NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-237-77-03

Some items 1n this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of:12/21/2022

ACTIVE ITEMS
These items, unless subsequently superseded, may be used by the agency to
disposition records. It 1s the responsibility of the user to verify the items are still

active.

All items NOT listed in the field below are ACTIVE disposition authorities.

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided as a courtesy. Some items listed here may have been previously annotated

on the schedule 1tself.

NC1-237-77-03 / 8/d: Superseded by DAA-237-2021-0013-0001.
NC1-237-77-03 / 72: Obsolete.

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE
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LEAVE BLANK
REQUEST FOR AUTHORITY CRECEIVED (365 o)
TO DISPOSE OF RECORDS § MAR 1977
(See Instructions on Reverse) g N
TO: GENERAL SERVICES ADMINISTRATION RC 1 ; 8% v 3
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON Dc 20408 NOTIFICATION TO AGENCY

1. FROM (AGENCY OR ESTABLISHMENT)
B In accordance with the provisions of 44 U.S.C. 3303a the dis-

Department of TranSportatlon posal request, including amendments, is approved except for
é MAJOR SUBDIVISIO—N_ - - 7 items that may be stamped ‘‘disposal not approved’’ or ‘‘with-
drawn’’ in column 10.
Federal Aviation Administration -

3. MINOR SUBDIVISION
~ Headquarters, Regions, Field
4. NAME OF PERSON WITH WHOM TO CONFER Ls TEL. EXT.

Ms. Fae Screws 426-8735 /2-2-77

6. CERTIFICATE OF AGENCY REPRESENTATIVE: (Date) Archivist of the United States

| hereby certify that | 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.

Yiz/27 /)»,&qu. hst, Lgglien Sogipoit L

Date (Signature of Agency Representative) (Title)

9.
7. 8. DESCRIPTION OF ITEM
ITEM NO. (With Inclusive Dates or Retention Periods) SAMPLE R ACTION TAKEN

EXTERNAL RELATIONS RECORDS -1350.15
Revtine 1200(1)
J 1 General Cerrespondence Files. \Cerrespondence, reports, (a)
and related documents pertaining to activities promoting
civil aviation development, encouraging aviation educa=
tion, fostering public understanding ef agency mission
and activities, and disseminating informatien to the
public, but EXCLUDING files described elsewhere in this
paragraph GF Ceimplete n\aMuaD
when
| (a) Agency office of primary interest, Destroy afeer f
two yearsold. RTB l
(B) Rl cther cFRices-- destroy when one year cid. el29/77 1350,15 {
|

MANAGEMENT PROGRAM RECORDS ¢54,_,.25—77 132%(%)
a

J 2 Directives case files. Official case files for internal

FAA directives prescribing policies, organization, or

procedures, or providing information essential to the

administration or operatiens ef the agency. Each case

file inéludes a printed copy of the directive, record

of clearance and approvals and significant background

decuments. Pr ect numa(‘mmu: RTR
2 v)777

(a) Case flles for national, regisnwide, or centerwide
directives containing jeonewterm-eor—permanent—materiad—
<{suweh—as-orders and handbooks; notices that change e=xiste
ing er presceibe new policies, organization, er procedures;
notices annroved bv the Administrator. Deputv Administra#dr,

asseciate administrater, or regional er center directers

* regardless of subject matter}. Permanent, Place in

115-106 > NNF «+ ayedic /&/5/‘-77 STANDARD FORM 115

Revised January 1973

fo AMB - /01/ 5/7 - = 0(“’1 \ ‘, 1’3 ms Prescribed by General Servira<

Administration
[ copies be ‘%Taf Freb o ., FPMR (41 CFR) 101-11.4
prinel b is reacly 7" \UNESRER
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Request for Records Disposition Authority — Continuation

JOB NO

PAGE OF

2 of 36

7.
ITEM NO

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

9.

10.
SGBSFB’L'EO(?H ACTION TAKEN

inactive file vhen directive is superseded or cnnceled.

rrannfor ingctive file to Pederal Records Cent en

Offer to NARs sfter 20 yuu
no more than  H yrs. cid, whew 177 [ g’a’i}ﬂ

SECURITY RECORDS s
Identtttcntinn tuu.

(s) Ildentificstion cards, such as Form DOT P 1600.1.3, or
equivalent, building and visitors pssses, end other creden-
tiasls.

Destroy upon return 2o tasuimg office.
(b) Applicstions and receipts for identification creden-

tiale, such as FAA Form 1600.14, or equivalent, listings,
and other sccountable records.

Destrzoy upon return of identificationipedia to issuing
office.

Bersonnel Security Files (PSP's). Piles containing the
original PAA reports of investigations on FAA employees
or applicants for FAA employméent, reports or investigstive
saterials scquired from other sgencies, and documents
transferred from Official Investigative Case Files to the
PSY. PSP's are included in the FAA's Investigative
Record System (DOT/FPAA 815). The investigative reports
are used to evaluste security clearance eligibility, to
resolve sllegstions of irregularities or afaconduct of
employees or other security/suitability matters, ete.
EXCLUDED are investigative reports and related masterisls
furnished to the FAA by the United States Civil Service
Comaission (USCSC) snd those acquired from agencies other
than the USCSC as & direct result of personnel security
processing for which disposition instructions are provided
in the Federal Personsel Msnusl snd FAA Order 1600.1B,
Personnel Security Program.

(a) g L)) Qgp{ﬁgtl
1. g_qggorontory Caaes

3 1f oonselected, destroy PSF one (1) year
after date of nonseleection,

b 1f hired, follow guidelimss for FAA employees.

2. Dtrogntory Cuu

1350.15
1600(8)1g

1350.15
1600(10)

iz

¥

115-203

Four copies, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by Genera! Services
Administration

FPMR (41 CFR) 101-11.4


http:orijl.ul
https://ld�ntiflcatl.ob

o
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7.
ITEM NO

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

9.

SAMPLE OR 10.
JOB NO. . | ACTION TAKEN

8 1f nonselected, and the PSP contains an FAA
lnport of Investigstion (FAA Yorm 1600.32). —Rereinm
-snd-Destroy the PSY five (5) years after date of non-

selection. RBa1r  Sgfaslt?

b If nonselected, and the PSF containg the results
of a Mational Agency Check (NAC), NAC and Written
Inquiries (NACI), Limited Suitability, Pull Field Inves-
tigaetion, or FAA Report of Record Review, process in

accordsoce with -¢s ob%cheﬂ-?toctdumﬂd-ﬂmm
order 1600.18 FAR  Perscnnel Secu i 11 Pre rea ) GS mewy be awemb{ed

{ ¥r7 S g|asl77
& 1f hired for cltherg “sensitive or Honsensitive

position, retsin the PSF snd follow guidelines for FAA
eaployees bolcw,

(L) FAA_Employess

Nonderogatory Cases. Destroy ;SI'. thirty days
.fl:er temination of employment, et ain-the Security
Termination Statesent, FAA Yorm 1600.25, one year from

date of separation. kal awm

2. Derogatory Cases.

& Retained by the servicing Alr Transportastionig
Security or Investigations and Security Divisions in the
srea of last eaployment, Destroy five ysars fiom the
date of separation.

b Files on individuale vho are involved in
llttg-non, appeals, or other adainistrative proceedings
at the time of separstion or when such action commences
folloving termination. Destroy f£ive years after final
administrative action.

3. ITransfers. Transfers to ancther DOT Admintstratior).

Yorward th€ FiP's to ASE-200 for transmittal to the
cognizant—DOT Adainistration in accordance with FAA
Order 1604.1B,

Rersonnel Security Clesrance Control Files. Card files |1350.15
contalning clearance {nformation auch as FAA Form 1600.43,1600(11)
or equivalent. Destroy seven yesars from dste of separa-

tion as required by DOT Order 1630.2, DOT Personnel

Security Program.

Qfficlal Investigative Case Files. These files are IL-237-75-§;

prepared on each subject of an investigation. They
serve 39 the repository for originsl copies of letters

115-203

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

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Admunistration

FPMR (41 CFR) 101-11.4
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7.
ITEM NO.

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

9

SAMPLE OR 10.
JOB NO ACTION TAKEN

e

7

(s) Office of Origin

~the PSP-tn-accordsncewith-t

of request, copies of investigative reports asd documents
of official administrative actions tsken following an
investigation. They sr¢ maintained in the FAA's Investi-
gstive Record System.

1. lnvestigstions of Applicants and Bsployees.

EXCLUDES eaployee "locate” investigstions. Upon cospletion
of investigation of sdeinistrative action. transfer -perma--

m!—mms—fm—eho—oﬁke

; . L -

- he—provistonsof paragraph4—
abpger—  -Permenent-eontents—include-originel cepies of
letters of request, investigstive reporte or semorands,
documents of official investigative sctions, originasl
copies of signed walvers, interview logs, statemeats, &
other evidentisry materisls

4he Empleyee’s sonnel vy File ( PSE) + destray PSFE in acccrdomee w
e Emplegees fersennel  Sequity 'ep,cm ) alfz7 S E/aislﬂ

rs
2. tfgation «
Destroy upon completion of administrative sction or-when-

I yrs, From Olate of- last en tU, whithevédr (s Seconer,

3. Atrman/Aircraft Record Searches. Destroy those
-Eegquest upon completion of adminmistrs~

-they-have-served-their—

-purpese- but not later thsn five yesrs from the date of

last entry into the file. ﬂ&lﬂ S<lazl?7

4. Other Investigstions Fot Listed Above, IXCLUDES
"locste ' investigations and aireraft/aizmso record
searches requested by other agencies, ot
-of-five yearsifolloving last completed action of litiga-
tion or five years fcom the date of last ingquiry or eantry
into the file, end-then-destroy,— RTB S .3

o247 APy

after referral to the Office of Origin,

(c) ASE information copies of Reports of Investigation
_received from an Office of. ﬁ é‘.:.’ g4 Leed Office.
Destroy 90 days after completion of final action.

Corvesporulence RIB (,]14)77 s ‘2113‘77
Inve Ve tstistive-Filgs. The investigative
administrative files contaim correspondence, reporte,
complaints, and other documents apsrt from those ordin-
arily filed in general correspondence files, Official
Investigative Case Piles or P8F's but which haveig

retrieval or reference value to the investygations

From the ofFicial investiqate Cose ‘(e:i

s
olayf97  glasly7

(d) lesd Office. Destroy investigative case file 60 daysig

115-203

Four copies, inciudirig original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
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7.
ITEM NORR

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

9.
SAMPLE OR 10.
JOB NO. | ACTION TAKEN

*3

10

A

Bublications Piles.

progrsm. Destroy contents three years from date or origis

Icvestigative Index Files. Consist of FAA Forms 2816 or
TWAT.G0 or othexr iandex cards wvhich refer to a subject of

inveastignt®on or PAA investigstive reports, or are nain-
tained in lieu of an FAA Report of Investigationigor

those used us8 o reference source to other materials index.

ed in the PAAfg Investigative Record System.

() FPAA Investigations of Applicenis and Enployees.
Destroy five years after destrascion of the PSF.

(b) Other FAA Investigations, Dcstroy those index
cards that refer to FAA investigstions on other than

enployees or applicants, or that are maintained in licu of

en FaA Report of Investigstion twenty yeers after
creasion of the index cardig

Correspe aic{ ence, S le_BJT’
(c) Investigative Administrstive-Coxrd Files. Destroyig
ffve years after destruction of the related file materieal,

Reports Abovt-
1)) Eto;g& Adrcrafe and Aixcraft Engaged in Illegal

Activities. Destroy five years after creation.

RTB
avl17 |
ADMINISTRATIVE GERVICES RECORDS etk
Administrative
Genergl Correspondence Files. ) Correspondence, repozts, Fer
and other papers relating to adminigtrative support
sexvices including the acquisition, production, and
distribution of printed matterigstill shotogrsphy and
graphic arts servicesignotion picture production; library
gservices; data processing; maill ond wessenger operstions;
and telephone aod teleg:aphic services.

(a) Akency Office of primary iuterest. -Resasaent.
frensfer—toFedernl-Kecords—Center—after—four—yrars:—

g%lﬁ”'n

'Deshu( whew & Yrs. old
PUBLICATIORS RECORDS

8[15

internal publication, a e on, and
similar auterinl
ceintained by t

Transfer to the Fodérrl Recorda Center after
ir ycars. Offer to Rije after IC yesrs,

See aﬁc\che& Shee—f', ga,g

|

1350.15
1600 (13)

1350,13
1700 (1)

MS)

1350.15
1710(1)£g))

115-203

Four copies, inciuding original, to be submitted to the National Archives

Gro 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101~11 4
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Internal Publications Files. Each FAA internal publication, advisory
circular, regulation, and similar material, with supporting case file,
if any, maintained by the issuing or controlling office.

(Arranged numerically) __ 5  cubic ft. per year.(recolslupe/ of each publica -

F16n

a. Record copy, each internal publication--PERMANENT. Place in
inactive file when superseded or cancelled. Transfer to FRC
4 years later. Offer to NARS 10 years later.

b. All other copies, each internal publication--Destroy in agency
when no longer needed for administrative purposes.

c. All related case files--Transfer to FRC when 4 years old. Destroy
when 10 years old,
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9.
7. 8. DESCRIPTION OF ITEM SAMPLE OR 5
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

DEFENSE READIRESS AND CIVIL DEFENSE RECORDS

11 Defense resdiness plenning filea. Records documenting th¢ 1350.15
adainistration of defense readiness and civil defense 1960(1)
ru:n, including consolidated or comprehen-
sive reports reflecting Agencywide results of tests
conducted under emergency plsna; ﬂeofé-eopiu of each
plan and directive issusd with relsted significant
background papers; and related correspondence.

when
* Destroy -aftex 5 yearsuld. fsl? Sz?ﬁ‘ﬂ

SGEACY LIEURAFY MANAGEMENT RECORDS, The records describe
Selow »+# generated in activities pertinent to the devel-
opment, utilization, and msintenance of the Agency's sir-
craft fleet, including rental aircraft. They relate to
the allocation of FAA aircraft resources; the operstion
of Agency and rentsl sircraft; and the performsoce of
velated maintensnce modification, standardizstion, snd

engineering functions.

12 W%M% Corrnpondcncn nporta and | 1350,13
studies; #td r#14ted aterial fiMintained by the Agency | 4000(1)
office of primary interest docimenting 1te responsibili-

ties for planning, development, direction and evaluation
of national Agency aircraft management policies and

prograns. Rjﬁ? 147 S gfaslt?

o Transfer to Yederal Records Center a&%ﬁ four yearscoid,
Pederal Records Center destroy three yearas sfter receipt.

13 Alxcraft Maintenguce jnatryction {ilgs. Menusls, circulars 1350.15
sesorsnduas, change orders, aircraft electronic equipmentg 4100(2)
modificetions, field maintenance bulletins, safety _ _

clreniory, sviocunic test eRigment wodificstions, s
reloted afrcraft and cwtonisn wsintensmce ditectives,

with _ipeaviing cose £ilee 48 aaty

® (e) t tain  fam - ox controll
office. Plese ia inactive file vhen superseded or
canceled. Trensfer to FPederasl Records Center after four
years, Pederal Records Center to destroy six years
after receipt.

(b) All others. Destroy when superseded or canceled.
SAYETY RECORDS, The records described below relct.l

to type, production, and sirworthiness certification of
aircraft; inspection and surveillance of flight opeutmnﬂ

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 O - 579-387 FPMR (41 CFR) 101-114
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Request for Records Disposition Authority— Continuation ' JOB NO p;GZEF%
9.
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO (With Inclusive Dates or Retention Periods) S/‘\JBSSLEOC.)R ACTION TAKEN
meintenance sctivities of air carrier snd geversl
viation eircraft; exsaination end certification of air- MR

y imstructors, duwignstwd exaniners, and sir sgencies;
egistration of sircraft and recorditicecs of sircraft
brances; flight inspection: snd the investigation of
ircraft accidente, incidents, and violstions,

14 a rds 1350,15
Rovthe 8000(1)
(1) Geners] corpespondence f{iles., Correspondence,
eports, end related documents pertaining to the administra~
tion of programs for the safety of flight of civilwircraft
assuring the sirworthiness of sircraft, the conpetence
of sirmen, the edequacy of flight operations end msinten~
stice activities, and the evaluation of inflight facility
performance but ZICLUDING files described elsevhere bdelow,

to Pederal Records Center 4&«— four ynra,u Federsl
Records Center 0 destroy s ra after receipt, g-,f n

and culultioq of ulixsed m:oxz-.. :
Records Center -afper—four years, , Yederal Records Center
to destroy six years after receipt,

(c) ions tu offices

dence files other than those described else where in this
psxsgraph, Destroy-sfter five years, ZXCEPT that field
narrative reports sre to de dutroycdﬁtt{\w two yesrs, |,

(4) Xiight staodsrds field offices. Destroy .ﬁ&
two yerxs old,

Q . inte
. eortupoudmo, nport-. aod
related documents coocerning {ssuance of original,
smended, snd supplemental type certificates.

when old
Destroyoesfter five yurcrhcm files should be screened
prior to destruction to determine if certsin documente
should be withdrawn and filed under gron 34 & 23 Netem,

TYYE QTTIORITE AECORD,
VINSTION INVESTIGATION AND REPORYING RECORDS

15 'M%:: and investigation £ n. Documents 1350.13
relating to the reporting and iunvest of violations [8030(1)
of rules, vegulations, orders, snd uini.lln standerde for

115-203 Four coples, including originai, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Administration
GPO 1975 O - 579-387 FPMR (41 CFR) 101-11.4
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' JOB NO

PAGE OF

8 &§ 36

7.

ITEM NO.

w16

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

SAMPLE ORH 10.
J0B No. || ACTION TAKEN

TIight safety, such as FAA Form B0J0-2, Enforcement
Inveatigative Report, and predecessor forms.

I agency
RUWO—yesrs: Follow-up s correctide actien s completed,

) Xiighe Stnggcrdu field offices,

Desfrw mla&\eneq whew Neeesscan Follew, -up + eosrectiie action
o

5;,;/77

g) F“lqh SMMC{C\ s NC\‘HNWJ FTe(d GPC(CCI" ‘mespen +u FRC when (a years

old estr 4 years affer receipt (n
RBGULATORY RPCORDS Tz

he dmlopnnl: and formslation of Civil Air Regulations
(CARs) and Federal Aviation Regulations (FARs), special
onditione, afrworthiness directives. Airwvorthiness and
Operations Review Progrems snd relsted rulemaking activi-
ties, denials of petitions for rulemsking, grents or
denials of ememptionigetitions, and amendments or denisls
£ reconsideration of operations specifications.

(a) Agency office of primsry interest,
1 LCivil Ar ati CARs). Transfer to Federal

2 DFYederal Avistion Regulations (FARS). Transfer to
ederal Records Center ten yesrs from the issued date of
inal rule or withdrawal notice. PFederal Records Center
o destroy five years after receipt.

3 Special Conditigns. Transfer to the Federal Recordp

nter two years from the issued dste. Federal Records
nter to destIoy yhres yusrs after ramdok.

4 Airvorthiness Directives. Transfer to the Federal
ecords Center ten years from the issued date., Pederal
cords Center to destroy Fiwr years sfter receipt.

ords unter two “years from the issued date of final
rule or withdrswal notice. Federal Records Center to
destroy five yesrs after receppt.

(a) - Regional Flight Standerds offices. DntroyAattet necestany

sudards resulations files. Case files relating to

Center ¢em y0ass Hon O n.% dats of sul
mlumm motise. Yederal RKecorde Center to ei(roygg
mumt

1350.13
8040(1)

115-203

Four coples, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101R-11.4
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Request for Records Disposition Authority— Continuation JOB NOR GE OF
2 af 34
R 8. DESCRIPTION OF ITEM SAMPSL'E OR 10.
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN
$ t Transfer to

17

18

19

the Tederal Records Center two years from ths denial date.

I ZXetitiops for sxempticas. Transfer to Federsl
Records Center two years from the grant or desnial date,

8 Peties recongiderstion of Opsrszioas Spece
ies Transfer ¢o the Poderzl Records Center two

years from the ilesusd date of saendeent or denial.
Recrds Center to destroy thwew pumwa after rasefpt.

when

ta Destroy -after ten
t drafte end cowments on proposed—TAR's

Yedera

whest

{¢) Flight Standarss field Destroysefier

eightesnthoaths cid, 1B I?"’M
AJRCRAF? REGISYRATION AND RECEIRDATION RECORDS

Alzexaft a and iles. Case files
oconteining a history of registered aireraft, iacluding
ovasrehip inforwstion, liem status, and airworthiaess
data, a0d related correspoadence sad indewmss.
when Vc‘ume, w(\r'MM‘f'S-
Tranefer to Federal Records Center_sftexr-ten-years. Offer
t0-MARS-for-reviev-and-permanent-presexvattonsfter-25—
yearss— Destroy whew aircralft is we leuger existence .
RT® (o)i3)77
Jusiae, econdliss, end losskion filep. Cese files con-
{ng reconie of all engines, propellers, and locations
(mrc pacts) against vhich liens havs besn recorded.
when velume warrads __
Transfer £o Federal Recorde Cemter/ sfter-ten-yesrs, -Offer
-20-BARS-for-review-snd-permanent-pepservation-afrer 25
-poecay—  Destroy whew pect is no longer 1 existence.
RTS lcfz?’?'l
Dealexs' aircraft vegistrstion certificates files., Case

eld offices.

certificates, includingsepplications end releted corres-

poufsuca,

wien velume warm/m‘So ng*
Transfer to FPederal Records Center/sfter-tan-years. OiZer
—»m—fw—mm—t:ﬂ—mm—mmunﬁ-ﬁ"

RS — hem—"““’c‘“x‘:“——f‘tt‘ wsriretree—~orhErtete——
H ppractes RT3 1c/13127 S nill"n

Tadersl Records Center to destroy three ynsars 2fiex vssaipt.

Federsl Records Center to destroy shaes yumes after xeealst.

and CAR'e are to be destroyed vhen noloager needed, m o7

LI TR STUIES- KRS ISE- 5L s Tir §* RITCr St Tefistracion HO50(I)

3

1350.13
8050(Q1)

1330.15
8930(2)

A y1-11-77
1350.15

s he
W ey

WTE: 1Items 17, 16, and 19, je-are-umadletoeatadblioh—
a-destroction-schedule since—thismaterial-must be—retaine

J

- /-10- 227

ey whew e .\»H-l

\uM er
stetace .

115-203

Four copies, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority — Continuation

+JOB NO.

<

PAGE OF

10 onf 38

7.
ITEM NO.

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

9.
SAMPLE OR
JOB NO

10.
ACTION TAKEN

20

21

22

23

as long as the aircrsft and/or parts are in existence,

AIRMAR RECORDS

Alrman certification files, Files documenting the history
of officisl actions in the issuance of certificates and
ratings of airmen, and related corrnpondencc.()

e is‘h*g.
(0) and Atrcraft Reﬁgw

' we
1l Origing} records. mltroyxlféor I‘ntcruuluing and
the £ilm {s determined to be an adequate substitute for
the paper records, EXCEPT that routine correspondence not
having & direct dbearing on the case, such as transmittals
and duplicate requests for fees, sre to be destroyed
one yearoid, '

2 Microfilm copies of the original records, Destroy
sfter sixty yesrso|dig RT3

o777

ATRMAN WRITTEN TEST RECORDS

0 C er Al

Airmen written test active files.
tests, and related revisions, comments, stacisticsl
analyses and significant bacftground documents, msintsined
by the mewmamm.
‘ Flight Stanciards atioael Field oFfice. ETB@/29/77
Cromafer o airman written test historissl file.

Nen-Active now-active.
Alrman written teat -historicsi-—files. Master copies of
tests that have become inactive, with related test item,
testing situation and applicant performance data and other
uaterisls transferred from the airman written test active

files (item(f§l) above)sy Destroy atfce four yeers.,

Aixman written test spplication f£files.
and related answer sheets completed by applicants for

sirman certificates, Aeronaut.oal Center Memen 1 Mhrccaft
Sttt

Fligk 2 e ererd—Fretd—6Ffree
(a) Oxiginals maintsined by
Transfer to Federsl Records Center
one year,, Records Center to destroy three years
receipt,

after
RT{ﬁ a9 l 17

(b) Copies of completed answer sheets retained by offices
aduinistering the teats. Deatroy after 60 dayoﬂa by o
)

burning, or other authorized means.” "

after|
whew

Master copies of current 1330.4%

Application formsig

1350.15
8060(1)

e

8080(1)

1350.
om0

1350.15
(8080(3)

%r;ﬁj -

115-203

Four copies, Includirig original, to be submitted to the National Archives

STANDARD FORM 115-A

Revised July 1974
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Administration
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ITEM NO
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9.
SAMPLE OR
JOB NO

1 ﬁf.“

ACTION TAKEN

24

25

TYPE CERTIFICATION RECORDS,

Aircraft engineering files, Case files reflecting the
complete case history of engineering investigation,
testing and disposition (approved and dlsap roved) o

" cr_Svpplerme C‘e.rfr
requests for ''Type Certlflcate‘AOr Amen men%gp%
craft, aircraft components, aircraft propellers, alrcraft
accessories and accessory kits, and aircraft engines.
Consist of applications, correspondence, engineering data,
drawings, and specifications related to the prototype;
and project data, airworthiness certificates, directives,
correspondence and publications related to subsequent mod-|
ifications of the character required by regulations to be
made the subject of engineering investigation for compar-
ison with airworthiness standards for inclusion on the
"Type Certificate.p

(a) Aircraft case files maintained by regional flight

standards offices. Transfer inactive files to Federal

Records Center. Federal Records Center to destroy when
aircraft no longer in existencep

(b) Equipment case files maintained by regional flight
standards offices, Destroyxten years after it is estab-
lished that a specific type of equipment no longer exists,

('Qk )

Federat—Reeords—Center—Federal—Records—€Center—to—destroy

-when—aireraftno-longer_in_existance (“oiGAqef eveateq
RTBq)al77 S gfavl7y

Bype certification technical data files. Includes

Alterations and Repair Technical Data, drawings, test

reports, descriptive data and specifications comprising

the type design for type certificated aircraft models.

Transfer data files pertaining to certificated models to
the Federal Records Center when only a few aircraft
remain in service;
to uncertificated,
comes inactive, Federal Records Center to destroy
when aircraft no longer in existance.

NOTE: Items 24(a) (c), and 25. These files must be
retained as long as the aircraft are in existencejp there=~

transfer technical data files pertaining
incomplete projects when the project be+

1350p15
8110 (1)

L)

1350.15
8110 (2)

fore, we—are-unable—to—establtish—=—d=srYyucrion schedule,

<in—the—Federal-—Records—€enter—for-possiblie permament——
preservattiton— RTL{14/77

- beoffored NARG FLif follows ool

115-203

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

GIC) 1855 €1 . 57T4e387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114
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9.
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10.
ACTION TAKEN

26

27

28

ORIGINAL AIRWORTHINESS RECORDS

Field airworthiness certification and approval files,
Correspondence, applications, statements of conformity,
copies of certificates, number assignment cards, and
related documents maintained by flight standards field
offices.

(a) Civil airworthiness files,
certificate is issuedp

Destroy two years after

i\“- A en e
(b) Military airworthiness files. Destroyacase files
efter two yearspyd.Statements of conformity and airworthi-
ness certificates to be retained -permanen in issuing
of fjme. 218 “'1 until ourer
m agency

ojad nolowaarestBJ

. . . hen
(¢) Export airworthiness files. Destroy,gase files szte;
two yearsgid. Statements of conformity and airworthiness
certificates to be retained permanently.by issuing office.,

.l .
A AL ) RTE [au |77

NOTE: 1Item 26 (b) and (c)p These records must be
readily availabge in the certificating office as long as
the aircraft is in existence.

FLIGHT INSPECTION RECORDS
004""‘0’
General correspondence files, | Correspondence, reports,
and related papers pertaining to the administration and
operation of programs of flight inspection and evaluation,
w)\en_

(a) Agency office of primary interest. Destroy after six

yearsdd,EXCEPT that correspondence pertaining to maintenanc

and operation of aircraft assigned for flight inspection

purposes is to be destroyed after three years.q,
w nen-

Rr8
L3c/77

(b) Flight Standards National Field Office and Regional
Flight Standards Offices. Destroy 2§Ger five yearsqidp
heam

Flight inspection performance files. Workload data
regarding number of facilities checked, average and total
hours on types of facilities, number and type of discrep-
ancies discovered, and utilization of aircraft,.

1350p15
8130(1)

1350p15
3200 (1)

ML?;C[‘I?

1350.15
8200 (2)

(a) Flight Standards National Field Office, Flight Inspecjion

old - -
Field Offices and Regional reports, Destroyp§§53£

one yeargiy. o8
waslT? when cld

(b) Monthly Summaries., Destroypaftaer five yearspunless

accruedp£eFr annual summaries.
W Flace_ CF

115-203

Four copies, including original, to be submitted to the National Archives

GO 1975 (O - 574=387
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Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4


http:yearselc:(.of
https://l350p.15
mailto:P.-@rmga@atly
https://1350p.15

'
' R ' *
. 2
2
1

Request for Records Disposition Authority — Continuation
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PAGE OF

8. DESCRIPTION OF ITEM

9. 3,3 ﬁm

SAMPLE OR

ITEM NO (With Inclusive Dates or Retent\l\on Penods) JOB NO. ACTION TAKEN
N CAA-
® (c) Annual Summaries. Destroy after six yearsqld. If
annual summaries are not prepared, monthly or quarterly
summaries will be retained to the six-year limit, RTB
(,/3.9/77
29 Flight inspection report files. Reports of flight inspec-;1350.15
tion of aids to air navigation, and related recorder charts$8200(3)
graphs, bearing error reports and correspondence,
(a) Flight inspection reports,
*

1 Flight inspection field offices. Destroy two
years after evidence of microfilming is furnished to the
originating office by the Flight Standards National Field

teriginagl flightinspection—report—eanstitutes legal
documentation (Ref: 28 U.S. C. 1732)p Rxﬁa”71

2 Flight Standards National Field Office (FSNFO)p
Destroy after microfilming, and copies have been deter-
mined to be adequate substitutes,

(b) Microfilm copies of flight inspection reports.

l- Official record copy maintained by FSNFO, Destroy
five years after decommissioning of facility.

whew
2 All other microfilm copies. Destroypafter two

years gid,

R-T(;Bl 23 [77

3 Flight Standards National Field Office (FSNFO)p
Transfer duplicate film copy of flight inspection reports
to the Federal Records Center on yearly basis. Federal
Records Center to destroy five years following decommis-
sioning of facility,

NOTE: Item 29(b)3. A film copy of flight inspection
reports must be retained as long as the particular facility
remains in commission (28 U.S. C. 1732)p A duplicate film
copy is retained in the Federal Records Center in the event
the original is destroyed or damaged by fire, natural
disaster or other means,

(c) Flight inspection recorder charts and associated data
maintained by flight inspection field officesp

1l Site evaluation records. Destroy two years after
the fac111ty is commissioned or the site is rejectedp

2 Commissioning records. Destroy five years after

the facility is decommissioned.

Office. A reproduced copy of the original as—well-ae—the—-

115-203

Four copies, including original, to be submitted to the National Archives

GO 1175 () - 574<387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration
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%

*#30

31

*#32

3 Periodic, special and surveillance flight inspec-
tion records, Retain one-year history of facility in
working files, EXCEPT "after accident flight check data."
Destroy '"after accident flight check data" five years
after anniversary date of accident.

RTB , Jasln

(d) SAFI raw data files. Destroy all-but—ene—eopy—of—theT
m&H?feeﬂﬁ?fvt%ET'Qﬂh&msuFuﬁzdﬁdz

(g

(,,/9.‘1/77
(e) Data sheets, polar plots of coverage patterns, error
curve graphs and other flight inspection reporting data

facility is decommissioned,

Instrument approach procedure files (FAA Form 8260 series,
or equivalent.,

ceedvre
Destroy when superseded, canceled, EXCEPT thosq;files in
use at the time of an accident/incident which may result
in litigationpwhich Filesare <o be destrayedd T yecwes affer
date of acerdent / in crddent, RTB, |77

MAINTENANCE RECORDS ISy gfatlT

tenance activities of scheduled and non-scheduled air
carriers.

(a) Regional flight standards offices. Destroy é%gg; ten
earqﬂ@EXCEPT that basic certificates, specifications, and
uthorizations are to be destroyed eight years after being
superseded or canceledp Transfer to Federal Records Center
after five years, EXCEPT that basic certificates, speci-
ications, and authorizations are to be transferred five
Eears after being superseded or canceled.

(b) Flight standards field offices. Destroy after five
yvears, EXCEPT that basic certificates, specifications,
and authorizations are to be destroyedpefter five years
after being superseded or canceled.

Systemsworthiness Analysis Program Reports. Destroy
hfter inspection is repeated in the same area, system or
Fubsystem of an operator's program,

!
f

: when
4 shipboard TACAN records. Destroy after two yearsz?J.

not covered elsewherep Destroy five years after the relatdd

Air carrier maintenance files. Case files documenting 1350.15
the certification, inspection, and surveillance of main- 8300 (2) (a)

115-203

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

GO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114
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10.
ACTION TAKEN

33

34

36

AR,

OPERATIONS RECORDS

Air carrier operations files, Case files documenting
the certification, inspection, and surveillance of
operations of scheduled and nonscheduled air carriers.

(a) Regional flight standards offices. Destroy after
ten years, EXCEPT that basic certificates, specifications
and authorizations are to be destroyed eight years after
being superseded or canceled. Transfer to Federal
Records Center after five years, EXCEPT that basic
certificates, specifications, and authorizations are to
be transferred five years after being superseded or
canceled.

(b) Flight standards field offices., Destroy after five
years, EXCEPT that basic certificates, specifications,
and authorizations are to be destroyed five years after
being superseded or canceled.

Airport traffic and taxi pattern files.

(a) Regional originating office copies, Destroy ten
years after being superseded or canceled.

(b) Other regional office-copies. Destroy when super=-
seded or canceled or no longer required,

(c) Flight standards field office copies. Destroy when
superseded or canceled or no longer required.

Systemsworthiness Analysis Program Reports. Destroy
after inspection is repeated in the same area, system or
subsystem of an operator's program.

PUBLIC RELATIONS RECORDS

Informational release files. Records documenting the

public release of information concernlng Agency activitie§

and accomplishments, consisting ofngﬁess:xeleas s,
) transcripts of press conferences,@p ications §official
speeches.Qtelev181on and radio scrlpts,éblographies,

grggbﬁg_pre engitﬁgggrgﬂg xhi Elts, and other fgigaiiy
’

related 1ndexes Fa'* all, l/.L Cie. H/qr. l) amd '~|> arreamqed chre.
) (a) + '1) arremged. lzq Sub“ed’/ ;,1) arroanc el CkPCAO‘OC‘](A“Cl -

(a) Re1e331ng office (record set only). Permanent,

Transter to Federal Records Center four years after close

1350.15
8400(1) (a)

1350. 15
8400 (10)

1350.15
1310(1)

¢ legically,
3) arr. by

of file or sooner if inactive. Offer to NARS ewftar 5 yeyrsla&mx

+itle,

RTE 4 m
%}gl;gP}P

Four copies, including original, to be submitted to the National Archives and Records Service

GPO : 1963—0-711-917
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Rq%
a3l

37

13177

38

39

PerM

whew o (oger wneecled,

(b) All other offices, Destroy -efter—purpese—served.p
for .l ucinsbrective. pUrposes. RTE
CIVIL AVIATION SECURITY RECORDS Ljasp77

Civil Aviation security rulemaking project files,
files reflecting the development of new of amended

Case
Federal Aviation Reg%%atioxs, and grantsbor delnialg‘_fofp
i iti + wumbper, Cis yr.
exemption petitionsp Rrremqed by pregee Bt Y.
o+ \evmen, inal P repcris - interpal coordlinedidia cu.respod
MO') -;n:r%u\yrs!\/ Pe?'é@'z‘?%ﬂ% K,“:Zf S\gﬁl\’-‘r&u?(—e Y project cFFicer,

Transfer to Federal Records Center five yearg{tﬁiéﬁg¥§iiﬁ
Records—Center—des after—fifteen-years.-

octign +as Vc'\ume* wm'rm{;be@pper to MARS a‘f s, Tadec. :
b) A\ cih metere] -- st S years + . letio P
MOTOR VEHICLE MANAGEMENT RECORDS '« C¢wPletion o Final

Motor vehicle management files. Documents relating to
the management, operation and maintenance of motor
vehicles,

(a) Motor vehicle accident files maintained by trans-
portation offices. Destroy three years after case is
closedp

(b) Vehicle release and transfer files.
year after vehicle leaves Agency custody.

Destroy one

(c) Motor vehicle operators files, including driver
tests, authorization to use, safe driving awards, and
related correspondence. Destroy three months after
separation of employee or three months after recision
of authorization to operate Government-owned vehicle,
whichever is earlier,

AIRPORTS AND OTHFR LANDING FACILITIES RECORDS. The
records described below relate to the administration of
programs promoting the development of a national

system of public airports. These include airports
system planning; administration of the Federal-aid
airport program; conveyance of land for public airport
purposes; providing standards for design, construction,
maintenance, and ground safety at civil airports; and
related activities,

GENERAL RECORDS

ecuhc‘e
General correspondence files. p Correspondence, reports,
and related materials éceumeq?ing the planning, coordin-
ation, and establishment of a national system of civil
airports; developing a national airport plan; granting

1350t15
1650 (2)

Dl@(ﬁfg) erecu

h of  Final

action .

1350t15
4670 (1)

1350.15
5000(1)

Ve sSvmmary,

Four copies, including original, to be subniitted to the National Archives and Records Service

GPO .19%63—0-711-917
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ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

Federal funds to airport sponsorsp transfer of public
lands for airport purposes; review of claims for repair
of public airports damaged by Federal agencies; enforcing
compliance with laws and regulations affecting airports
constructed with Federal funds; compilation of airport
data; and development of standards for airport planning,
design, construction, and maintenancep but EXCLUDING
files described elsewhere in this paragraph.

whean
* (a) Office of airports programs. Destroy 4m-20 years.old.

Transfer to Federal Records Center after four years,ld.
BB ¢ [30i77 wh e

whea
* (b) Regional headquarters airports offices. Destroy—i#s

20 years,i4,fransfer to Federal Records Center after four
when
yearsgf,

when
(c) Airport district offices. Destroy after four yearsah
+me
40 Military utilization of civil airports files., yforres- 1350.15
pondence, reports, and other documents relating to 5000§2)
military and joint civil-military use of public airports,
. . . 3 . B
not filed in airport project files, 32/30/77

S

h
%* (a) Office of Airports Programs. Destroy at%o years.old,
Transfer to Federal Records Centerpafter ten yearsgp
wheae

(b) Regional headquarters airports offices. Destroy
five years after restoration and claims related to
military use at the individual location have been settledp

(c) Airport district offices., Destroy five years
after restoration and claims related to military use at
the individual location have been settledp

ATIRPORT MASTER RECORDS

41 Airport Master files. Documents relating to facplitpes at| 1350pl5
civil airports in the United States and its possessions, 5080K1)
including FAA Form 5010-1, Airport Master Recordp FAA
Form 5010-2, Landing Facility Information Requestp or
equivalents, and related materials.

* (a) Case files maintained by office of airports programs.
Destrvetieon—not—anthorized—on—aetive-airportsp Case files
transferred to Defense Mapping Agency Aerospace Center
after airport (other than those with Federal agreements)
is in abandonment status for three years, feese keduh&q Lq
Defemse. Mo-fpmq Agemey, RTB L)20f7y

(b) Regional headquarters airports offices. Destroy FAA

Form 5010-1 and related correspondence and reports when

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 O - 579-387 FPMR (41 CFR) 10t-114
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PL 10.R
SAMESEC™ | ACTION TAKENR

42

43

44

*46

superseded by current form; destroy instructions pertain-
ing to the preparation of FAA Form 5010~1 when superseded
or canceledp

(c) Airport District offices. Destroy three years after
airport is abandoned, or no longer required for current
operations.

Airport Facility statistical files, Statistical summaries

and studies prepared from machine tabulations of airportp
facilities data.

(a) Master location list of airports and special studies
and summaries., Destroy when supersededp

Airport identification files., Card files, consisting of

FAA Form 2056, or equivalent, containing summary data on

airports and airport facilities.
De g\'fo"l"

.Destruetion-not—-authorized--on-aetive-atrports-. p Card files
larepdest¥rsyedpon Airports (other than Federal agreement

airports)yin abandonment status,fer—three_years- __
3 yrs. after bu‘mi Place& R,b a8/77

AIRPORTS SYSTEM PLANNING RECORDS

Airports economic studies and publications files,

Studies made in formulation of economic criteria of
community needs and analysis of community requirements for
establishing airport facility priorities,

(a) Record copy of publications and background material

for unpublished studies. Destroy after ten years g pp, RYB
when

(b) Background material of publications. Destroy after
ten yearscid. When

City Summary and economic analysis files. Destroy affef
ten years,y, ' ' whea

ENVIRONMENTAL PLANNING

Draft and final section 102(2)fc) Environmental Impact

Statements (EIS)g Terminated Section 102(2)gc) and

Section 16(c) (4) - Coordinated Negative Declarations (ND)

and Section 4ff) Project Filtes. Project files on approved

airport projects consisting of the above-mentioned impact
statements and all related correspondence and documents.

(a) Office of Airports Programs.DThree years after the
Federal Aviation Administration has approved the EIS or ND

b|3ef77

1350.15
5010(2)

1350,15
5010(3)

1350.15
5030 (2)

1350.15
5030(3)

115-203

Four coples, Including original, to be submitted to the National Archives

G1'0 1075 (O - 57 :-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration
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” 19 636~
SAMPLE OR

10.
JOB NO ACTION TAKEN

47

48

~—/

for a proposed action, the subject files may be sent to
the Federal Records Centerpé)ﬁontroversial projects may
not be sent until threeppears after any litigation has
been resolvedp -cheverg%&ﬁ—the EIS or ND were prepared
for future projects which will be evaluated and which are
intended to have a prior flndlng action appliedp the EIS
or ND must be retalnedﬂuntfi adpini trativ action has
been taken on the last prOJecEp%P@hzhééleei%ay—be—destrOyet
ten years after the material has been received by the
Federal Records Centerp ﬁ‘aaﬁﬁ7

(b) Regional Airports Divisions/Airports District Offices|

When the project or projects for which the EIS or ND was

prepared are constructed or completedp including Federal

funding, the files may then be sent to the Federal Records

Center.p) If the EIS or ND were prepared for future project;

for whic a Prlor ﬁapdlng affirmation action was intendedp
AHL.O to

the files{must be retained in the region or district

office until the %ast prq&yct is federally funded and

completed‘muﬁég§%o;rfgn years after the material is
received in the Federal Records Centerp RTB b[30177

FEDERAL-AID AIRPORT PROGRAM/AIRPORT DEVELOPMENT AID
PROGRAM RECORDS

Airport project program data files, Documents relating
to the development of annual pFAAP/ADAP programs, including

field submissions, program revisions, and related materials,

maintained xvthe Alrports Serv1ce¥?%uec¢n bnckcmad-s perH
for establishwmen of a gramt aqreement ctween Yhe ecleml cJev
ana\ State, Ciu, or private &irpect.

Destroy aff%F twenty years, yfdransfer to Federal Records

Center afutﬁrw?en yearspy. erB |z0l77p

SURPLUS AIRPORT PROPERTY RECORDS

Surplus airport property files, Case files relating to
the disposal of surplus Government airports and airportp
facilities and equipmentp containing declarations, surveys
deeds, agreements, leases, charts, compliance recorts, and
related correspondencep

(a) Office of airports programs. %%ﬁmﬁﬁuﬁﬁy—*»Transfer
to Federal Records Centerp Y U418y
gaee—to—the—public—agencsy

-

1350p15
5100K7)

popers
h v emt

1350p15
5150(1)

the_grantee_of-all-accountabitity—8ffer toMARSafter—

lten—years C;Des*‘mq whew land reverts 4o Federal Government

ord. all related, Federal obligoticns are sexled cr damcell
(b) Regional headquarters airports offices. Screen
annually and destroy material of expired temporary valuep
such as duplicate copies, transmittals, expired leases;

HA cg ,|'

P AT

1

115-203

Four copies, including original, to be submitted to the National Archives

GPO 1975 O - 579-387
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41 AT
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7. 8. DESCRIPTION OF ITEM .

ITEM NO (With Inclusive Da:eslorNRetenlnon Periods) SﬁggLSOOR ACTIOLOTAKEN
transfer skeleton file of basic documents and compliance
enforcement records to the nearest Fe%gral gegqyd Sgenter
Hfor—permanent—pregervation when theAFedggg%—ég;gghment—-
a&&-eeeeuaeab&l&& _~0££e;—&9—NARS_a£Ee£_&ea Qaxs

N reverts do Fede (s Gove mm“?l m:c_l- alfl
felateds Fwem[ on 1gatichs are setfled or Comeeileds ,,,/'7"
TRANSFER OF PUBLIC LANDS RECORDS eﬂ%;7h7 g

49 Section 16 and 23 filesg Case files relating to transfers|1350tl5
of Federal land to public agencies for use in connection [5170¢1l)
with public airportss

fer +
* (a) Office of Airports Programs. \r$&MS rRste -
e~ e O—ARD—a = eR—yeé ':Tﬁ
';‘ whg“er;\lng' fe:f.:}s} ‘*'cerz.l'%f“a.l chernme«+ aM&la“s H'7'77
o 1On
COMPLIANCE ENF ChCHNE REGDRDE™ e Sflea cf ‘canncelied 5 b1

50 Compliance enforcement filess Case fides relating to 1350t15
activities concerned with effecting compliance with lawss [5190%1)
regulationss and agreements regarding airports sponsored
under DLAND and DCLA programs (AP-4)s

* i i Permanont.

(a) Airports Serv1ce.v'uﬂr .aﬂwM+gransfer to Federal ne
Records Cen er Whe
edetdl opligation vadec .Peegs %e,
.4' ' , 7
./’II 7
© T %7’77 $l
DESIGN, CONSTRUCTION, AND MAINTENANCE RECORDS

51 General technical correspondence filess Documents 1350t15
relating to airport engineering, design, pavings turfing, [5300(1)
drainage, landscaping, architecture, zoning, and related

subjects. [ Tnformodion 1s u)ahslwc( as cm adutsory Clreuiar, an
wirerned  FAR pub licechEn
7ld17

* (a) Regional headquarters airports offices. Destroy
five years after notice of deactivation of airports.

52 Drawings, tracing, and sketches. Petait—drawings;—tayeuts|1350.15
for—buttdinpa—Fflow—echarts —sketchesof proposed—atrfietds+5300(5) (4)
and—related—vicuale, prepared-by-_the Agency office _of

Rercaatical- Navigateial Choct (ANC) drow? s; dplicede
%?ﬁﬁ%ﬁeq%ﬁ?raw.msSSkekhe; %si:e[\m}mrq droawgs |, all ‘Culbm tdted foSFAA
by alcpers Sponsers SeekKuny Fecdernl arad bu:id edrpocts,

%* (a) —~Ebinen—set—and—reeord—eepy—of-ANC—drewings—Destroy
five years after notice of deactivation of airport,

RTR -/, 149 S ¢lsl7y

53 Wind rose chartss Charts showing wind trends for four=-to [1350%15
eight- year periods prior to compilation, prepared from 5300(6)
material received from the Weather Bureau.
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10.
ACTION TAKEN

*

*54

*55

*56

*57

Airport Master Plannipg and Svstems Planning Proiect Files.

(a) Record copy. Destroy five years after notice of
deactivation of airports

PLANNING GRANT PROGRAM

Case files on planning projects affected by agreements
with the Federal Government under the Planning Grant
Program (PGP) consisting of project applications, grant
agreements, airport planning program action forms, grant
payment forms, audit reports, correspondence, and related
documents.

(a) Office of Airports Programss Transfer to Federal
Records Center after financial completion of projects
Destroy after ten yearslcter, ﬁ“%ﬁ;d77

(b) Regional Airports Division/Airports District Office.
Maintain one copy of project files in either Regional
Airports Division or Airports District Office. Transfer
to Federal Records Center no sooner than five years

after project completion, Destroy ten years after financi:
completion of PGP projects

Completed Airport Master Plans and Systems Planss

Completed master plans and system plans prepared under thes

Planning Grant Program, Conststing cf repocts +plaus prepared. byf dhe

states + Seut e EAR Fo7

(a) Office of Airports Program.
or obsolete.

review.

RS, j27 S g)asly
Destroy when superseded

(b) Regional Airports Dimision/Airports District Office.
Maintain one copy of final plans in Regional Airports
Division and/or Airports District Office. Destroy when
superseded or obsolete giving consideration to longevity
of plan recommendations and environmental studies prepared
as part of a plan or which references completed planss

Unprogrammed Airport Master Planning and System Planning

Project Filess Correspondence and other papers relating

to PGP projects on which no funds were allocated,

Destroy after- three years, s
when ’

CIVIL RIGHTS RECORDS

119/42/77

Civil rights general filess Correspondence, reports, and

related materials documenting the general administration
of equal employment and civil rights programs, including

1350,.15

c-17Y

3700 (1) (B)

/47, Them |

115-203

Four coptes, Including original, to be submitted to the National Archives
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SAMPLE QR

JOB NOQ

~ 105
AETION*TAKEN

*58

*59

60

61

youth opportunity, upward mobility, Federal Womanp and
fair housingpp Includes status reports, EEO Counselor

datap and evaluations, -—
a E+o.+us feports t eveivetions-- PERMANENT,

1opyecss' oldPp B3Mp- | cw BHPpp- ( By subjechd.

: B~ 0 SENL - T - 3 S o b et _y\—.u.i.&'t-‘
b) Al other records -- Destroyy when & yrs. old-
ACQUISITION RECORDS

ﬁt%77
ol 3as g)ar / 77

Canceled Bid Files, Case files on bids for which no

contract was awarded and bids subsequently canceledp
Destroy one year after cancellation.

The records described below relate to the management of
Air Traffic, including the allocation and utilization of
airspacep administration and operation of air navigation;
flpght assispancep and communications facilities; promul-
gation of air traffic regulations and procedures; opera-
tional telecommunications matters; and flight information
and cartographyp

PLANNING RECORDSp

{
Air Traffic Place Name Files, consisting of working %
library of raw research data, special reports, corres- ;
pondence used for future planning of the National Airspace
System, as well as program background informatpon.

¥

Destroy when five years oldp
AIRSPACE ALLOCATION AND USE RECORDS

Airspace docket files. Consisting of official documents |
in terminal and en route airspace rulemaking actions
containing petitions, notices, comments, and related
correspondencep

Transfer to Federal Records Center five years after closeq
of case. Federal Records Center destroy five years later.

3
i

Justification for changep Material in the docket file ‘
is published in the Federal Register which is permanentlyp
retainedp Actions can be restructured using the Federal
Registerp

Airspace rulemaking project files. Consisting of case
files relating to the designation alterations or reveca-
tion of navigable airspace by rule, regulation or order.
( Arramged c\r\mw:lejrca\lﬂ , Yhereonder by reqiew; Yherevnder
by nvmber \ &t
cuR £t /Hr.

.

cen -

OF Per-te MARS whey|

1350.15 .

la 7400 (2)

NC-337-75-%

Ttem

i
1

|
|
1350.15 |
7400 (3) [

NC-237+

7S~z

115-203

Four copies, including original, to be submitted to the National Archives

CePCr 1713 O - 37uw3B7
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62

63

64

*65

*66

ﬁ B*DESCRIPTION OF ITEM
¥ nc¢lusive Dates or Retenaon Perio

9.
SAMPLE OR
JOB NO

» %
LI B PRy 2

10.
ACTION TAKENR

. Case Lfes_relatuug 4 NPROHIBI7ED " BIRSPACE 1 Beoman VT
Transfer to Federal Records Centerfive ZeargZ}ftef
elose—of—casa.- M%’;&—"&&%nggf—ges?éé§4ﬁive- S/ 13
years-later. s /2

b. Al oHiers -~ Tramsfer 40 FRC S yrs. after clese of cause. De$+ro,o1 Ky
Airspace General Project Files. Consisting of case

files or staff studies relating to topics such as new

types of airspace designations, research and procedures,

RTB

Destroy five years after close of projectp

Non-rulemaking filesp Circulars and related data
concerning non-rulemaking actions.

when .
Destroy after two years.oid,

OBSTRUCTION EVALUATION RECORDS

Obstruction evaluation case files. Documents relating
to aeronautical studies of the effect of proposed
construction or alteration on the use of navigable air-
spacep

(a) Files containing information on structures that do
not exceed obstruction standards of FAR Part 77. Destroy

27
2(77

LS. afer,
1350.15
7400(4)

]71%%-%%

1350.15
7460 (2)

th
%feer ree yearsgy|d, Eﬁﬁ;sh?

(b) Files containing information on structures that
exceed obstructions standards of FAR Part 77 and which

were circularized for comment and/or of a controversial
, nature., -Permanent.
!—after three years,), 8ffer—to-tARS—after—£fifteen—years.

I when ’ Destroy whew strvctore (x c\Fsmond bed .
-Fustification-for—change—Fites—are—subject—to-titiga
-tton-at—any—fubure—date.,

OE Docket Filesp Official dockets of petiti to the
| Administrator, co erning determinations, cdmments,
correspondence, d denials or grants of titionsp

Permanmentp J% sf Sgép Federal Records genter after
| three yearsgy n years lafr

RTE
n/9)77
1

d??g} te’ NARS after fift

Justificatgon: Files are subjpct tg/ litfgation at any

R

ATC AUTOMATION PROGRAM

kauq"lv'le
(1) Generap Correspondence filespA Correspondence,
reports and documents pertapning to planningp establish=

B
En;/sa/77

and testpng of the NAS en route and terminal automation

Transfer to Federal Records Center
@T§
=

ment of requirements, evaluation, developmentp mapntenancgd

|
|
;
I

/
)

77

p‘/;/éq/ﬂg
!

B

-
S
!

ee
éihlohed

hoet

X3 o

115-203

Four coples, including original, to be submitted to the National Archives

GP(r 1973 O - 5TLe387
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Ttem 65. OE Dicket Files. Official dockets of petitions to the Administrator,
concerning determinations, comments, correspondence, and denials or grants
of petitions.

a. Records relating to proposed obstructions that are NOT constructed--
Transfer to FRC 3 years after file is closed. Destroy 25 years later.

b. Records relating to proposed obstructions that ARE constructed--
Transfer to *RC 3 years after notification of completion of construction.
Destroy when obstruction no longer existst
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Versions.

8. DESCRIPTION OF ITEM
(With Inciusive Dates or Retention Periods)
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JOB NO

10.
ACTION TAKEN

e tred—bv—of e P . =

Included are documents on policies and procedures related
to each model and version of the NAS automation systems.

Destroy two years after superseded or after associated
model is no longer subject to configuration management
control.

(2) Configuration Management Files. Correspondence
relating to configuration decisions of proposed modifi-
cations to the NAS hardware and software systems.

Destroy two years after rejection or withdrawal.
(3) Baseline Specifications of NAS System Models &
Consisting of NAS management decisions under
Configuration Management Control which specify hardware
and software configurations for operational and support
systemsp

Transfer to Federal Records Center when model no longer
subject to configuration management control. Federal
Records Center destroy four years laterp

(4) System Maintenance Records, relating to the reporting
and resolution of hardware and software discrepancies.

Destroy when associated model is no longer subject to
configuration management controlp

(5) Operational and Support Systems Manuals. User
manuals not under configuration management (66 (2) above)

Transfer to Federal Records Center when model no longer
subject to configuration management control. Federal
Records Center destroy four years later.

(6) Design Records of NAS System Models & Versions.
under configuration management item 66 (2) above)

Not

Transfer to Federal Records Center when model no longer
subject to configuration management control. Federal
Records Center destroy four years later.

RESEARCH AND DEVELOPMENT RECORDS, These records are

created in connection with technical and scientific
research and development programs relating to the develop-
ment of new systems, facilities, and devices and the
improvement or refinement of existing systems, facilities,
and devices including aircraft, aircraft engines and

115-203

Four coplies, including original, to be submitted to the National Archives

STANDARD FORM 115-A
Revised July 1974

Prescribed by General Services
Administration
FPMR (41 CFR) 101-114

GHO 197 0 -
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7. 8. DESCRIPTION OF ITEM SAMPLE OR"1- - =16.
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and equipment. They involve all phases of research and
development, including planning and the establishment of
requirements and preliminary characteristics, experimen-
tation, design, engineering testing, and evaluation.

67 GENERAL RECORDS amin™

(1) General correspondence files., r» Correspondence, 1350.15
reports, and related records maintained by }hﬁwégﬁnc%pp 9500(1)
office of primary interest relating to the annin

management, evaluation, and accompllshment of research

and development programs, policies, and procedures.

when
* Transfer to Federal Records Centerpef&er five yearsoid.
Federal Records Center to destroypsfter twenty yearslaten
7/!3[77

(2) Technical boards and committees files. Records on 1350.15
boards and committees studying assigned technical research 9500 (2)
and development problems, including requirements for or
the authorization of projects, the scheduling and phasing
of projects or programs, and the control and coordination
of research and development project phases. Consist of
agendap minutes of meetings, and documents relating to
the establishment, revision, or termination of projects;
and papers reflecting the group's actions, recommendations, |
and accomplishments, }
!

* (a) Official files of the committee or board
maintained by the chairman, secretary, or other de31gneep
Transfer closed files to Federal Records Center efter

two years%y ﬁéderal Records Center destroy twenty five
years later, @q%“3;17

(b) Copies of committee or board files distributed
to members. Destroy when superseded or obsolete or upon
termination of membership, whichever is earlier.

(3) Research and development project files. Case files |1350s15

maintained by laboratories and other activities and offices 9500 (3)
responsible for research and development functions |
reflecting a complete history of each project or task from !
initiation through research, development, design, and ! |
testing to completion. Consist of project authorization
documents; project cards; technical characteristics; test
and trial results; drawings, specifications, and photo-

graphs considered essential to document design, modificatjons,
and engineering development; technical and progress
reports, notices of completion; and correspondence

influencing the course of action taken on a project.

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
GO 1875 O - 5TG=387 FPMR (41 CFR) 101-11 4
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JOB NO.

10.
ACTION TAKEN

ot
X

o o 5P
Trahsfierptopclosedpprpiject filepuponpcomppegiBnpor ~
termination; transfer closed ﬁi}e to Federal Records

Center efter three yearsi¢ﬁfeder31 Records Center destroy
twenty five yearsldater, Rﬂ%/g/77

(4) Laboratory notebooks. Notebooks containing techni-
cal and scientific data accumulated in the conduct of
research and development projects.

(a). Notebooks containing data determined to te
duplicated in technical reports or in project case files,
or to be of such a nature that their retention would not
add significantly to the project filep Destroy six
months after completion or termination of related project.|

(b) All other notebooks. Transfer to Federal
Records Center ﬁf&g{ five yearsgy Federal Records Center
destroy twenty years duter 2

Y vy . 7%%777

(5) Technical report files. O0Official file copy of each
technical report or unpublished manuscript of report
prepared in connection with a project or task. g
o.. PERMANVENT, w hem
Transfer to Federal Records Center after five yearsold-
Federal—Reeords—Cent e Mﬂsf—-twenty yearslatec. RTB 4/i4/71
be Al other copres -- Destroy when ne ienyer neecled For refexouce,

(6) Drawing and specification files.

each qrawinﬁ and specification showing final design and
technical characteristics of items developed.

e M ye.

Transfer to Federal Records Center one year after
superseded. Federal Records Center destroy twenty five
years aFtec suPerSGde&,

(7) Progress report files. Reports showing initiation,
progress, or degree of completion of projects or tasks,
submitted by research facilities, laboratories, or

project offices to higher authority, and related papers.

(a) Reporting office copies. Destroy one year
after completion or cancellation of related projects.

(b) Feeder reports used for compilation of consoli-
dated reports. Destroy upon submission of consolidated
report,

(c) Consgolidated reports, and any feeder reports
used for preparation thereof containing technical or
scientific data not fully documented in the consolidated
_reports. Transfer to Federal Records Center after five

o by tepert ),

years.

1350.15
9500 (5)

1350.15
9500 (6)

g

S glazfm

Official file copy of 1350.1F

9500 (7)

1350.15
9500 (8)

8
2;/!4 127

Federal Records Center destroy -af&e¥ twenty yearsjakr.

115-203

Four coples. 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
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9 +

MP ) MIST:!- ) .
SAMERT | ACTION TAKEN®

68

69

FACILITIES AND EQUIPMENT. ~The Tecords described reldté

to the construction commissioning, installation, mainten-
ance, inspection, and relocation of air navigation, air
traffic control, and aeronautical communications systems,
facilities, and equipment.

GENERAL RECORDS ‘ ETB/R9ﬁ7
potlf"”" b
(1) General correspondence files. A Correspondence, report
and related documents accumulated in the administration
and operation of programs for the survey, installation,
construction, maintenance, and inspection of air naviga-
tion, air traffic control, and aeronautical communications
facilities and equipment; and the determination of
requirements for the procurewent, manufacture, and distri-
bution of equipment, but EXCLUDING files described
elsewhere in this paragraph.

(a) Correspondence files of the Agency office of
primary interest, and that portion of files of regional
headquarters offices relating to the development of

policies and standards in the management of assigned
programs. Destroy efter five years.|d
whew !

(b) Correspondence files of regional headquarters
offices (other than that portion described in (a) above)p
Destroy efter five years,jy,

whew

(c) Correspondence files of systems maintenance
field offices relating to the inspection, repair, and
servicing of facilities and equipment. Destroy after two
years,;d, wohes

(2) Air marking program files. Documents pertaining to
providing visual ground markings to guide pilots of
aircraft not equipped or unable to use electronic naviga-
tional aids. Reremged by subject. Ys cup Fiplpar

(a) Agency office of primary interest. Permanent.
Transfer to Federal Records Center when inactive. Offer
to NARS after 10 years/afer

W‘i&h,
(b) Regional headquarters offices. Destroy efter
one year.ol.

o

PLANNING RECORDS

Overseas planning files. Correspondence, memorandums,

reports, and related papers pertaining to the coordinatior

s 1350.15
6000g1)

1350.15
6000(2)

1350.15
6010 (1)

115-203

Four copies, including original, to be submitted to the National Archives

GlXy 1975 ¢ - §79-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration
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of plans and policies for the establishment, development,
improvement, and maintenance of air navigation facilities V
outside the continental United States.(Rw bpy covudryp Hhew Ehronclogigal "f)' ce- & "c"p//Lf"‘
PERMAVENT, TromsPer 4¢ FRC whew & urs. cld. OFFer 4o NARS whiw 1S yrs. olel,p

* ‘Pestroy—four—yearsafter—completion—ofproject/program—
RY8 glisl17 ¢ glazfry
*70 F&E _Project Files. Case files pertaining to F&E project 1350.15

assignments, fund allocations, adjustments to F&E programs) 6020 (4)
technical documentation, and project groupings and coding
maintained by regional headquarters offices.

(a) Correspondence with field-working parties, including
work orders, installation instructions, permanent instal-
lation adjustments, and weekly progress reports, or
equivalent. Destroy one year after decommissioning of
facility.

* (b) 1Instructions and implementation correspondence to
and from Washington offices. Destroy two years after
decommissioning of facility.

71 Project control files. Card files maintained by regional [1350.15
headquarters offices for each assigned F&E projectp 6020(5)
reflecting project allotments, prcject costp and periodic
status of physical progress.

(a) Monthly recordp Destroy one year after close of
appropriation.

* (b) Final cost summary. Destroy 2 years after decommis-
sioning of facility.

72 Civil Réxonautics Board Files. Statements to the Board 1350.15
as to theNavailability of aids to aix navigation along 6020(7)
existing orNproposed routes, and compusagtions and certifii-
cations regar

1 flight mil hih to b i
el eesar ng ight mileages on whi o ése air no 'Ovtcer
: creatp OL)
* Permanent. Transfex to Federal Records when \Nnactive. ]
Offer to NARS after ve vears RTS 8":/77
years. S &jap/7
POLICIES AND STANDARDS RECORDS
73 Maintenance standardization files. Correspondence, 1350.15
memorandums, reports, and related papers pertaining to 6030 (1)
qualification and performance standards for facilities
maintenance personnel; training of maintenance personnel,
and analysis and modification of regional employee
standards and procedures for use in classifying facilities
and for computing personnel workloads; effective utilizap
115-203 Four copices, Including original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services
Administration
GINY - 1975 O - 579387 FPMR (41 CFR) 101-11 4
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29 of %

ACTION TAKEN

ote
w

74

75

76

tion of maintenance personnelp promotion of training for
engineering personnel in schoolsp and field maintenance
organization structurep maintained by the agency office
of primary interest.

Rermanente—Transfer—to—Federal-—Reeords—Center—after

£ive—yearss—O0ffer—toNARS—after—10—yearsg——-
Destror| when S yrs. od. Rf%}ﬂﬂ

SYSTEM PERFORMANCE RECORDS

Maintenance operations evaluation files. Documents
accumulated by agency office of primary interest in the
review and evaluation of maintenance services rendered
on facilities and equipment

(a) Records pertaining to the summarization and analysis
of maintenance services performed by the regional offices,

Destroy after ten yearsp

(b) Facility technical imspection reports (6040-9 thru
35-series)p Destroy when 2 subsequent reports are on
file or two years after decommissioning of facility
involved.

(c) Records of itineraries and assignments of inspectorsp

Destroy after two years.

Technical inspection and evaluation files. Reports and
related documents pertaining to facility inspection and
evaluation, maintained by airway facilities field offices.

Destroy when two subsequent reports are on file or two
years after decommissioning of facility involvedp

FREQUENCY MANAGEMENT RECORDS {ve
Ayt 13 prott

(1) General correspondence files. ; forrespondence,

memor andums, reports and related papers pertaining to the
requirements of the agency for radio frequencies, and
uniform practices governing the use thereof. Includes
subjects on allocation, assignment, cancellation, modula-
tion, and usage of frequencies, circuits, disaster
communications services, and similar subjects related to
radio frequencies.

RT8
Destroypﬁfﬁgz;seven years,.\4p 8F3/77

(2) Frequency Assignment Files. Documents and corres-
pondence pertaining to assignment policy and procedures

and to the operation of facilities to which frequencies

|_have_been assigned, or_are to_be_assigned.

1350.15
6040 (1)

1350.15
6040 (5)

1350.15
6050 (1)

1350.15
6050 (2)

115-203 Four coples, including original, to be submitted to the National Archives STANDARD FORM 115-A

Revisec July 1974

Prescribed by General Services
Adm:nistration

FPMR (41 CFR) 101-11 4
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) 30wz o

AMPL 10.
SAMPLEL™ | AcTiON TAKEN

* 77

(a) Interdepartmental Radio Advisory Committee (IRA{).

IRAC frequency lists and preface manual of regulations
and procedures and emergency readiness plan. Destroy
upon receipt of revised copyp

(b) FAA frequency lists, Destroy upon receipt of
revised copyp

(c) Miscellaneous frequency lists (Canadian, FAA,
AEC). Destroy upon receipt of revised copy.

(d) International Frequency Registration Board
(IFRB)p IFRB publications. Destroy upon receipt of
revised copyp

(e) Frequency Assignment Subcommittee (FAS). FAS
agendas. Destroy &fﬁa@two yearsyl|q . ngBIm/ﬂ

(£) Radio Frequency Appendex and Classified Frequen(
Suppl t. Dest t , (€445
upplemen estroy ﬁfﬁtﬁ wo‘yearsuh; g’ﬁﬁw

(g) Completed OT-19 files. Destroyp%ﬁfer two years,
em

(h) Station location files. -Pestroy—after—seven—
yeare—Exeeptions— Retain—any-decument—not—supersededs
Destroy whem  Superseded. Rre ¢)z2/7;
NOTE: 1350.15, Items 6050(4) and 6050(5) are
deleted and material incorporated in 76§2) abovep

(3) 1Interdepartment Radio Advisory Committee (IRAC)
files. Case files reflecting agency membership on IRAC,
which assigns radio frequencies to Federal agencies,
containing agenda, applications for frequency assignments,
and minutes of meeting.

P

Destroypafter two yearse|dp ¥|2177
whew

Teletype record books, GPO Number 50176, or equivalent
Transfer with equipment. Destroy when equipment is
removed from FAA inventorye

y

1350.15
6050(3)

1350.15
6500 (1)

115-203

Four copies, including original, to be submitted to the National Archives

GIY) - 1975 O - 579-387
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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

78.

79.

80.

INTERNATIONAL REIATIONS RECORDS. The records described
below relate to the coordination of international acti-
vities of the agency, development and coordination of
FAA and U.S. positions on matters considered by inter-
national civil aviation organizations, providing sec-
retariat services for the Interagency Group of Inter-
national Aviation (IGIA), and management of agency
foreign assistance programsp

General correspondence filesp Correspondence, reports,
agreements, studies, and other documents reflecting the
planning, direction, coordination, and evaluation of
international aviation programs of FAA, and the develop-
ment of international aviation policy with other United
States Government agencies, industry, foreign governments

and international bodies, maintain?f by tﬁ& Agency office
of primary interest.(Hre by svbject. Ca- cwe B4/ yr,

whesup
Permanent. Transfer to Federal Records Center afte¥ four
years 4. Offer to NARS after 20 years.oter, ®B7)wal7;

(Aec)

Air Coordinating Committeepand International Civil
Aviapion QOrganigatiodjrilec. D@cuments producedpand
accumulated in connection with the develiopment and pre-
sentation of the position of FAA and its predecessors

on ACC matters to ACC panels, subcommittees,and sectiomsp
and on ICAO matters, and to implementation of

recommenda tions ,includiiq MinvtesaP Aic Mavigotion + other commi le
cerrespendenc €, é’Ar{‘, by Sub_]‘ec'f.) Ca- Q cu OF fqr.

(a) Offices responsible for coordinating on ACC and
ICAO mattersp Permanent Transfer—to-Federat-Records
-Genter—after-five—years. Offer to NARS-aé&e%—%B»years.?

when HO cld |

(b) All othersp Destroy after one year,ld,
whemo

ACC liaison files. Documents accumulated in the coordi-
nation and conduct of Agency participation in ACC acti-
vities and in briefing designated representatives prior
to meetings of ACC.

ta)—Mimrtes—and-numbered-memoranda—of—the-die—
Eoondina-ting—Commi-ttee~and—tts—ditvistors—and—suls
cemmitEee L iredfor—current-
-opera-tior— Y_ ne ‘owqer cvrected

anct ICRO

4

.a,Lbj Air Coordinating Committeegsnumbered papers and

related indexes and correspondencep Permanentp Offer
to NARS aﬁﬁgﬁ %% yearsgld, ( Are. bpp sub_‘\ed).

RTB,al7T s ghazl

1350.15
1240(1)

1350.15
1240(2)

s, poperss

sl

3 gfa3

1350.15
1240(3)

Ca- 3 cu [FH /Hr.

M of 38

ol

115-203

. P S - g bt

Four copies, including otiginal, to be submitted to the National Archives
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8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
SAMPLE OR
JOB NO

32 of, )6

ACTION TAKEN

81.

82.

83.

(b) Designations of Agency representagives to the Air
Coordinating Committeep Destroy when supersededp

LAWS AND LEGAL MATTERS RECORDSp The records described

below are generated in accomplishing the legal work of
the Agency, including the providing of legal counsel and
advice on matters pertaining to Agency funcpgionsp the
Adminispration of Agency legislative, enforcement, rules,
drafting and interpretation,pules codification, -
claimsp and contracp appeals programsp and the conduct of
litigation in which the Agency is involved or has an
interesy.

General corresnondence/éiles. Correspondencé, reports,

yearscu‘Offe

and other records maiftained by legal offiges reflecting
the development and Accomplishment of policies, programs,
and processes goveyning all phases of agfigned legal
responsibilitijes /but EXCLUDING files ¢escribed elsewhere.
C Arr. subleet), fle. & cw B yr
whe
Trdnsfer to Federal Recgfds Center after four
to NARS after 15 yeays later. EI?’B)77

Legal opinion filesp Documents reflecting legal decisions
or opinions on questions arising in connection with laws,

regulations, and other matters affecting FAA, and related

indexesp

Permanent.

#
Permanent. Trpnsf to Federal Records Cepfer after five
yeavrsp Offer tgMNABS after 15 yearsp P
b
4}5171 };?J
LEGISLATIVE RECORDS. 5 81°P

(1) Legislative history files. Case files compiled by
legal offices on enacted legislation, Congressional reso-
lutions, Executive orders, and proclamations of interest
to FAA, supporting papers, and comments reflecting FAA's
position and related indexesp S
R’gﬁ,/77

Permanent;ﬁéyfénsfer to Federal Reqdéds Center after five

yearsp Off€r to NARS after 20 yggés.

(2) Legislative proposal filesp Cases files accumulated
by legal offices on proposed or introduced legislation,
Congressional resolutions, Executive orders, and procla-
mations, consisting of draft proposals, supporting papers,
and comments setting forth FAA's position, and related
indexesp

P

1350.15
2600(1)

RSB,

d

et

1350.15
2010(1)

7

~

1350.15 |
2050(1)

3/13/77

1350.15
2050(2)

see
aflocthed
Sﬂee#‘

Slau

e

see -
attached

sheet
32 o

See

a‘H‘aef\e :{’
Sheef
BElaf

115-203

Four coplns, Including original, to be sutbmitted to the National Archives

Uty 1975 £) - 379w 3B

Y

STANDARD

FORM 115-A

Revised July 1974
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Admintstration

FPMR (41 C

FR)101-114



® ®

ALTAUHMENL ‘ ‘

Item 82. Legal Opinion Files. Documents reflecting legal decisions or opinions on
questions arising in connection with laws, regulations, and other matters
affecting FA4, and related indexes.

a. Precedential Decisions--Microfilm a 5-year block in accordance with
provisions of Federal Property Management Regulation 101-11.5,
and destroy paper records when acceptable microfilm copy is obtained.

b, Microfilm--

1. Record copy--PERMANENT{ Offer to NARS with record copy of
accompanying AVLEX Sybject Index upon filming and verification
of quality of film. (Arranged by document number, i.e.,chrono-
logically.d ca. 2 rolls for every 5 year block.

2. Microfilm duplicate--Destroy in agency when no longer needed
for legal research.

3. All other copies--Destrcy in agency when 5 years old.

Ttem 83t ILEGISLATIVE RECORDS

(1) Legislative History Files. Case files compiled by Legislative Staff oh
enacted legislation, Congressional resolutions, Executive Orders, and
proclamations of interest to FAA, consisting of draft proposals, supporting
papers, and comments reflecting FAA's position, and related indexes.

a. Legislation of limited applicability to FAAy-Transfer to FRC five
years after enactment. Destroy 5 yeurs after receipt in FRC.

b. Legislation directly and significantly affecting the FAA»-PERMANENTt
Transfer to the FRC when inactivet Offer to NARS 10 years after
receipt in FRC. (Arranged by subject of legislation.)

6 cu. ft./year. .

ondenc i ts, and other records
Ttem 81. Geperal Correspondence Files. Correspondence, reports, :
o maintained by legal offices reflecting the development and accomplishments

of policies, programs, and processes govern@ng all phases of assigned legal
respénsibilities, but EXCLUDING files described elsewhere.

i i ini ith National Trans-
a. Correspondence resulting in opinions, correspondence wi :
portat?on Safety Board, and other correspondence of a substantive nature.

PERMANENT., Transfer to FRC when 4 years old. Offer to NARS 15 years
later. (Arranged by subject) ca. 2 cu. ft./yr.

b, Queries on violation history, duplicate copies of aviation medical denials,
routine correspondence requiring no further action, or other correspondence
reflecting housekeeping actionsr-Deatroy when 1 year old.
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7. 8. DESCRIPTION OF ITEM SAMPLE OR 10.
ITEM NO (With Inclusive Dates or Retent:on Periods) JOB NO ACTICN TAXEN

(a) Records of proposaps thag are enacted Transfier
to legislagive hispory files and eransfer dispfse of
accordingly. (Qosc- . RIB _, Jar )77

(b) Records of proposap not enactedp
* (1) Proposals initiaped by FAA aund those

initiapged oumside FAA relaping to aviagion
mattersp 2Rermament. Trﬁgnsj“ 6U&to Federag Recordsg

Center after five yearsgq SE£ jgo'—NerSw—fter 20 NEY,
years Jatec. Peshadp  pre é' a7
(2) All othersp Destroy after-four years alter cjose of-case.
—
84t Rules docket files. Official dockets of proceedings in 1350.15 )
rulemaking actions and petitions for exemption, containing 2100(1) See
formal petitions, notices of denialp final rules and attached
exemptions, notices of proposed rulemaking and related < Sh@ef‘s
commentsp reports and transcripts of additional pro- 77 P 23 a
ceedings, and related correSpondence &j«‘;//lll’ﬂ <
> 32b

* Permanent. ransfer to Federal Rgcords Center aft five -
yearsp fer to NARS after 20 arsp

85, Legal interpretations files. Documents reflecting legal 1350.15
interpretations of Civil Air Regulations, Federal Aviation 2130(1l)
Regulations, special regulationsp regulations of the

Administrator, and related legislation.
Destroy in aqemcy wheu ro longer needed Cor leghl reseacf purescs.

* fay—o0fficiat—fite—copyr—Permament—Fransfer—to-Federat- T8
-Reeords—ECenter—after—five—yearspp—O0ffer—to—MARS after— 10/ 3! / Z ;7
~20-peansp- J "t
R
86. Legal enforcement files. Case files relating to legal 1350.15) see
actions taken with respect to alleged violations of civil 2150(1)(> a//araé'eq/
air safety regulations, consisting of violation reports, Sheet
technical analyses, evidentiary materials, sanction docu- j 334

ments, and related correspondence.

* (a) Precedent-s}tbi@g cases involvigﬁ{irline transport

pilots and air carrierd cases appedled to the Civil f
Aeronautics Beard or higher™autpfrity, and special cases
processed by the Washington pédwquarters lecal office,as sebeded' byoelp,

)

B

Permanent. iranstc_r Federal Relwowrds Center two years
2@;3 €5 . (9 b #) e R/
1B, after settlement. to NARS after yealS] or. Rc“‘ . co- L e Hyr.
11 ofer,

1||q\ «<. record copres

(b) All othersia estroyAten yféar:, after settlegent. Traus-

fer to cherqy_ ecords Center two yea rs after s%rt ent.

115203 (c)“ﬁll—oﬂer%e Fou;‘go;!.oa inciuding orlginal, to be submitted to the Nationzl Archives - STANDARD FORM 115-A
eshuq when | year oid, Revised July 1374

Prescribed by General Servires
Administration
GO 1975 O - 579-387 FPMR (41 CFR) 101-11 4
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%g% Item 8. Rules Dockets Files. Dockets relating to creation of a new FAR or
amendment of an existing FAR, Each docket contains some or all of the
following documents: proposal, notice of proposed rulemaking, written
material received from the public in response to the notice, petitions
for rulemaking and exemptions from the rule, petitions for rehearing
or reconsideration, petitions for modifications or revocations, notices
granting or denying exemptions, reports of proceedings such as oral

arguments or formal public hearings, notices denying proposals, final
rule or order.

a. General Rulemaking dockets. (Arranged numerically by docket number).

1.) Dockets relating to substantive rules that attracted great public
or industry attention and response, signified an advance in aero-
technology, had significant impact on general and/or commercial
flying, or signified a major development in the history of the
agency, AS SELECTE? BY THE OFFICE OF GENERAL COUNSEL.,

ea. S- 10 ecn Pt yr.

PERMANENT. Transfer to FRC 30 years after close of file. Offer
to NARS 25 years later,

- Ab a2

ST

W i M

2.) Unselected dockets--Transfer to FRC 30 years after close of file.
Destroy 25 years later.

b. Exemption dockets (non-medical).

Transfer to FRC 5 years after termination date, Destroy 5 years
later.

c. Exemption dockets (medical).

1) Denied exemptions--Transfer to FRC 2 years after close of file.
Destroy 5 years later,

r
AL T, s o Sl A A A

2) Granted exemptions--Transfer to FRC 2 years after close of file.
Destroy 30 years later.

d. Special conditions dockets.

Transfer to FRC 30 years after close of file. Destroy when FAA
cancels Type Certificate of aircraft.

e. Airworthiness directives dockets (Issued in Washington, DC).

Transfer to FRC when 30 years old. Destroy when FAA cancels
Type Certificate of aircraft.

f. Denials and Dispositions of petitions for rulemaking dockets.

Transfer to FRC 10 years after issue of denial. Destroy 25 years
later.

éé%% g. Regional Airworthiness Directives Dockets and Regional Airspace Dockets

(These are duplicate copies of the original dockets which originate
in regional offices).

i
1

Destroy in agency when no longer needed for reference.




334

L]
* H

Ttem 84 IT' continued - . . . .

h. Washington Airspace Docket.

10
Transfer to FRC 36 years after close of case. Destroy 25 years
later. 5 &

i, Washington and regional transmittal files, and non-codified items
such as notices of meetings, delegations of authority, organizational
statements, certification requests, and similar material.,

Destroy in agency when no longer needed for reference.

Item 86, Legal Enforcement Files. Case files relating to legal actions taken
with respect to alleged violations of civil air safety regulations,
consisting of violation reports, technical analyses, evidentiary
materials, sanction documents, and related correspondence.

Copies soat 4o amd processed by Washington HQ Leqal OFFfice .
a.Nransfer to FRC 2 years after settlement. Destroy 10 years after
settlement.

A
RT!:/“’I‘N

S ////"}77

b, R thee ch‘teS—— bﬁﬂ‘ro&"\m aqemey whew ne im:ler heed\go(_
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7. 8. DESCRIPTION OF ITEM SAMPLE OR 10.
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN
87. Violation report files. Documents maintained by legal 1350p15
offices reflecting enforcement activity, including FAA 2150(3)

Form 2391, Violation Report Data, or equivalent; summa#tes
of—significant-enforeement-aations; digests of appeals to
CAB and related court decisions; and enforcement statis-
tical reports.

Dectroy n aqency when ve lowger needed Fol- reFaQMFe,
" i £ Fed }—Reeerds—Center—after—five—- RTB \./»((77
. s 3 £ - 1-77

AIRPORTS AGREEMENTS RECORDS

88. Airports legal assistance files. Correspondence, reports,|1350.15
opinions, and related materials reflecting legal counsel 2210(1)
and review actions in connection with the administration
of the Federal Aid to Airports program.

D araiaea-r.d Ls 129 £rqe
e et Tr o rcT

= Iadaoasaad ol aad o Fooey ol ™y Felkl
13 PR e oy o 4t MY AR L WE U p S w e R W T § 3 WL -l B R Ay ) = &y LLVS
yearep—Offer—toMARS-after—20—yearss— romsfer to FRCp
whew inactive. 'Des+n:u1 5 yrs. lalen pvl-%/g,/’?zrﬂ
M7

89. CONTRACT APPEALS RECORDS

—~
(1) Contract appeals f,{les, Briefs, decifions, corre- 1350.15 See

spondence and other dgcuments compiled by 1dgal offices 2240(1) P qua,
in appeals by contrgftors from decisio on disputed
questions by contrdcting officerspp st dﬂkachedt

* ‘Permanent. Tr

sfer to Federal Regords Center after four )
years. Offe

to NARS after 20 yedrs. —~
E-rs 11/11/77
90. LITIGATION RECORDS A 1177

Litigation action files. Case files consisting of corre- | 1350.15 See
spondencep pleadings, depositions, transcripts, and re- 2300(1)

lated materials pertaining to court actions arising out T 34
of aviation tort and civil contract claims cases and G
other Agency activities. attoehed

(a) Case files on leading litigation cas€s, selected on
the basis of the following criteria:

(1) Cases heard by courts on
levelsp

e appellate or higher

(2) Cases resulting judicial interpretation of the
basic statutes from”which FAA derives its authority,
establishing legal precedents with respect to FAA
programs.

115--203 Four coplos, including originat. to be submitted to the National ArchivesR STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Adnunsstration
G101 1875 O - 578-387 FPMR (41 CFR) 101-11.4
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Item 89. Contract Appeals Records
Briefs, decisions, correspondence, and other documents compiled by legal
offices in appeals by contractors from decisions on disputed questions

by contracting officers.

a. Cases selected by the OGC because of their precedential character.--
PERMANENT. Transfer to FRC 5 years after case is settled. Offer to
NARS 20 years after case is settled. (Arranged by forum--GAO, DOT,
CAB, Court of Claims, etc--thereunder by name of contractor) ca. 5 cu.ft/

year.

b. Unselected cases--Transfer to FRC 5 years after case is settled. Destroy
20 years later.

Item 90, ILitigation Action Files., Case files consisting of correspondence,
pleadings, depositions, transcripts, and related materials pertaining to
court actions arising out of aviation tort and civil contract claims cases
and other Agency activities. (Arranged by docket number) ca. 10 cu. ft./yr.

a. Cases selected by the Office of General Counsel because of historical value
or legal significance (that is, cases that significantly interpret FAA
basic statutes and regulations, reflect significant developments in the
history of FAA programs, or are of considerable Congressional or public
interest)t Volume of selected cases must ~ not exceed 10% of yearly
volume for all cases.$-PERMANENTt Transfer to FRC 3 years after final
court action. Offer to NARS 20 years later.

b. All other cases--Transfer to FRC 3 years after close of case., Destroy
10 years later.
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10,
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910

92.

(3) Cases closely associated wj
significant developments in t

key issues o
history of F

programs.

(4) Cases of major econgdiic significance.

(5) Cases linked wi Congressional jinyfstigationsp or
otherwise of demongfrated interesp to Longressional
committees or thg”Executive Office the President, or
the subject of/considerable public/interest.

Permanent. Transger
years after final c
20 yearsp

Service record cardsp Official summaries of employment
history, SF 7, or its equivalent.

(a) Cards for employees separated or transferred on or
before December 31, 1947. Transfer to National Personnel
Records Center, St. Louis, Missouri in accordance with
Federal Personnel Manual Supplement 293-31.

FINANCTAL MANAGEMENT RECORDSp The records described be-
low are accumulated in connection with the financial
management of the Federal Aviation Agency. The records
disposition standards provided apply to records generated
in the development and execution of FAA programs and
activities relating to budget formulation, presentation,
and administration; accounting matters, including pay-
roll and pay administration; financial reporting; and
auditing.

Exception. Regardless of the retention period specifiedp
records relating directly to an unsettled claim by or
against the United States, current or pending litigation
or investigation, and exceptions taken by the General
Accounting Office, will not be disposed of until final
settlement or clearance of the matter.

BUDGET RECORDS

H

gite files)
(1) General correspondence files.A Correspondence, re-
ports, and related materials accumulated in the course
of budget and fiscal program activities, including policy
formulation and implementation, preparation and justifi-
cation of estimates, apportionment and reporting, and
related matters affecting Agency expenditures, but
EXCLUDING files described elsewhere in this paragraphp

1350.15
3290(6)

1350.35
2500(1)

115-203

e ———

FourRtoples,Anctudingppriginal, tofbeRubmittedRoRhERNaticnal Archives

GI'O - 1973 O - 579-387

STANDARD FORM 1{5RARR

Rewvised July 1974
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.| 8. DESCRIPTION OF ITEM SAMPLE OR
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

a gency office of primary inperesp. -Permanemnt,

* (a) A y offi f i i b

Transfier to Federal Records Center -after—feur—yearsp wWhew

"’C\'ﬁx\"ﬂ -Offer—to-NARS-after—15-yearop aqeney ad ministrafpue needs hale oo

W \15\4 sedisbiedp FRC destray Yy Uears later, RYB., [1u[77

-

5! (b) Budgep offices at regionalp officep service, and

Aeronaupical Center levelp Desgroy after five yearsg\ﬁﬁ
woh 3

(c) Alp othersp Destroy after two years,jy
WhEM »p

(2p Reimbursable agreements filesp Case files relating 1350.15
to reimbursable agreements entered into wiph the Agency 2500(2)
for Internatiopal Development, Department of Defense, and
others to furnish suppliesp equipment, and services re-
lating to aviation to foreign countries, conspsging of
memorandums of agreement; project implementation ordersp
obligation, expenditurep and billing documentsp and
related correspondencep

=)

* Bermarnent. Transfier to Federal Records Center four years
after close of fiscal year covered by agreement. ‘ -
to..MARS after 15 years aler receptun FRCD R‘;ﬁ%i‘” < g/r{"’?p

h‘ nnual
(3)£fgudgep estimate filesp Record copies of;éspimatesp 1350.15
wiﬁiggpappropriaﬁion language sheets, chartsp narra- 2500(3)
tive statements, related schedules and data, copies of e it
Congressional hearings, and related Commitsye reports and ' ’
legislation. 3 vpen FAPus - (ﬁn"lﬂ-\\rm\olciica(lx( by FY,
(oeard oFesh Mmsgowr\;ed of agprepriactions lamguage cheets ) charts S#dma&s’ related schedulel« AAJa)
* (a)pfCopies preparedp consolidated, or maintained at the
et Agencxrlevélp Permanent. Transgier to Federal Records
gﬁ"l'ﬁ Centerpafter five yearsply, Offer to NARS after 15 yearspafer

ssf.ﬂl‘l? .b)ﬁl\ OH'C{' ‘&.?ngS--DESfTOk{ n aqency UJLCU\. ne ‘qu(’r mee&g& For fcﬁlmcé ) “'\>

(4) Asdocv Review Board filesp Fide-Year Program sum- 1350.15 See

) maries an oceedings on Budget Year timatesp 2500(6) aﬁach&i
. ‘ S"\Ge+
* (ap Agency officenof primary interesg (recdxd set only). >> 36ao

Permanent., Transfer>~go Federal Records (Centerh\after five

yearsp Offer to NARS aftter 15 yearsp
93,7 Property management report filesp Reports generated in prop- 1350.15
“erty and supply management activities other than those 4600(2) [a)
specifically covered elsewherep
(a) FAA Depot report file indicating property on handpp
items shppped, items received/ and other shppment data.

(b) All othersp Destroy afte rpose has been serve

Destroy. when 10 years old. DD. PD— L 1 p

L |

115-203 Four coples, including original, to be submmleld to the Natlonal Archives STANDAAD FORM 115-A
Revised July 1974
Prescnded by General Sermvecss
Administration
GO« 2078 O - 5T4-RT FPMR (41 CFF) 10t-114
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TTACHMENT

Ttem 92(4).

Béa

A

Records of the Agency Review Board. Records include minutes and

related correspondence, agendas, and other background papers for
Board meetings; Special Studies notebooks; and Spring Preview
notebookst

a.

b.

1)

3)

4)

All

Agency Office of Primary Interest.

Record copy of !Minutes of Borad meetings. (Arranged
chronologically by FY) ca.t® cu. ft./yr.

PERMANENTt Transfer to FRC when no more than 10 years old.
Offer to N4RS 15 years later.

Agendas, correspondence, and other background papers relatei
to Board meetings, and duplicate copies of minvtes.

Destroy when no longer needed for reference.

Spring Preview (Five-Year Program Notebooks).
(Arranged chronologically by FY)t ca. % cu. ft./yr.

PERMANENTt Transfer to FRC when no more than 10 years old.
Offer to NARS 15 years later.

Special Studies Notebooks. (Arranged chronologcailly bytFY}]
ca.t® cu. ft./yrd

PERMANZENT. Transfer to FRC when no more than 10 years old.
Offer to NARS 15 years later.

other officest

Destroy when five years old.
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