 4 years . Transfer to Non
current Record s 3 years after new f i l e s  are set up . 
Transfer to Federal Record s Center 5 ye ars thereafter 

IYeZU-75"-/(10) 
-7b

(1S) 

U.l-15-1
( 11)

II/IV/(, -'/()
{1?) 

 cu . ft. 

2 cu . ft . 

l//IJ1t.5 ({)  ZtJ  
J. dl1_ . -6-lt1 
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JOB NO PAGE OFRequest for Records Disposition Authority- Continuation 13 33  
9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR 

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

IV# I I, t"' 7() 28. Corre s pondence f i l e s  mainta ined by operating units 
re spons ibl e for program ana lys is p erta ining to the admin- (I/?)
i strati on and o peration of the un it . 

D e s troy 2 years after date of f i l e  . 

Appl ication and loan and con struct ion contro l card s for (toi)
e l ectric generation and te le phone borrowers .  (F i l e d  by 
state and borrower) 

Tran sfer to inactive file  when card is no l onger 
u s ed . 

De stroy 1 year after card become s 
inactive . 

30. Corre s pond ence f i l e s  maintained by operating un it (f o'f} 
re s pons ible for production contro l ,  perta ining to the 
admin i strat ion and operation of the unit . 

D e s troy 2 years after d ate of f i l e  . 
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JO  1\10Request fOr Records Disposition Authority- Continuation 

ITEM NO 

31. 

8 DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 


LOANS AND OPERATIONS RECORDS 

Borrowers' Case Files include all records of transactions 
and correspondence with an individual borrower regardless 
of their form or organizational location within the Agency, 
except those c rrespondence files directly related to 
special studies of borrowers' operations, equip ent, 
materials or procedures. Borrowers' case files also 
include all correspondence relating to loans, operations, 
construction and engineering in a state not associated 
a specific borrower. Borrowers' case files are arranged 
by state and borrower's designation and subject. 

Loan Docket Files 

a. Electric 

Original basic documents for approval and 
rescission of loans, including loan 
to Administrator, loan feasibility study, loan 
budget, cost estimates and engineering data, 
memorandum approving retail rates and copies of 
borrower's retail rate schedule, wholesale rate 
memorandum or power cost study or memorandum as 
appropriate, financial and operating report data, 
FFB (guaranteed) loan data, environmental, food 
protection and equal employment data, status of 
Section 4 loans, KWH certification memorandum, 
statement of economic and social condition of 
agriculture (prior to 1947); and when applicable, 
stop orders or conditional agreeNents, funds and 
materials for proposed facilities, headquarters 
facilities data, pump irrigation conclusion and 
recommendation, acquisition report, acquisition 
legal opinion, summary of generation facilities, 
copy of letters transmitting summary of genera
tion facilities to House and Senate Committees, 
power requirements study, rescission recommenda
tion and board resolution. (Not all of the 
documents listed are included in each loan 

PAGE OF

14 33 
9 

10SAMPLE OR 
ACTION TAKEN JOB NO 

flt, z.1./- ?s-/
(2. )/r,,.... ?o

Cl'9 

Make folder when each loan is approved. 
Transfer to Noncurrent Records 2 years after 
each loan is repaid, or rescinded. Tra eLa,_
to Federal Records Center  7 years • 

Destroy  10 

Four copies. Including orlglnal, to be submitted to the National Archives STANDARD FORM 1 15-A 
Revised July 1 974 
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Request for Records Disposition Authority- Continuation JOB NQ PAGE OF 33
15 

7 
ITEM NO 

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

9 
SAMPLE OR 

JOB NO 
10 

ACTION TAKEN 

b. Telephone 

Original basic documents for approval and 
rescission of loans and release of funds, includ
ing administrative findings, loan recommendation 
to Administrator, feasibility study, status of 
loans, master telephone budget, adjusted 
budget, adjusted balance sheet, equity 
determination including request memorandum, 
ment of adequacy of borrower's records, balance 
sheet and operating statement, valuation memnr
andum, request for preloan study, cost 
for urban and rural engineering memoranda, 
data for telephone system, net toll revenue and 
rate schedules, connecting company commitments, 
sketch map of service area, area survey summary, 
population data, economic report, manager 
concurrence memorandum, character references, 
nonduplication report, loan application, 
concurrence, and any other memoranda, forns and 
reports required to document the loan. ( Not all 
of the documents listed are included in each loan 
docket. ) 

Make folder when each loan is approved. Transfer 
to Noncurrent Records 2 years after each loan 
is repaid, or rese ttled. Transfer to Federal 

32 . 

3 3. 

Records Center when 7 years old. 

Destroy when 10 years old. 

Loan Contracts and Mortgages 

Loan contracts, recorded and unrecorded copies or mortg
ages, indentures, deeds of trust, pledges of revenues and 
amendments or supplements, and related recordation and 
filing certificates and endorsefilents. 

All Documents - Return to borrower when all 
loans are repaid. 

Notes and Correspondence 

Notes for loans, and correspondence and forms relating to 
loans contracts, mortgage notes and related agreefilents. 

a. Notes - Return to borrower when loan is repaid 
or note is cancelled. 

1 1  5-203 Four copies, lncludlng orlglnal, to be submitted to the Natlonal Archives STANDARD FORM 1 15-A 
Revised July 1 9 74 
Prescribed by General Services 
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97 8. DESCRIPTION OF ITEM 10SAMPLE OR 

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

b. 	 Correspondence - Transfer to Federal Records 
Center when all loans are repaid. 

Destroy 10 years after loans are repaid. 

34. Loan File Status Report 

Records of loans, and principal and interest payment. 
Microfilm and proof each December 31st report and ascertain 
that microphotographic records have been made in 
with standards of the National Archives Council and are 
adequate substitutes 	 for paper records. Also, the 
provision of FPMR 101-11.5. 

a. 	 Microfilm copy, destroy 10 years after all 

loans on each microfilm reel is repaid. 


b. 	 Paper copy, destroy after ascertaining that 
microfilm copy is an adequate substitute for 
the paper records. 

35. Loans 

Copy of loan docket, 	 together with loan announcement 
letter and telegram file on the right side of the folder, 
and 	 all correspondence with the borrower, its attorney 
and 	 other REA offices in support of the loan, release of 
funds, rescission, disapproved loan, and correspondence 
pertaining to acquisitions and boundaries filed on the 
left side of the folder. 

Retain file in operating off ice for current 
year and previous two-year period or last loan. 
Transfer all others to Noncurrent Records. 

Destroy when 5 years 	 old. 

36. Loan Data tY/t,r, ?o 
Maps and membership tabulations, engineering studies and (1)
other bulky material submitted in the support of the tvlVI/ ti 
loan, including Area Coverage Design Maps used by tele (55)phone offices in consideration of the loan. 

Make folder when maps are received. Transfer 

to Noncurrent Records when loan is approved or 

disapproved or funds released. 
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Requirements 

Requirement 

1(11/1//f, ·/Jo 

7 

38. 

33 

., 

JOB NO PAGE 10;Request for Records Disposition Authority-Continuation 

ITEM NO 

37. 

39. 

40. 

8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 


(.Destroy approved loans 1 year after 
construction 1s completed.b.Destroy 
disapproved loans 5 years after request 
has been disapproved. 

Loans 19 Power Requirements - Electric 

Copy of power requirements studies. 

a.Destroy Operations Section copy when 
5 years old. Ir. All other copies destroy 
when 3 years old or when superseeded 
by new study. 

Irrigation - Electric 

Correspondence, forms and reports pertaining to irrigation 
load studies. 

Destroy when 3 years old. 

Loans 19-1 Power Work File - Electric 

Correspondence, forms and reports pertaining to consumer 
data, KWH estimates and number of consumers. These 
records are used in preparation of Power Requirements 
Studies. 

Make folder when study 1s initiated. 

a.Retain correspondence, field reports, histori
cal sales records by classes (REA Form 156) , 
supply substation (REA Form 733a), and request 
for consumer data (REA Form 345) for 11 years. 

V.Destroy all other data when new study (new 

form completed) 1s made. 


Power - KWH - Electric 

Correspondence relating to request for and approval of 
KWH estimates and power requirements study, including one 
copy of the lates study. 

Retain file in operating office for current 
year and previous three-year period. Transfer 
all other to Noncurrent Records. Transfer to 
Federal Records Center 5 years thereafter. 

Destroy when 10 years old. 
Four copies, Including orlglnal, to be submitted to the National Archives 

r, l't l 1'175 {) - 57\.1-387 

9. 
10.SAMPLE OR 

ACTION TAKENJOB NO 
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PAGE OFRequest for Records Disposition Authority- Continuation 
18 33  

97. 8 DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods) JOB NO 

Acquisitions - Electric41. 

Correspondence, forms and reports pertaining to acquisition 
of electric facilities by REA borrowers. 

Make folders when first correspondence is received. 

Destroy when 10 years old, 

42. Valuation -

(t3)Correspondence, forms and reports relating to the 
of property owned or to be acquired by REA telephone 
borrowers. 

Make new folders every 4 years. Three years 
after new files are made, transfer those for 
the previous 4-year period to Noncurrent 
Records. 

Destroy when 10 years old. 

43. Audit 

Audit reports made by certified public accountants and (I 'f) 
REA accountants, together with a copy of the audit review 
letter. 

Retain Staff Offices last audit report. Retain 
Line Offices last 3 audit reports. Transfer 
previous reports to Noncurrent Records as new 
reports are received, Transfer to Federal 
Records Center 2 years thereafter. 

a·Destroy record¢ copy 8 years after date 
of report. If. Al 1 other copies, destroy as 
new reports are received, 

Audit 

Correspondence relating to the audit of borrowers, (15}
on audit reports, and a copy of field activities reports 
of REA accountants. 

Transfer prior two-year file to Noncurrent 

Records 1 year after current two-year folder 

is started. 
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JOB NO PAGE F 33Request for Records Disposition Authority- Continuation 

l 

7. 
ITEM NO 

45. 

46. 

47. 

48. 

8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 


a.Destroy record copy 2 years after 
receipt in Noncurrent Records. Ir-. Al 1 
other copies, destroy 1 year after 
date of file. 

Boundaries - Electric 

Correspondence relating to borrower's service area, 
adjustments, disposal of property, and encroachment on 
electric borrower's territory by other suppliers. 

Make folders as required. Transfer to an 
inactive file when case is completed. Transfer 
inactive file to Noncurrent Records at end of 
each calendar year. Transfer to Federal Record 
Center 5 years thereafter. 

Destroy when 10 years old. 

Copy of borrower's by-laws and related correspondence. 

Make folders as required. 

Destroy when copy of amended by-law 
is received. 

Contracts - Telephone 

Copy of contracts for operation and maintenance, extended 
area service, trunk leases, floor space, toll traffic 
and over connecting services, and related correspondence. 

Transfer contracts and related correspondence 
to an inactive file when contracts are super
seded or cancelled. Transfer inactive file 
to Noncurrent Records at end of each calendar 
year. 

Destroy 2 years after contracts are 
superseded or cancelled. 

Financial Operations 

Correspondence, forms and reports relating to advance 
payments, accounting procedure, depreciation, reserve 
funds, continuing property records, delinquencies and 

Four copies. Including original, to be submitted to the National Archives 

f"f't l J'175 (I - 57Y-387 

9 
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ACTION TAKEN JOB NO 
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(Irregularities) 

49. 

JOB N9 PAGE OFRequest for Records Disposition Authority- Continuation 20 3 3  
7 98 DESCRIPTION OF ITEM 10SAMPLE OR ITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

defaults, interest and principal payments, rescheduling 
and refunding of loans, basis date and extension agree
ments, debt services, loan security, the use of general 
funds, and the purchase of 2% Treasury Bonds. 

Transfer prior two-year file to Noncurrent 
Records 1 year after current two-year folder 
is started. Transfer to Federal Records 
Center 2 years after receipt in Noncurrent 
Records. 

Destroy when 10 years old. 

Insurance 

Correspondence, forms and reports relating to insurance 
coverage, and expiration and renewal of policies. 

Destroy when 5 years old. 

ru)50. Insurance 5-4 Fidelity Bond Claims 

Correspondence, forms and reports relating to defalcations 
of borrower's employees and recovery of loss from the 
bonding company. 

Make folders as required. 

Destroy 10 years after date of final 
action. 

51. Labor Relations ( 2;i) 
Correspondence, forms and reports pertaining to labor 
relations, labor contracts and agreements, job position 
descriptions, wage and hour laws, and union activities 
among REA·borrowers. 

Make new folders every 2 years. Two years 
after new files are made, transfer files 
for the previous two-year period to Non
current Records. 

Destroy when 5 years old. 

Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 1 15-A 
Revised Ju ly 1 974 
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7. 

ITEM NO 
8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

9 
SAMPLE OR 

JOB NO 
10 

ACTION TAKEN 

52. (Technical) Assistance 

Copies of correspondence, forms and reports relating 
to financial and management activities of borrowers, and 
methods of improving the quality of such activities. 

Transfer prior two-year file to Noncurrent 
Records 1 year after current two-year folder 
is started. Transfer to Federal Records 
Center 2 years after receipt in Noncurrent 
Records. 

Destroy when 10 years old. 

53. {ZV) 
Copy of minutes of annual and board meetings of ?)
directors, stockholders and members, including the man {3'1 
ager's report to the board and related correspondence, 
including invitations to REA personnel to attend such 
meetings. (These files are maintained for power-type 
and certain selected telephone borrowers. ) 

Transfer prior two-year file to Noncurrent 
Records 1 year after current two-year folder 
is started. Transfer to Federal Records 
Center 2 years after receipt in Noncurrent 

Cf� ·  -tv /VAR.£  /t>    r fJ 'fAM d.I..
c. II-  -fO 

IJl/Vlf,'?o 
54. Non-Discrimination 

Correspondence, forms and report  (REA Form 267 and 268 
or equal) relating to non-discrimination among benefici
aries of REA programs (except the original copy of REA 
Form 166 or equal which is filed in the Requisition File) 
filed on the right side of the folder·and a copy of the 
operations field representative's routine compliance 
review on equal employment opportunity and any other 
correspondence, forms and reports relating to equal 
employment opportunity where the filing is not specified 
otherwise filed on the left side of the folder. 

c,£) 

115-203 Four copies, lncludlng orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
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1 

56, 

10 

JO  NORequest for Records Disposition Authority- Continuation 

ITEM NO 

55. 

8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 


Transfer prior two-year file to Noncurrent 
Records 1 year after current two-year folder 
is started. Transfer to Federal Records 
Center 2 years after receipt in Noncurrent 
Records. 

Destroy 5 years after date of file. 

Reports 

Monthly, quarterly and annual financial and statistical 
report of borrower's operations. The file in line offices 
also contains related correspondence including Standard 
Form 41 (or equal) and related correspondence for 
borrowers (excepting agencies of government) having 50 
or more employees. 

a. 	 Original - Make new folders every 4 years. 
Transfer to Noncurrent Records 2 years after 
new files are made. Transfer to Federal 
Records Center 2 years thereafter 

Destroy 10 years after date of 
file. 

Electric Line Offices -(()Destroy 
monthly and semiannual reports 
after 3 years;(z}tear end reports 
after 5 years. 

Line Offices - Transfert.. to Noncurrent Records 18 months 
after new files are made. 

Destroy 2 years after date of 
file. 

Public Relations 2 	 - Telephone 

Correspondence, sunrrnaries of telephone conversations with 
members of Congress, and correspondence with subscribers, 
applicants and the general public relating to telephone 
services, rates or the management of the borrower's 
affairs. 

This does not include inquiries and complaints 
covered by GRS which may be destroyed in 3 
months. 

Four copies, Including orlglnal, to be submitted to the National Archives 

<,I'll !'175 IJ - 57!-!-387 
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ACTION TAKENJOB NO 

(J, 1) 


STANDARD FORM 115-A 
Revised Ju ly 1 974 
Prescribed by General Services 

Adm1nistrat1on 
FPMR (41 CFR) 1 01 -1 1  4 

115 203 



I 

Telephone 

'rifjvNA /v?IJ 

33  
7 

57. 

10 

JOB NP : PAGE OFRequest for Records Disposition Authority- Continuation 23 

ITEM NO 

58. 

59. 

60. 

98. DESCRIPTION OF ITEM SAMPLE OR 
(With Inclusive Dates or Retention Periods) ACTION TAKEN JOB NO 

Destroy 1 year after date of file. 

Rates -

Correspondence, forms and reports relating to rate 
schedules, division or toll revenues, toll separations 
and toll calls and revenue. 

Make new folders every 4 years. Transfer to 
Noncurrent Records 3 years after new files are 
made. Transfer to Federal Records Center 2 
years thereafter. 

Destroy 10 years after date of file. 

Rates 1 Retail - Electric 

Correspondence and forms relating to retail rates, rate 
revision studies and approval of rate schedules. 

Make new folder every 2 years. Retain new 
folder and 2 previous folders (prior four 
years) in operating office. Destroy all 
other folders. 

Destroy 6 years after date of 
file. 

Rates 2 Wholesale - Electric 

Correspondence and forms relating to wholesale rates, 
provisions of power contracts, approval of contracts 
and cost of electric power. 

Make new folder every 2 years. Retain 
new folder and 2 previous (prior four 
years) in operating office. Destroy all 
other folders. 

Destroy 6 years after date of 
file • .  

Rates 2 4 Power Bills - Electric 

Copies of wholesale power bills received by borrowers 
from power suppliers. 

( 31) 

( 331) 
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Request for Records Disposition Authority- Continuation 
JOB NO PAGE OF 

24 33 
7 

ITEM NO 
8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

9 
SAMPLE OR 

JOB NO 
10. 

ACTION TAKEN 

Make new folder each year. 
year folder and prior year 
office. Destroy all other 

Retain current 
folder in operating 
folders. 

Destroy 2 years after date of file. 

6 1  . 

62. 

Rates 2-5 Power Contracts - Electric 

Copy of approved wholesale power contracts between REA 
borrowers and power suppliers. 

Transfer contracts to an inactive file when 
they are superseded or cancelled. Transfer 
the inactive file to Noncurrent Records at 
the end of each calendar year. Transfer to 
Federal Records Center 2 years thereafter. 

Destroy 10 years after contract is 
superseded or cancelled. 

Rates 3-2 Schedules - Electric Cstf) 

63. 

Copy of retail rate schedules and a copy of the letter to 
the borrower concurring in the proposed rates. 

Transfer schedules to an inactive file when they 
are superseded or cancelled. Transfer the inac
tive file to Noncurrent Records at the end of 
each calendar year. Transfer to Federal Records 
Center 2 years thereafter. 

Destroy 10 years after schedule is 
superseded or cancelled. 

4 Management Analysis - Electric 

Correspondence relating to management analysis surveys and 
remedial plans and a copy of the survey or plan. 

Transfer to an inactive file when plan is super
seded or cancelled. Transfer the inactive file 
to Noncurrent Records at the end of each calendar 
year. Transfer to Federal Records Center 2 years 
thereafter. 

Destroy 10 years after plan is super
seded or cancelled. 

( 3b) 
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108 DESCRIPTION OF ITEM7. SAMPLE OR 
ACTION TAKEN (With Inclusive Dates or Retention Periods) ITEM NO JOB NO 

64 . Travel 1 0  Field Reports 

The or iginal copy of office employees ' ,  operations f ield 
representatives ' ,  and field accountants ' field acti vity 
reports. 

Transfer prior two-year file to Noncurrent Records 
1 year after current two-year folder is started . 

Destroy 5 years after date of file . 

7o 


6 5  . 

6 6  . 

General Files - Line Officers (3 ) 
Correspondence and forms relating to cap ital credits ; 
comments on plans and specif icat ions , approval , purchase , 
lease and sale of headquarters facilit ies ; insurance , 
labor relati ons , borrowers mee t i ngs , officers and 
personnel , member service , rural area development , safety , 
inquiries and complaints concerning electric service ; 
reta il and wholesale rates ; sales and purchases of 
borrower ' s  equipment , and any other correspondence wh ich 
does not fall into any of the other specific categori es 
ma intained in line offices . 

Transfer prior two-year file to Noncurrent 

Records 1 year after current two-year folder is 

started .  Transfer to Federal Records Center 2 

years after rece ipt in Noncurrent Records . 


Destroy 10  years after date of file . 

Development Files 

Correspondence and printed material sent to and received 
from REA borrowers , agencies of the Department , Federal 
agencies , Members of Congress , state and local governments , 
industries and associations ; including cop ies of reports , 
development plans and surveys , technical ass istance , and 
guidelines and procedures for financing and developing 
specific projects ; . .  draw ings , appra isals , feas ib ility and 
discussions involving proposed projects. 

Make new folders every 4 years . Three years 

after new files are made , transfer fi les for 

previous four-year period to Noncurrent Records . 

Transfer to Federal Records Center 1 year there


after . 
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97. 8. DESCRIPTION OF ITEM 10.SAMPLE OR 

(With Inclusive Dates or Retention Periods) ACTION TAKENITEM NO JOB NO 

Destroy 1 0  years after date of file . 

State General File 6 7. 

Correspondence , forms and reports relating to operation 
and loan activities within a specific state or within an 
area of a state which is not served by a specific borrower . 

Transfer two-year file to Noncurrent Records 1 
year after current two-year fol der is started. 
Transfer to Federal Records Center 2 years after 
receipt in Noncurrent Records . 

Destroy 1 0  years after date of file. 

A/Al/fp,_..?o 
t<IO) 

(3) 

Four copies. Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised Ju ly 1974 
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3 3  JOB NO PAGE OF Request for Records Disposition Authority-Continuation 2 7  

7. 
ITEM NO 

6 8 .  

69. 

7 0 . 

9.8 DESCRIPTION OF ITEM 10.SAMPLE OR 
(With Inclusive Dates or Retention Periods) ACTION TAKEN JOB NO 

ENGINEERING RECORDS 

Central Office Equipment 

Correspondence , forms and reports relating to central 
office facilities and related equipment. 

Transfer prior two-year file to Noncurrent 
Records 1 year after cur rent folder is started . 
Transfer to Federal Records Center 2 years 
after receipt in Noncur rent Records . 

Destroy 10  years after date of file . 

Consumer Devices - Electric 

Correspondence , forms and reports relating to consumer 
equipment ,  codes and standards . 

Transfer prior two-year file to Noncur rent 
Records l year after current two-year folder 
is started . 

Destroy 5 years after date of file . 

Engineering 

Cor respondence , forms and reports relating to the design 
and constr uction of electric and telephone system lines , 
transmission facilities , generating plants , central office 
and headquarters buildings , area coverage design , con
struction cost estimates , selection and approval o  
contractors , engineers and architects ; final inspection , 
cutover and final inventories . ( Cor respondence relating 
to all or more than one generating plant of a power-type 
borrower is filed by borrower ; that relating to an individ
ual plant is filed by borrower , type of plant and plant 
location ; that re iating to electric distribution and 
telehone is filed by bor rower . )  

Electric Distribution , Transmission and Tele
phone 

T ransfer prior two-year file to Noncur rent Records 
l year after current two-year folder is started . 

{'f3) 
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JOB NO ' PAGE OFRequest for Records Disposition Authority- Continuation 28  	 33  

ITEM NO 

7 1  . 

. 

7 2 . 

98. DESCRIPTION OF ITEM 	 10.SAMPLE OR 
(With Inclusive Dates or Retention Periods) 	 ACTION TAKEN JOB NO 

Destroy 5 years after date of file. 

Individual Generating Plants 

Make fol der when first piece of correspondence 

is received for fil ing .  Transfer to Noncurrent 

Records 1 year after completion of construction . 

Transfer to Federal Records Center 2 years 

thereafter . 


Destroy 1 0  years after completion of 
construction .  

Engineering 4-3 Progress Reports 

Weekly reports of contractors and engineers on the con
struction of telephone lines , central office and head
quarters facilities , and generating plants ; and cop ies 
of inspection ,  test and final inventory reports on con
struction of generating plants . 

a .  	 Te·lephone 

Destroy 3 years after date of file . 

Generating Plants - Make folders when first 
piece of correspondence is received . 

Dest roy after completion of construction. 

(t/5) Engineering Planning Pouch - Electric 

System pl anning reports , work plans and related 
service contracts . 

a .  	 Electric Distribution - Transfer pouch to 

Noncurrent Records upon completion of review . 


Return superseded planning reports to 
borrower when new report is received . 
Return work plans to borrowers as 
follows ; when third biennial or fourth 
annual plan is received , return oldest 
one . 
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73 . 

7 5 .  

JOB N0 ,. PAGE OFRequest for Records Disposition Authority- Continuation ,	ü 332 9  
98 	 DESCRIPTION OF ITEM 107 SAMPLE OR 

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

b. 	 Generating Plants - Transfer to Noncurrent 
Records when plan is completed. Transfer 
to Federal Records Center 2 years there
after. 

Destroy 5 years after completion of plan. 

Pouch 

Plans and specifications, maps, engineering contracts , 
architectural engineering contracts , construction 
contracts, contracts for materials and supplies, force 
account proposals, area coverage design, final inventories, 
final documents and final fee statements. 

Transfer to Noncurrent Records when final 
documents are approved. Transfer to Federal 
Records Center 1 year thereafter. 

a. Return 	 plans and specifications to 
borrower's engineer upon approval of 
contract. lr. Dis pose  of remaining docu
ments 5 years after completion of 
construction , unless requested by 
borrowers. 

74 . { '1- 7) Fuel Contract - Electric 

Approved copy of coal, gas, oil coke, and lignite fuel 
contracts and rel ated correspondence. 

Transfer contracts to an inactive file when 
they are superseded or cancelled. Transfer 
inactive file to Noncurrent Records at the 
end 	 of each calendar year. 

Destroy 2 years after contract is 

superseded or cancelled. 


Joint Use (t/1) 

ti 


Copy of approved contracts for joint or common use of (lcf'I)facilities and related correspondence or forms. 

a. 	 Telephone - Transfer contracts and related cor
respondence to an inactive file when superseded 
or cancel led . Transfer inactive file to Non
current Records at the end of each calandar year. 

Destroy 2 years after contract is superseded 
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Request for Records Disposlti.on Authority- Continuation 	 JOB NO PAGE fo
, 	

3 3  
7. 

ITEM NO 

7 6 . 

7 7 . 

8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 


b. 	 Electric - Transfer contracts to Noncurrent 
Records when they are approved. 

Destroy 2 years after contract is super
seded or cancelled. 

Loan Budget 

Copy of the loan budget, notice of receipt of note, 
consolidated loan budget consisting of individual budget 
purpose sheets, loan and note control (formerly allocation 
control) , approved budget and encumbrance control for 
work orders, engineering, construction, operation equip
ment, and general overhead; normal inventory, copy of 
letters relating to title clearance, a copy of conditional 
agreements and stop orders, copy of field activity 
relating to review and approval of funds expenditures, and 
the record copy of correspondence and forms relating to 
budgetary adj ustments and transfer of funds. 

Make new folder every 5 years (years divisible 
by five) . Transfer files for previous five
year period to Noncurrent Reocrds 3 years after 
new files are made. Transfer to Federal Records 
Center 2 years thereafter. 

Destroy 1 0  years after date of file. 

Outside Plants - Telephone 

Correspondence, forms and reports relating to outside 
telephone facilities, equipment and materials. 

Transfer prior two-year file to Noncurrent 

Records 1 year after current two-year file 

is started. 


Destroy 5 years after date of file. 

Requisitions 

Copy of financial requirement and expenditure statements 
for advance of loan funds, and the record copy of 
correspondence relating to approval of requisitions, 
authorization for borrower ' s  employees to sign financial 
requirements statements, the original copy of REA Form 2 6 6  
(or equal) "Compliance Assurance, " and the original 
copy of memorandum signed by the Assistant Administrator. 

Four copies, lncludlng orlglnal, to be submitted to the National Archives 

.- I 't J 1 175 ( )  - 57!:!-387 
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JOB o : PAGE OFRequest for Record  Disposition Authority- Continuation 3 1  33  
9.7. 8. DESCRIPTION OF ITEM 10SAMPLE OR 

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

Make new folder every 5 years (devisible by 
five) . Trans fer REA Form 2 6 6  to new file. 
Three years after new files are made, transfer 
the files for previous five-year period to 
Noncurrent Records. Transfer to Federal 
Records Center 2 years thereafter. 

Destroy 1 0  years after date of file. 

7 9 .  Station Files - Telephone lSi) 
Correspondence, forms and reports relating to telephone 
station equipment. 

Trans fer prior five-year file to Noncurrent 
Records 3 years after current file is 
started. Trans fer to Federal Records Center 
2 years after receipt in Noncurrent Records. 

Destroy 1 0  years a fter date o f  file. 

8 0 . Survey 2 Files - Electric 

Correspondence, forms and reports relating to power cost 
studies and plans to meet future power requirements o f  
REA electric borrowers. 

Make new folders every 4 years. Retain files 
in operating o f f ice for last planning study 
or until all funds under conditional agree
ment have been released. Trans fer to Federal 
Records Center after receipt in Noncurrent 
Records. 

Destroy 5 years after new planning 
study is made. 

8 1  . System Operations and Maintenance File 

Correspondence, forms and reports relating to technical 
operations and maintenance of the borrower's system. 

Destroy 5 years after date o f  file. 
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9 
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1 0  
ACTION TAKEN 

8 2 . 

8 3 . 

84 , 

System Protection Files -

Correspondence , forms and reports relating to t ele hone 
system protection practices , methods and devices. 

Transfer prior five-year file to Noncurrent 
Records 3 years after current file is started. 

Destroy 1 0  years after date of file. 

Timber Products Files 

Correspondence , forms and reports relating to poles , 
crossarms ,  maintenance , treatment and specifications 
for timber products. 

Destroy 5 years after date of file 
except those needed for technical 
reference. 

Transmission File -

(5 ) 

l5?) 

8 5 . 

Correspondence , forms and reports relating to telephone 
transmission matters including voice frequency , carrier 
and radio facilities. 

Transfer prior five-year file to Noncurrent 
Records 3 years after current file is started. 
Transfer to Federal Records Center 2 years 
after receipt in Noncurrent Records. 

Destroy 1 0  years after date of file. 

Travel 1 0  Field Reports 

The original copy of office employees' and field 
engineers' field activity reports relating to engineering 
activities. 

Transfer prior two-year file to Noncurrent 
Records 1 year after current file is started. 

Destroy 5 years after date of file. 

( 5 ) 

Four copies, inclncling original, to be aalamitted to the National Jhchives and R.acos .. Sesvice 
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8 DESC R I PTION OF ITEM 
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9 
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JOB NO 

10 
ACTION TAKEN 

8 6 .  

8 7  . 

Work Orders 

Copy of work order inventorie s and the record s copy of 
related corres pondence . 

Destroy 2 years after date of file . 

State General Files 

Corre s pondence , forms and report s relating to des ign , 
con struction and engineering activities of a number or 
all borrower s within a specific state . 

Trans fer prior two-year file to Noncurrent 
Record s 1 year after current file is started . 
Trans fer to Federal Record s Center 2 years 
after receipt in Noncurrent Record s .  

Des troy 1 0  year s after date of file . 

?S"-/
l'f) 
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