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ZQUEST '+ <R AUTHORITY

A . .

e

7 " LEAVE BLANK
TO DISPOSE OF RECORDS DATE RECEIVED JOB NO
(See Instructions on Reverse) SEP 2 6 1974
N -
TO- GENERAL SERVICES ADMINISTRATION, C-870-75 1
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 NOTIFICATION TO AGENCY |

1 FROM (AGENCY OR ESTABLISHMENT)
Department of Commerce

In accordance with the provisions of 44 US C 3303c the dis-
posal request, including amendments, 1s approved except for

2 MAJOR SUBDIVISION

3 MINOR SUBDIVISION

items that may be stamped ‘‘disposal not approved’ or ‘with-
drawn ' in column 10

AQD - Management Services Branch
4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT
Walter V. Barbash Actq Chief, Mgt. Ser. 114-6857] YA 7/75'

-] CERTIFICATE OF AGENCY REPRESENTATIVE

Date

Archivist of the Unuted States

| ﬁreby cerhify 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
be needed aft,

page(s) are not n?%usmeu of this agency or will n
?// / /7 ’7 /SandHn

the retention periods specified

—Management-Analyst
te) (ngl(atuﬂ of Agency Representative) (T ¢ e)
7 8 DESCRIPTION OF ITEM SAMI?LE OR 10
ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

The eight attached schedules.

FO AT

Copy Y& Agre | WNRT B

STANDARD FORM 115

Revised November 1970

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4

115-105
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ITEM

DESCRIPTION OF RECORDS

DISPOSITION

DiSPOSITION INSTRUCTIONS

UMBER AUTHORITY
INTERNATIONAL AFFAIRS RECORDS

1. International activities files consisting of Ccop, esJS " Permanent: cCut off at end of calendar

pondence, documepts minutes of .m.eetipgs nd9? & year, hold four years inactive, then trans-
. other papers relating to NOAA participation in fer to NOAA Records Holding Area for

international activities, organizations, and policy {4 cuansuat offer to the National Archlves%

committees. Included are records of interagency ]‘4/"}’/ ,;W Hé Ev s

groups developing United States positions on ‘

international matters.

2. International organization routine administrative Destroy after 5 years. Cut off at end of
files consisting of sosrespendance, agandas. +ecrddr calendar year, hold four years inactive,
minutes-ot-meetings,—and-repoerts relating to the 117%2 then destroy in current files area.
organizational and technical administration of
international organizations and their constituent
bodies.

,_g_q— 75 p=
~Respaneade A A

3. Foreign trainee case files on foreign nationals Master Record Card M on ST P EVINDS

- training in the environmental and marine sciences. fﬁ%ﬂ“’w"ﬂ‘““‘é’g
Includes correspondence, applications, and per- Other records: destroy 7 years after case
sonal histories; schedules of training, reports of is closed. Cut off at closing, tiold two
grades, and related papers. years inactive, then transfer to NOAA

Records Holding Area.

4, Foreign technical assistance and cooperation )

program files, including correspondence and papers é‘{ Permanent: Cut off at end of calendar

concerning techincal assistance and cooperation

projects and programs undertaken by U.S. scientist:

for foreign countries in the field of environmental
and marine sciences.,

el

year, hold three years inactive, then

transfer to NQAA Records Holding Area for: )

eventual offer to the National Archives.

/?//&./ /.(cW.

> Al
-~

RECORDS DISPOSITION SCHEDULE

INTERNATIONAL AFFAIRS RE(™C 0OS
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DESCRIPTION OF RECORDS DISPOSITION DISPOSITION INSTRUCTIONS
NUMBER AUTHORITY
CONGRESSIONAL AND LEGISLATIVE AFFAIRS RECORDS | M/y
, ,&A/oﬂ#M W‘E‘"‘
lo 2 S ¢ < - abRaVa aldataVa' ~ e
—bﬁ'k,—&ﬁd-co;[nmea& - F’Wﬁ"""“"f ?ﬁ’ﬁ
fernt __a__EH;:;LF_ < Permanent: Transfer to NOAA Records '
* Holding Area when no longer needed for

reference, Offer to the National Archivas
a.f_tec.&ears.,

2. Legislative package containing initiatives of NOAA Q Demaamer— Cut off at end of calendar
for Congressional action, «neluclee <posta gf— X % year, hold four years inactive, then

WW / 0c ptlf ac apnor —tearl ] VT ., b —transfer to the NOAA Records Holding Area.
/PIWM ;%Ii}_e'%ﬁruI\. Avu\..x.u.(.;ul ———— aftel’ Le.n ye:ﬂf

3. Hearing files including copies of hearing testimony ! Destroy or transfer to labrary after 2 years,
and any backup material. Material may be held up to S years i’

contents warrent,

4. Congressional correspondence including matters - Destroy after three years, Cut off at end
decaling with constituent requests. Correspondence of calendar year, hold two yecars inartive,
dcaling with legislation is covered by item 1. then transfer to NOAA Records li:

' Area.
l S. Coples of reports to Congress.,
Permanent: Cut off at end of calendar year

a. Creating office copy.

b. Other copy held by forwarding office.

M

of"

hold two years inactive, then transfer to,
, NOAA Records Holding Area for eventual
offer to the National Archives #f0r/554.,

Destroy after 6 months,

RECORDS DISPOSITION SCHEDULE

CONGRESSIONAL & LEGISLATIVE AFFAIRS




ITEM

Q
DESCRIPTION OF RECORDS DISPOSITION DISPOSITION INSTRUCTICHS
NUMBER AUTHORITY
LEGAL AFFAIRS RECORDS
1. Formal opinions and interpretations of statutes and ‘ ”7// Permanent: Offer to the National Archives
. < . . . N -
regulations. Includes material involved in writing u1 when no longer needed. ,
regulations. ,
2. Material involved in writing of proposed legislation. Transfer to Office of Congrzs-ional ars
legislative Affairs after Conrrzce &4
(materials are then included in the Leg
3. Claims by and against the government and not re- Case files under a different schedule.)
sulting in litagation. :
5
a. Allowed. Destroy 6 years after setiflzv:z-u. C.3 -:
at end of calendar year, hoid o2 yezr
, inactive, then transfer to NOLY Te:orde
Holding Aroa (outside Vachinzion lstro- ;
politan area to nearest Federzl Pecorid |
Certer).
b. Disallowed. Destroy 10 years after claim -z c.8aldc -
Y y
- ed. Cut off at end of calzniur yz=r,
hold one year inaclive, thon b oo fee 4
NOAA Records Holduing hrea (ouuraie Too -
ington Mctropolitan arsa to resr=ol
Federal Records Center).
_h. Iitagation case files (except on patent matters Destroy 10 years aftzr case iz cloned.
see item 5). Cut cif at end of calencdar ysav, hold
one year irac : o)

Federal Rec

NOAA Records H

Vasihingion Mz
b

RECORDS DISPOSITION SCHEDULE




ITEM
UMBER

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY

DISPOSITION INSTRUCTIONS

3. Patent files involving matters pertaining to
disclosure or infringement.

6. Potential legal cases - any clearance of actions
not involving formal opinions, claims, or litagatio

Destroy 23 years after action couplstes.
Cut off at end of calendar year, hold
one year inactive, then transfer %o
NOAA Records Holding Area (outsire
Washington Metropolitan area to nezrsst
Federal Records Center).

Destroy aftrr 6 years. Cut off a2t «nd
of calendar year, hold one ysar irn-:cii-:,
then transfer to NOAA Records Holdinz
Area (outside Washington letropniitan
area to nearest Federal Records Center).

RECORDS DISPOSITION SCHEDULE

LEGAL AFFAIRS RECORDS




ITEM
UVBER

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY

DISPOSITION INSTRUCTIONS

7-

""AA_CNRFS RSCORDS

I’jor policy and program planning records, including
files on asgignment, uniform, and appointment policies
and the records of boards establishing such policies.

Seneral correspondence.

Cnrrespandence and reports of organizations NOAA
are a part of where such material i3 not the organiza-
tinn's official copy.

and orsownner 4‘41&..‘:-&;1::!-_5.54—\-5?\..’:_ ecords

N N o v
Jxrnadning to relations with other agencies, indus-
tries or groups of industries, proiessional societies,
and related outside organizationse

Zuderet and Finance records of NOAA Corpse

Special Studies: >

a. Record Copy of each special study.

b. Special reports and study working papers,
inzluding questionaires, interim ¥sports,
and other material providing background for

studies.,

Career puides written by NOAA Corps staff,

'}“,*’/ b

ofet 1T

i
}%\'Mﬂ 0G|

Permanent. Retire to NOAA Records Xolding
Area when no longer needed for ovesssa=l
offer to the National Archivesgyfin /52;;4«

Destroy after 2 years,
Reference material. Destrey when no

longer needed, ‘

Destroy after 2 years or earlier if no%
needed.

Sce Schedule 6 or other appropriate
schedules,

Permanent. Retire to IDAA Recordsilolding
Area when no longer needed .for evensuad
offer to the National Archivesq/t~ /5 4
Destroy after 2 years unless evaluation
of material indicates value for a fucurse

stuay, , f.

Destroy when superceded or obsolete,

RECORDS DISPOSITION SCHzDULE

NOLA CCRPS RECORDS




ITEM DESCRIPTION OF RECORDS DISPOSITION DISPOSITION INSTRUCTIONS
NUMBER AUTHORITY_
8. |[0fficial personnel and medical folders, including . | See 8Bchedule 2, item 2¢
records to be merged with folders upon retirement,
resiznation, etc., of individual,
9. |[Rezulations, and the background to them, established '/—Wﬂ‘m Permanent.do be offered to the National
for MOAA Corps. Not included are reference copies | /,7,/ Archives when superceded.
xept by individual offices. B
Je |Rejected applications to NOAA Corps for appointment, Destroy after 6 months unless applicant
indicates intention to reapply.
11. (Training: .- 1 -
aining: & h_Zrain : :/%0/;; ?m%,«;
a. Méﬁm‘, ' 5 “class photos, and : Permanent. To be offered to the Natiomal
records of Education and Training Committee, @0‘ Archives 4When-no-leonger—operatienatly—re—
u{/jf /’gﬂ ~GPadxedy !9 2pear
b. Graduate study records comtaining correspcnd- \ Destroy after 2 years,
ence with schools, schedules for sending
- students, and similar material.
12¢ |RNTC student appointment records kept to ensure Destroy after 7 years.

fullfillment of 6 year commitment,

RECORDS DISPOSITION SCHEDULE

NOAA CORPS RECORDS
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ITEM

DESCRIPTION OF RECORDS

DISPOSITION

DISPOSITION INSTRUCTIONS

“UNMIER AUTHORITY
VISUAL S*RVICES
4 .

1. Copies of printing bills for printing work performed Destroy after L yearsc Hold one yzar ina
ty the GPO and other printing establishments out- ive then transfer to NOAA Recnrds *aldin
side NOAA, Originals of bills are sent to finance Area.
for payments

2. Copies of printing requisitions sent to Dept. of Destroy after 5 years or when billin~ .o
Corxerce for printing work. conplete,

3. Record copies of issues of Administrator's Weekly éq Permanent: Offer to the National. Archive:
Report, NOAA Magazine, NOAA Week, and similar zbgilyf/ on a periodic basis.
publicationse '

L. Art work and graphics prepared for publication Destroy if not reused within 3 yesrs.
art. Selected work may be retained Ilonwer,.

Se Other art work, viewgraphs, and drawings. Destroy any retained material when nn

_ longer needed in current work,

6. Exhibits:

a. Photograprhs of exhibits,
be Correspondence concerning scheduling of
exhibits, spaca for exhibits, and related
maticrse

c. Fxhibit reogucst cards showing date, name,
and place of shew; what was reduested, and
phntopraph of exhibit.

d. Evkihit drawires and blueprints.

Permanent., Offer to the National Archive

at the conclusion of the exhibit.
Destroy after 5 yeers.

Destroy after 3 years.

. Destroy wren exhibhit is obsole’ s,

RECORDS DISPOSITION SCHEDULE

VISUAL SERVICES RECORIS

R

tra e e e



ITE DESCRIPTION OF RECORDS DISPOSITION DISPOSITION INSTRUCTIONS
NUMEER AUTHORITY
7. Fhotorrarh file including portraits of officials of Permarent. Retain for eventual trensfer
IOLA and its precdecessor agencles, and other pioto to National Archives.
prints and negatives of events, environmental .
phencrana, instruments,places, and other subjects
relating to MNOAA activities,
8. Fhotogreths of minimal value with little document- Destroy after 1 year.
ary or historical importance.
9e Incexes or logs of photographs, Permanent. Retain for eventuwsl transfer
to National Archivese
10. Duplication and distribution daily and monthly Destroy after 2 years,
prcduction reportse
11. Requisitions for visual services. Destroy 1 year after completion of jobh.

RECORDS DISPOSITION SCHEDULE




ITEM DESCRIPTION OF RECORDS DISPOSITION DISPOSITION INSTRUCTIONS
UMBER AUTHORITY
MOTION PICTURE RECCRDS :
3 ’ .
1. Motion picture filmse )
[ rradlir K Permanent :

a. The oririnzlApard one positive print of 6&%7g’ Offer to National Archives when filn is
each motion picture film produced and no leoanzer needed for distrivuticn 2-d '
distributed, sponsering orgenizations do not went

it retwmed,

b, Film feootaze taken by cameramen as directed. Dﬂstrqy'uh=1 related motion pichburz in iten
Selzacted footage is used in motinn picture (a) above iz destroyed or ofrferzd Lo =2
productions descrived in itenm (a) zbove. National Archives,

Includes related sound track footage.
S . i " PeAapwesT o .

2, Motion picture production records consistinh of Bestor-—hen—rolated—movioa—pistirs-Iiln—
' eriziral eorrcspondencs, requests for motion picture oEEber—d—5a-tr3orared—ar_200258 a0t

production, cutlines and/or treatments, coples LhelebiemaFfmeriros e

of firal scripts, and other reports, certificates, ﬁ@ﬂ @W}Z—WWW

contracts, and notices involved in producing 6L1q‘ .

filmse Y MWM W% /q W(
3 Fotion picture i+ '.~i‘ution rcdords relating to the

opcration of a. f;Lm litirery where £ilm prlnbo are
procured, stored, accounted for, and distributed
for showinge

a, Caze files on individual films including
correscoadence cn requirements and distri-
bution, revision, replacement, public
exhibition, and similar matters.

b. Requests for films,.

Destroy dhep related Iilm i3 desiroycd or
sent to National Archives,

DGSUroy after 2 ycars,

RECORDS DISPOSITION SCHEDULE
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ITEM DESC T
RIPTION OF E
NUMBER RECORDS

DISPOSITION
AUTHORITY

DISPOSITION NSTRUCTIONS

1. Yeriodic'reports.

L. Motion Picture service administrative

internal administration and operation.

Ce Reports on film distribution and showings.

2. Feeder reports used in periodic reports

cluding correspondence and memoranda retating to

records in-

Destroy when film is withdrawn from
distribution.

Destroy when information is inecnrpnrzted
into periodic report.

Destroy after 2 years,

RECORDS DISPOSITION SCHEDULE

€ e e e g




ITEM

DESCRIPTION OF RECORDS

DISPOSITION

DISPOSITION INSTRUCTIONS

JMBER AUTHORITY
SEA GRANT RECORDS
1. Sea Grant case files consisting of correspondence,
memoranda, proposals, evaluation reports, contracts,
and other papers relating to each case considered
for grants of funds by the Office of Sea Grant.

a. Declined or withdrawn cases,. Destroy 5 years after case is daclired or
withdraxm. Cut off at end of czlen’ar
year, hold one year inactive, tten
transfer to NOAA Records Holding Area¢

be Awarded cases. Destroy 15 years after case is clnz<d.
Cut off at end of calendar year, hnld
one year inactive, then transfer tn
NOAA Records Hnlding Area.

a1 .
2, Grant Record cards and grant proposal cards EW, MMTT Permanent: Offer to tlie National Archives
containing basic summary data on each grant case when-cperaticonally-ne—tonger-needecdf
-or proposal, ! 5 mbarzsg
. N AN 7,
3. Listings of Sea Grant proposals and awards, ! 319‘;10p Foy--Hrer-8upelseded or—obneiaie,
% Qs frrcke Nadisme) Brefii Yl | 5254
k. Statistical analyses of grant data,
ERNANEAT
a, Record set, el p—Des%rcy—afeeb—l;—yea;& Cut nff at end
& q,’w of calendar year, hnld one year iractive,
¢ then transfer to NOAA Records Hnlcdirz

b. Working papers.

Area.cOffev Ar AL A lorrad

Cflir 19 piery
Destroy 1 year after release nf suror-
seding repnrt,

b

RECORDS DISPOSITION SCHEDULE

SEA GRANT RECORDS




ITEM i DISPOSITION
DESCRIPTION OF RECORDS DISPOSITION INSTRUCT!ONS
NUMBER AUTHORITY

Coi dhi/ T\ PEAMANEXN T, oy T~ A aomad
@rxf’;’g Archirte 0T, |G 529042,
& -

Se Periodic reports of grant activity. ) e
- \’

6. Grant proposal log book recording grant proposal Destroy when obsolete,
number of each case.

7. Grant progrem planning records. Papers reflecting|, .,z M Permanent: Cut off at end of Cal@:gdar yeai
policies and procedures developed to direct and _ hold one Ygar lrllgiilvzif th?“ transter to |

7\ 7\ Y

administer the Sea Grant program. lou /“7/ a7l g(f)?grﬂigoih Z ggtiongl Aighi?/es W‘”a’tm* 15—

WI

RECORDS DISPOSITION SCHEDULE SEA GRANT RECORTS




ITEM
JMBER

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY

DISPOSITION INSTRUCTIONS

1.

2,

3.
lie

5.

VESSEL RECORDS

This schedules covers only those records created
and kept upon NCAA vessels. Records sent to
Office of Fleet Operatinns or elsewhere will
have dispositions provided for them in the
schedules for those offices or functions.

Deck Logse

Engine log.
Ship schedules.

General Correspondence.

Vessel records:

a., design, drawings, specifications of ship.

b. repair records

1. logs

750
S for”
&

sfﬂ/

Pexrmanent:

Transmiv tn Marine Center at end ~f
gaartzr, Warine Center will h-1ld onr
year inactive, then transfer t» Flaz
Operations for ewewdmwedo . fer to

Natirnal ArchivesdfGv~ | 5 moer™;

Destroy when eouipment leaves servine,

ank

(9]
N

¢k O

Ship's copy: destrny after 2 yearse

Destroy after 2 years., Cul off =zt ond
of calendar year, hold twn years ivuaonive.
then destroy.

Ship's cnpy: destroy when ship lenves
service or transfer to new nwmer if
sold.

Destrny when equivment is rem-ved, s-14,
or otherwise leaves serviceg

RECORDS DISPOSITION SCHEDULE

VESSEL RECORDS
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ITEM

DESCRIPTION OF RECORDS

DISPOSITION

DISPOSITION INSTRUCTIONS

JMBER AUTHORITY
2. schedulesg¢ Destroy after 1 year. Cut nff at end ~f
calendar year, hnld one year inachive,
then destrny.
3. contracts. See Schedule 7, item 3,
¢. hull structure reports. Destroy after 2 years or when sunerceded,
d. ship data file - ship maintenance and Destroy when ship leaves service.
operations, data cards.
6. Equipment records (non-inventory)e
a. job contrnl cards for maintenance. Destroy when actinn is corpleted,
b. logs for machine maintenance, repairs, Destroy when equipment leaves service.
¢. machine blueprints, specificatiqgs. Destrny when superceded or obsnle“e.
Te -Reports - ship's copies of reports submitted to Destroy after 2 years,
Fleet Cperations.
8. Comnunications message file., Destroy after 1 year.
9. Mess recordsg Destroy after 3 yearsec
10. Temperature control files for refrigeration Destroy after 2 years.
storage.
1n. Personnel records:

a. complements, orders, rosters,

Destroy whea superseded or obs~letec

RECORDS DISPOSITION SCHEDULE

VESSEL RECORDS




FTEM

DISPOSITION INSTRUCTIONS
AUTHORITY

b, leave feeder reports. Destroy when official leave record is

annotated. ~

¢. health records. Transfer with persannel reecnords when

enployee transfers, retires, etce

RECORDS DISPOSITION SCHEDULE VESSEL RECORDS

e e v — v e e e





