NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-026-76-02

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 6/3/2025

ACTIVE ITEMS

These items, unless subsequently superseded, may be used by the agency to
disposition records. It is the responsibility of the user to verify the items are still
active.

Item 5a for records created before 2017

Other active items: 1-4, 6-10, 12, 14, 18, 31-32, 35C1&2, 36, 42, 46-50, 51A,C,&D, 52-53, 61-68, 72-
73,75, 77-83, 91B, 101B, 102-106, 108, 114-115, 118, 121, 122, 124-127, 130-131, 135-147, 149-153,
156-169, 170B, 173, 193, 194, 202-205, 206A-D, 207-208, 214, 216-220, 222-223, 224B-D, 242-265,
295-309, 321B, 322-323, 331, 332, 335, 341B, 342, 345-346, 348, 350, 351, 353-354, 356-359, 361-362,
365, 371B, 372-377, 380-384C1, 385, 386, 401B, 402-403, 405-409, 411-412, 413A-G&K&N, 415-416,
418, 420-427, 433-435, 437-443, 445-448, 452-456, 459-472, 475-476, 479, 481, 484-497, 499-504,
511B, 512-519, 521-537, 541, 545, 548-557, 559-562, 565, 567, 571-573, 575-585, 587-589, 591B1A,
591B2, 592-594, 598, 627, 628

SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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 below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

The ARO agreed to the disposition of items superseded by the GRS in an email dated 3/14/2024.

Items 15, 37-40, and 54-60, 84-90, 99-100, 310-320, 329-330, 336-340, 367-370, 379, 387-400, 404,417,
449-450, 457-458, 505-510, 538-540, 570, 590, 599-601 were reserved.

Item 5A was superseded by DAA-GRS-2015-0006-0001 but only 2017 forward.
Item 5B was superseded by DAA-GRS-2015-0006-0005.

Item 5C was superseded by DAA-GRS-2015-0006-0002.

Item 11 was superseded by DAA-GRS-2017-0007-0003

Item 13 superseded by DAA-0563-2019-0008-0004.
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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Item 16 was superseded by N1-026-97-002 items 16 and 16a.
Item 17 was superseded by DAA-GRS-2013-0002-0009.
Item 19 was superseded by DAA-GRS-2020-0001-0002.
Items 20-22 were superseded by DAA-GRS-2013-0002-0007
Item 23 was superseded by DAA-GRS-2016-0012-0002.

Item 24 was superseded by DAA-GRS-2016-0012-0002 and/or DAA-GRS-2016- 0011-0001 and/or
DAA-GRS-2013-0003-0002 as appropriate for the records.

Item 25 was superseded by DAA-0026-2013-0009-0003.

Item 26 was superseded by DAA-0026-2013-0009-0002.

Item 27 was superseded by DAA-GRS-2016-0012-0001.

Item 28 was superseded by DAA-0026-2013-0009-0001.

Item 29 is inactive per email from ARO dated 3/14/2024.

Item 30 was superseded by DAA-GRS-2016-0013-0002.

Items 33-34 were superseded by DAA-GRS-2016-0012-0001.

Items 35A and 35B were superseded by DAA-GRS-2013-0003-0011.
Item 41. All records are destroyed. No more will be created.

Item 43 was superseded by DAA-GRS-2016-0005-0001.

Items 44 and 45 were superseded by DAA-0563-2019-0003-0002.
Item 51B superseded by DAA-0563-2012-0002-0016.

Item 51E superseded by DAA-0563-2012-0002-0018.

Items 69A and 65B were superseded by NC1-26-81-002 items 69A, 69B, and 69C.
Item 70 was superseded by NC1-26-81-002 items 70A and 70B.

Item 71 was no longer used per NC1-26-81-002.

Item 74 was superseded by DAA-0563-2019-0003-0002.

Item 76 was superseded by NC1-26-82-008 item 76A.

Item 91A was superseded by DAA-0563-2019-0008-0004

Item 92 was superseded by NC1-26-84-003 item 92.
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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Item 93 was superseded by NC1-26-83-003 item 93.

Item 94 was superseded by NC1-26-83-003, item 94.

Item 95 was superseded by NC1-26-83-003 item 95.

Item 96 was superseded by NC1-26-83-003 item 96.

Item 97 was superseded by NC1-26-83-003 item 97.

Item 98 was superseded by NC1-26-83-003 item 98.

Item 101A superseded by DAA-0563-2019-0008-0004.

Item 107 was superseded by DAA-GRS-2013-0003-0002.

Item 109 was superseded by DAA-GRS-2015-0006-0002.

Item 110 was superseded by DAA-GRS-2013-0003-0001.
Items 111-112 were superseded by DAA-GRS-2013-0003-0002.
Item 113 was superseded by DAA-GRS-2016-0011-0011.

Item 116 was superseded by DAA-GRS-2016-0011-0005.

Item 117 was superseded by DAA-GRS-2016-0011-0006.

Item 119 was superseded by DAA-GRS-2013-0003-0002.

Item 120 was superseded by DAA-GRS-2013-0003-0001.

Item 123 was superseded by DAA-GRS-2013-0003-0012.

Item 128 was superseded by DAA-GRS-2016-0013-0001.

Item 129 was superseded by DAA-GRS-2013-0003-0001.

Item 132 was superseded by DAA-GRS-2016-0013-0001.

Item 133-134 were superseded by DAA-GRS-2013-0003-0001.
Item 148 was superseded by DAA-GRS-2013-0003-0001.

Item 154 was superseded by DAA-GRS-2013-0003-0001.

Item 155 was superseded by DAA-GRS-2015-0006-0004.
Items 170A and 171 were superseded by DAA-0563-2019-0008-0004.
Item 172 was superseded by DAA-GRS-2017-0008-0003.

Item 174 was superseded by DAA-GRS-2016-0013-0001.
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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Items 175-177 were superseded by DAA-GRS-2013-0003-0001.
Item 178 was superseded by DAA-GRS-2013-0003-0012.

Items 179-180 were superseded by DAA-GRS-2013-0003-0001.
Item 181 was superseded by DAA-GRS-2013-0003-0004.

Item 182 was superseded by DAA-GRS-2013-0003-0001.

Item 183 was superseded by DAA-GRS-2014-0004-0001.

Item 184 is obsolete.

Items 185-192 were superseded by DAA-GRS-2013-0003-0001.
Item 195 was superseded by DAA-GRS-2013-0003-0012.

Items 196-201 were superseded by DAA-GRS-2013-0003-0001.
Item 206E was superseded by NC1-26-82-007 item 206E.

Items 209-211 were superseded by DAA-GRS-2013-0003-0001.
Items 212-213 were superseded by DAA-GRS-2016- 0011-0004.
Item 215 was superseded by DAA-GRS-2013-0003-0012

Item 221 was superseded by NC1-26-82-010 item 221.

Item 224 A was superseded by NC1-26-82-006 item 224A.

Item 225 was superseded by DAA-GRS-2017-0008-0003.

Items 226-228 were superseded by DAA-GRS-2019-0004-0001.
Item 229 was superseded by DAA-GRS-2016-0015-0007.

Items 230-234 were superseded by DAA-GRS-2019-0004-0001.
Item 235 was superseded by DAA-GRS-2016-0015-0002.

Items 236-237 were superseded by DAA-GRS-2019-0004-0001.
Item 238 is inactive per email from ARO dated 3/14/2024.

Item 239 was superseded by DAA-GRS-2017-0007-0001.

Items 240-241 were superseded by DAA-GRS-2019-0004-0001.
Items 266-291 do not have disposition instructions.

Item 292 was superseded by N1-26-93-003 item 1.
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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Item 293 does not have a disposition instruction.

Item 294 was superseded by N1-26-11-003 items 1 and 2.

Item 321A was superseded by DAA-0563-2019-0008-0004.

Item 324 was superseded by DAA-GRS-2018-0002-0014.

Items 325A1, 325A2, 325B and 326 were superseded by DAA-GRS-2018-0002-0013.
Items 327 and 328 were superseded by DAA-GRS-2022-0001-0001.

Item 333 was superseded by DAA-GRS-2021-0001-0001.

Item 334 was superseded by DAA-GRS-2021-0001-0004.

Item 341A was superseded by DAA-0563-2019-0008-0004

Item 343 was superseded by N1-26-05-020 item 1.

Item 344 is obsolete.

Item 347. All records were destroyed. No more will be created.

Item 349A was superseded by DAA-GRS-2017-0010-0009.

Item 349B was superseded by DAA-GRS-2017-0010-0010.

Item 352 was superseded by NC1-26-82-005 item 352.

Item 355 is obsolete.

Item 360 was superseded by NC1-26-82-005 items 360A1 through 360C.
Item 363 is superseded by DAA-GRS-2017-0010-0010 (GRS 2.7, item 061).
Item 364 is a filing instruction.

Item 366 was superseded by N1-26-05-022 item 10c.

Item 371A was superseded by DAA-0563-2019-0008-0004.C3

Item 378A superseded by DAA-0563-2019-0010-0006.

Item 378B superseded by DAA-0563-2019-0010-0005.

Item 384C2. The records were accessioned from the Federal Records Center Program in May 1987.
Item 401A was superseded by DAA-0563-2019-0008-0004.

Items 410A and 410B were superseded by NC1-26-78-002 item 410.

Item 410C was superseded by NC1-26-82-013 items 410A1 and 410A2.
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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Items 413H, 1, J, L, M and O were superseded by NC1-26-82-013 items 413H, 1, J, L, M, O.
Item 414 merged with item 410E per NC1-026-82-013.

Item 419 was superseded by NC1-26-82-013 items 404A&B.

Item 428 was superseded by N1-26-08-005, items 1A and 1D.

Item 429 was superseded by NC1-026-84-10, item 426. Also shown as superseded by N1-26-08-005,
item 2 (for records dated 1947-1981).

Item 430 was superseded by NC1-026-84-10, item 427.

Item 431 was superseded by NC1-026-78-03 items 1A and 1B which authorized microfilming the
records, retaining the microfilm as permanent, and destroying the paper originals.

Item 432 was superseded by N1-026-08-005 item 1D (for records dated 1968 and forward).
Item 436 was superseded by NC1-026-84-10 item 436.

Item 444 was superseded by N1-026-97-002 items 16 and 16A.
Item 451 was superseded by DAA-0563-2019-0008-0004.

Item 473 was superseded by DAA-0563-2019-0003-0002.

Item 474 was superseded by N1-026-06-007 item 2A.

Item 477 was superseded by DAA-GRS-2016-0011-0015.

Item 478 was superseded by DAA-GRS-2016-0011-0017.

Item 480 was superseded by DAA-GRS-2016-0011-0016.

Items 482-483 were superseded by DAA-GRS-2016-0011-0015.
Item 498 was superseded by DAA-GRS-2016-0011-0001.

Item 511A was superseded by DAA-0563-2019-0008-0004.
Item 520 was superseded by NC1-26-78-04 item 1.

Items 542-543 were superseded by DAA-GRS-2017-0007-0001.
Item 544 was superseded by DAA-GRS-2016-0013-0001

Item 546 was superseded by DAA-0563-2019-0003-0001.

Item 547 is a filing instruction.

Item 558 was superseded by DAA-GRS-2017-0007-0001.

Item 563 was superseded by DAA-0563-2019-0003-0002.
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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Item 564 was superseded by DAA-0563-2019-0003-0001.

Items 566, 568-569 were superseded by DAA-GRS-2013-0003-0002.

Item 574 was superseded by DAA-0563-2019-0003-0001.

Item 586 was superseded by DAA-GRS-2018-0008-0003.

Items 591A and 591B1B were superseded by DAA-0563-2019-0003-0001.

Items 591, 595-597 were superseded by NC1-026-78-03, items A and B for microfilming the records,
retaining the microfilm as permanent, and destroying the paper originals.

Items 596 and 597 are also superseded by DAA-0563-2019-0003-0001.

Item 602 was superseded by DAA-GRS-2017-0007-0001.

Item 603 was superseded by DAA-GRS-2017-0007-0003.

Item 604 was superseded by DAA-GRS-2016-0014-0003

Item 605 was superseded by DAA-GRS-2017-0011-0001 or DAA-GRS-2017-0011-0002.
Item 606 was superseded by DAA-GRS-2017-0007-0006.

Item 607 was superseded by DAA-GRS-2017-0010-0013.

Item 608 was superseded by DAA-GRS-2017-0007-0004.

Items 609A and 609B were superseded by DAA-GRS-2017-0007-0005.

Item 610 was superseded by DAA-GRS-2017-0011-0001 or DAA-GRS-2017-0011-0002.
Items 611A and 611B were superseded by DAA-GRS-2017-0011-0001 or DAA-GRS-2017-0011-0002.
Item 612 is inactive per email from ARO dated 3/14/2024.

Item 613 was superseded by DAA-GRS-2014-0002-0002 or DAA-GRS-2014-0002-0003.
Item 614 was superseded by DAA-GRS-2014-0002-0008.

Item 615 was superseded by DAA-GRS-2017-0007-0012.

Item 616 was superseded by DAA-GRS-2017-0007-0005.

Item 617 was superseded by DAA-GRS-2014-0002-0003.

Items 618-619 were superseded by DAA-GRS-2017-0007-0003.

Items 620A and 620B were superseded by DAA-GRS-2017-0007-0006.

Item 621 was superseded by DAA-GRS-2014-0002-0011.

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 6/3/2025 NC1-026-76-02



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Item 622 was superseded by DAA-GRS-2017-0007-0001.

Item 623A was superseded by DAA-GRS-2017-0007-0006.

Items 623B and 623C were superseded by DAA-GRS-2014-0004-0002.
Item 623D was superseded by DAA-GRS-2017-0007-0001.

Item 624 is inactive per ARO email dated 3/14/2024.

Item 625 was superseded by DAA-GRS-2016-0011-0014.

Item 626A1 was superseded by DAA-GRS-2018-0002-0012.

Item 626A2 was superseded by DAA-GRS-2018-0002-0013.

Items 626B and 626C were superseded by DAA-GRS-2018-0002-0012.
Item 629 was superseded by DAA-GRS-2014-0002-0004.
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REQUEST FOR RECORD: -:SPOSITION AUTHORITY "— LEAVE BLANK
(See Instructions on reverse) 0B NO.

®

NC1l - 26-76-2

TO: GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 CATE RECEED

jw

a7

1. FROM {AGENCY OR ESTABLISHMENT)

DEPARTMENT OF TRANSPORTATION

JUN 3 173

NOTIFICATION TO ;EENCY

2. MAJOR SUBDIVISION
U. S. COAST GUARD

in accordance with the pravisions af 44 U.S.C. 3303a the disposal re
quest, including amendments. is approved except for items that may

3. MINOR SUBDIVISION

U. S. COAST GUARD HEADQUARTERS

be stamped “disposal not approved” or “‘withdrawn™ in cotumn 10,

4. NAME QOF PERSON WITH WHOM TO CONFER

Mr. Jim Doran

5. TEL. EXT.
426-2365 Duate Archivist of the United States

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

| 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 __70__ page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified.

[ ] A Request for immediate disposal.

[x] B Request for disposal after a specified period of time or request for permanent

retention.
C. DATE D. mGN E OF AGE Y REPRESENTATIVE E. TITLE
9 JUN 1976
B. JORDA CAPT, USCG Chief, Management Analysis Division
’ 9.
\ 8. DESCRIPTION OF ITEM 10.
ITEM NO. (With Inclusive Dates or Retentian Periods) SﬁggLEc?“ ACTION TAKEN

The attached proposed Coast Guard Comprehensive Records
Control Schedule No.
tained at: Headquarters is forwarded for approval. This
schedule is broken down into 16 sections. Each section
applies to a particular major office or special staff
division at Headquarters and contains records of primary
concern to said office/special staff division. Upon
approval this schedule will supersede Coast Guard Compre-
hensive Records Schedule No. 1 as published by the Coast
Guard 2 August 1973.

This schedule does not apply to Coast Guard records
created before 1921.
advised to contact Coast Guard Headquarters, Paperwork
Management Branch, for disposition of any such records.

1 for the disposal of records main-

All Coast Guard elements will be

RG26} 677 items

STANDARD FORM 115
Revised April, 1975

,: /A
— - (ﬂ ? L( 27 Prescribed by General Services
’ Administration
FPMR (41 CFR) 101-11.4
B— .
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COAST GUARD COMPREHENSIVE RECORDS CONTROL SCHEDULE NO. 1

INTRODUC TION

. -
-

-1, Tunction of the Records Controcl Schedule. The records described in this

Schedule include records of the U. S, Coast Guard for which an authorized
disposition has been established. Any office which has official records which

are not scheduled will maintain said records and advise the Management

Analysis Division (G-CMA) using procedures outlined in Chapter I paragraph 3el6)
4+ of this manual so that authorized disposition may be established. These

are records which will provide permanent historical backgroung and those

~of a temporary administrative value, Coast Guard Comprehensive Records

Control Schedule No. 1 provides authority and basis for the disposition of these
records at Coast Guard Headgquarters,

2. Applicationof the Schedule.

~a. The records described in this Schedule are grouped by category of
record. Material need not always be identical to that described but must dec-
ument essentially the same information. Authority contained in the Schedule
should not be exceeded to cover significant documents not listed. Although the
records are grouped in categones such as Boating Safety, Engineering etc.,
offices are not restricted to a part1cu1ar section 1f maore approprlate prov1s1ons
are found elsewhere.

b. Provisions of the Schedule are mandatory. Material scheduled for dis-

‘posal on specific dates may not be destroyed prior to that date unless proper

authorization-has been obtdined from the Management Analysis Division (G-~ CMA).
This applies also to the extension of retention periods or withdrawal of disposal
authority. All records in the custody of records centers, other than permanent
records, will be disposed of after the authorized disposition date included on the
SF 135, unless NO is checked in item 8 of the SF 135, 11‘\wh1ch case the Federsal
Records Center will obtain Coast Guard cogcurrences prior to destruction of

che records. S S o,

*e,. é. The record copy of any publication (Instruction, Notice, Manual etc.)

“which documents the organization, functions, policies, decisions and pro-

cedures of the Coast Guard shall be maintained by the originator as part of
the official files. These records are an integral part of Coast Guard docu-
mentation deserving permanent preservation and care must be exercised
to assure that they are not destroyed. \ -

d. ¢. Records directly pertinent to 11t1gat1on, investigation or exception by
the General Accounting Office or internal auditors|may not be destroyed until

‘all action is complete. It should be stressed that d1sposal of any record

before the retention period has expired is unlawful,
€. ¢. The disposal instructions for the records described herein assume

fhaL ail operating requirements have bsen x,OI'T‘*)L‘.G{j with 1. e,, posting or
ntries have beon made, originals have been pr cm.ci:ed es indicated b

By sppro-

: pr1ate operating instructions and no obvious errors have been made in nlmg

permanent or leng retention records with records (of temporary value.
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COAST GUARD COM.‘PREHEESA‘\%‘ ’

ECO\TTROL SCHEDULE NO. 1F EB 2 b Xq{/

‘SECTION 3, GENERAL MANAGEMENT AND ADMINISTRATION RECORDS

These records of special staff components relate to the development and admin
istration of over-all policies, programs and procedures for the Coast Guard
including certain internal administrative functions. Specialized record§ re-
lating to engineering programs, merchant marine safety, etc are covered in other

gections of the Sehedule.

Description of Records

1. Documents created by special staff
divisions at Headquarters relating to over-
all management and policy adoption of the
Coast Guard and not covered under items
13 or 14 of this schedule.

a. Studies/Surveys
(1) HManagement Studies Files.
One record copy of each teasibility study,
management improvement study/survey, and -
other studies made to evaluate Coast Guard -
Programs and proposed programs. :

(a) ‘Final Report

work papers.. and background files.

2. General adminfstrative correspond-
ence files (excluding primary records
above) from various activities for the
administration and general management
of CG affairs._ v

3. Record material of a routine ad-
ministrative or housekeeping nature.
" 4. Congressional Relations Files
' a. Correspondence, memorandum,reports
and associated material pertaining to

relations with Congress concerning sub—
stantive Coast Guard Programs

e e e e e o

" (b) Interlm and Feeder Reports,»'

Authorized Disposition

PERMANENT. Transfer to FRC 5 years .
after publication of the Final Report.
Offer to NARS when 20 years old.(IGFFY)

- DESTROY 2 years after publication of
final report or when usefulness has
been served, whichever is later.

" DESTROY when 3 years old.

DESTROY when 3 years old.

PERMANENT.
Transfer to FRC when 10 vears old.
to NARS when 20° years old. (1 CFPY)

Office of origin record copy.
Offer



Degcription of Records

b. All other Congressional dorr-
espondence and extra copies of
documents listed in a. above.

5. Coast Guard Budget Files

a. DBudget estimates with in@erna}
'justification relating to the finanecial
requirements of the Coast Guarxd. :

b. Work papers, cost statments
and rough data accumulated in prep-
.eration of annual budget estimates.

c. Apportionment and reapportion-
ment schedules, proposing quarterly
obligations under each authorized
appropriation.

g§ Project working papers including back-.
ground materials studies, analyses, notes
rough drafts, interim reports and and related
papers pertaining to management projects,
exclusive of documents covered by items

-1, 4, and 5 above

oo
- GEB 25977

Authorized Disposition

DESTROY as follows: '

{1) If signed by the Commandant or Vice
Commandant retain for one year after.
member leaves congress then Destroy.

(2) All others-destroy one year after last
sesgion of applicable congress.

PERMANENT. Transfer to FRC three years
after the close of the fiscal year covered
by the budget. Offer to NARS 20 years after
close of the fiscal year. (2 CFPY)

DESTROY 3 years after close of

fiscal year.
covered by the budget. ' ' ‘

DESTROY 2 years after close of fiscal year.
invglved .

DESTROY 6 months after
final ection on project
report or 3 years after
completion of report if no
final action taken.



Description of Records

7. General subject files containing
correspondence, reports and related
material pertalnlng to personnel
allowances.

8. Organization Manuals and Charts.

9. Scheduling, planning and'operating
material for the Area and District

*  Commanders Conference.

10. Copies of area and district
inspection reports.

11. Incentive awards case files.

12. Files, research and background
material relating to delegation of
authorlty to the Commandant.

13. Originals of Coast Guard direc-

tlves sig-
. nlficent background and prlnted copy.

-

14, Publlcatlons (orlglnal of Letter
of Promlgation,
SLganlcant background and

printed copy). 7
RESERVED

16. Files, correspondence and research
papers relating to formulation and pro-
- mulgation of "USCG Regulations'.

17. Forms functional files (one
sample copy of each form used by CG).

1B. Record folders on forms author-
ized for Coast Guard use, with back~
ground authorization and prlnted
copies.

19. Reports control files; case filés
on reports malntained for each report
created, cancelled or superseded.

A

@%ﬁﬂ

. ®
FEB 25 1377

Authorized DLSDOSLCLOH

DESTROY when 5 years old.

Transfer to FRC 1 year
Offer to NARS 20
(1 CFFY)

- PERMANENT .
after superseded.
years after superseded. -

DESTROY 1 year after conference.

DESTROY after completion of 2 subse-
quent inspections. -

DESTROY 2 years after completion
of each case. ' :

PERMANENT. Transfer to .FRC 3 years
after delegation approval. Offer to
NARS 20 vears after delegation.

(1 CFPY)

Transfer to FRC when 5
Offer to NARS when 20
(1 CFPY) ' ‘

PERMANENT.
yvears old.
years old.

PERMANENT. Transfer to FRC 5 years
after publication of document. Offer
to NARS 20 years after publlcatlon of -
document (1 CFPY)

* PERMANENT.
after superseded.
- years after revision.

. Transfer to FRC 1 year
Offer to NARS 20
(1CFPY)

DESTROY individual form copy when
form is cancelled or superseded.

DESTROY 1 year after form is obsolete. -

~

DESTROY/Z years after’ report is
discontinued. -

N
Py
» @ L 13

Y T



Descrlptlon cf Records .-

20. Worklng flles and background mate-
rial used in estabilshlng bProcedures tor
records management, correspondence and
filing systems.

- -

21. "Records disposition files:includ=:
ing descriptive inventories, disposal
authorizations; schedules for retire=

. ment of records (case files).

25.:

123,

22, Statlsrical reports of records
holdings.

Background material~relating to
revisions of telephone directories and
military personnel directories.

24, Files containing shipping and
receiving documents,, inventory control
records, space and maintenance material,
procurement requests for services and
equipment and other related papers on
the stores and services functionﬁ at’
Headquarters.

Records relating to requisitions .

- for printing
- 26, Files.bertaining,to planning,

- standards, costs and related technical

. 27.

- 28.

~matters concerning printing and publi--

cation of CG material.

Correspondence énd related papérs
on administration and operations for
printing, binding, duplication and

distribution of CG issuances.

Records pertaining to accomplish-

- ment of job, containing requisitions

30 .

and related papers exclusive of re-
quisitions on the Public Printer and
records on services obtalned outside
of agency.
29. Copies of tabulations and statis~
tical reports prepared for operating
divieions by data system services.

Studies of specific apglicatibns’
of data processing and inforﬂatlon

retrieval techniques.

s ——

o s

0 m% a7

Authorlzed Dlaposltlon 3

DESTRCY 1 year after publication of

‘resultant procedures or when obsolatp
or superseded.

gDESTROY*whenAobsolete or‘superseded.

'DESTROY when 3 years old.

DESTROY 3 months after issue of

new directories.

DESTROY whenv3 years old.

DESTROY 2 years after comoletion'or

' cancellation of requlsitlon.

DESTROY when- 2 years old.

' DESTROY when 3 years old. .

<
=

DESTROY 1 year after completion of
job

DESTROY when 2 yearﬁvoid}

'DFSTROY 5 years after completlon of

study.



Descri tion of Records

31, Copy of Coast Guard péstion of
DOT Annual Report submitted to the

Department of Transportation and re-
lated feeder reports. '

32, Copies of Management Improvement
Reports submitted to the Office of
‘Management and Budget, and related
analysis feeder reports.

33. Postal Records consisting of
Post Office forms and supporting
papers.

34, Official Penalty Mail Reports.

35. Audit Records
a. General Administrative
' correspondence (excluding
primary records listed below)
on audit activities conducted -
at Headquarters, District
. offices, Headquarters units,
afloat and ashore activities.
General Accounting Office (GAO)
audit report files including ~
audit reports, coordination
- papers, final agency replies,
‘and related correspondence
accumulated in connection’
with audits by (GAO) of
- Coast Guard activities.
c. Office of the Secretary of
. . Transportation audits reports
-issued by OST Director of
Audits, coordination papers,
and related documents accumu~-
lated in connection With pre-

yaring Coast: Guerd reply to 0ST.

36. Correspondence pertaining to
Privacy Act Requests.

~a. Accounting for»disclonutes.

b. Master log of requests.

- 37 ko Ho Fesspves

b abe st .. . . o AT B N
i A Iy I T N A S rtic
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Anthorlzed D1$p051t10n

DESTROY'l year after year in which

- DOT Annual Report is printed.

DESTROY 2 years after submlssion
of report.

DESTROY when 2 years old.

» DESTROY when 2 years oid.

"DESTROY" when 5 years OId,

MDESTROY" Coast Guard action office
copy when 10 years old providing that
recomnended actions have been completed.

~ "DESTROY" other c0p1es when 3 years.

old.;

"DESTROY" Coast Guard action office
.eopy .when 10 years olé-providing that
recommended actions have been completed.
"DESTROY" other copies when 3 .years old.

DESTROY in accordance with thé'dispositioh
instruction for the related record or when
5 years old. Whichever is longer.

DESTROY when 3 years old.


https://exclud:i.ng

, SECTL\)\I 2!3LI‘. Lﬁ ”“PT\ATIO\. Am.ns RECORDS
)

B 4Tl

Theee records reflect the development and admlmqtratlon of Coast Guard prog‘rams poslitions

and relations in public and international affzirs

Desc riptioh of Recards

1. Records created hy the Nffice of
Public and International Affairs d-cu-
menting the organizational development

and administration of the Office of .

Public and International Affaira conSLStlnv
of the following:

a. 0Official recoxrd copy of each
directive/publicatian issued by the
office with significant background
material.

b. Studies/Surveys conducted by
the O0ffice of Public and Internationzal
Affairs.

‘ (1) Studies/Surveys which resulted
in Coast Guard wide adoption of policy or
management program in the area of public
and international affairss '

(2) Vhich ave forwarded to
higher authority and are included in a
formal publication by the higher authority.

(b) Which are mot forwarded
to or publlshed by a higher authorltj.

{2) Studles/%urvevs which did not -
result in Coast Guard wide adovntion of
palicy or management-pragrams.

‘fﬂ. General administrative correspondence,
reports and related material (excluding
. primary records above) for the various ,
activities of public and international affairs,

#3. Routine correspondénce of a general
administrative or housekeeping nature. .

44 . Documentation initiated by the
U.S. Coast Guard consisting of U.S.
Delegation Reports, minutes of meet-
ings and related materials pertain-
ing to international maritime crgani-
zations concerning U.S. position and
representation-of various conferences.

45. International Association of Lighthouse
Authorities records containing minutes and
agenda of Executive Committee meetings,
reports. correspondence and administrative

A

'PERMANENT.

Authorized Disposition

PREMANLHT. ‘Pransfer to FRC when
5 years old. O0ffer to WARS waen

20 years old. (.S5CFPY)

DESTRIY, b years afier publlcatlon
of the study by higher authority
or when usefulness has been served

- whichever ip later.
PERMANENT. Transfer to FRC
5 years old. Offer to NARS
20 years old. (.5CFPY)

- DISTROY when 5 years old or when
usefulness has been served which-
ever is later,

wnen
when.

' DESTROY when 3 years old.

DESTROY vhen 3 years old.

Transfer to FRC wvhen -
Orfer to KARS vhen
(1/5 c¥PY)

PERMANENT.
5 years old.
26 yesrs old.

Tfansfer‘to FRC when
5 yeers 0ld. Offer to NARS when
20 Ybars old. (1/5 CFPY)
. x.r‘ir-‘

-~

. ) _ @

] ] ; ¢‘.
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Deseription of Records

46. Master files of photographs and
slides of CG activities arranged by

subject and presenting principally a -

pictoral history from World War II to
the present including separate files
of unreleased picture and negatives
of unreleased pictures =~ the origimal
negative and a captioned print for
each black and white image and the
original color transpar@ncy or color
negative, a captioned print, and an
inter-negative (if ome exists) for
each color image.

a. Duplicate prints of items
above. .

47, Historical files consisting of
significant background material used
to consolidate historical information
into a published volume and the
published volume. Published volumes
generally consist of Commandants
Bulletins, Coast Guard Magazine,
Highlights of CG operations such as
Deep Freeze, Vietnam, Coast Guard at
‘-War etc. ‘

-~ .
e i s TR

Authorized Despositioﬁbﬁgqi

PERMANENT .

T, vSeq ) b-20 -7

Destroy when usefulness has be served.

- PERMANENT .
_years old.

( Offer to NAR%\!O vears old.

7 CFPY)/" ‘ '
‘ﬁh@akﬁFﬂlzjuﬂ??é{;kiyeafs
Tonns (“”9} EC'T,(MCDD

Offer to NARS when 20
(1% cFPY) '

4



:z»}_‘ " . pescription of Records -
‘48, Master press release and release
-distribution files.

l‘l@, &Cf)fi:égj)ondéx}ce pertaining to the.
 Coast Guard's participation in international
and natlonal expositions, bicenténnlsls, ete.

$@ Correspondence pertaining to exhlbits
shown at Boat Shows, Fairs, etc.

51. Radio, Teievision, and Motion
Picture Productions.

a. Motion pictures - the
original negative or color original
plus separate optical sound track, an
intermediate master positive or dupli-
cate negative plus optical sound track,
and a sound projection print for each
motion picture.

) b. Sound recordings - the master
tape, matric or stamper, and omne disc
pressing for each conventional mass-
produced multiple copy disc recording

and the original tape for each magnetic
audio tape recording.

¢. Video recordings -~ the original
or the earliest generation of each
recording or a kinescope of the record-
ing.

d. Finding aids and production
documentation - existing finding aids
such as data sheets, shot lists, cata-
logs, indexes, and other textual docu-
mentation necessary for the proper
identification, retrieval, and use as
production case files or similar files
which include copies of production
contracts, scripts, transcripts, or
other documentation bearing omn the
origin, acquisition, release or owner-
ship of the audiovisual production.

e. Additionmal duplicate prints
and additional duplicate re-
and c .

&Z%. Speeches, slide talks, and manuscripts.

£
or a

cordings vf b

IRAFT

D)

: /
. . o .

Authorized Disposition
'PERMANENT. Trensfer to FRC
then 10 years old. Offer to RARS
‘when 20 years old (&/5 cFFY)

PERMANENT, fpremsfer to FRC vhen
3 years old. Offsr to RARS vhen
20 years old. - (2 CFFY)

' DESTROY wien 5 years old.

PERMANENT. Offer to NARS when 10
years old or when obsolete which-
ever occurs first. (1 QFPY)

PERMANENT. Offer to NARS when 10
years old or when obsolete which-
ever occurs first. -(1 CFPY)

PERMANENT. Offer to NARS when 10
years old or when obsolete which-
ever occurs first. (1 CFPY).

PERMANENT. Offer to NARS when 10
years old or when obsolete which=-
ever occurs first. (.5 CFPY)

Destroy when 10 years old or when
obsolete whichever occurs first.

PERMANENT Aaffar +}, WARAR vfoom

e

[ FPw

Lipg e A



Description of Records =~ o ’ Authorized Disposition

53. Stock motion picture footage of
Coast Guard units and activities

a. The original negative or : "PERMANENT.
color original and work print. years old.
b. Existing finding aids, ' PERMANENT.

published or unpublished, such as years old.
data sheets, shot lists, scenarios, :
review sheets, catalogs, indexes,

scene descriptions, and other

textual documentation which is

necessary for the proper identi- \

fication, retrieval, and use of

the footage,

SY-60 Recsrvep

Offer to NARS when 10

(35 CFPY)

Offer to NARS when 10

( 5 CFPY)



‘SEcnow 3 m\l’c wur.nr RECORDS. &Jé’ﬁﬁ%"‘. . FEB 25 ’1977

These records reflect Lhe development and administration of programs for safe
boatiny {n the United Stotes f.e., boat numbering system, boating accident
~activitics, enforcement of boating laws, cooperative activities with state,
- federal and private orpanizations and the role of the Coast Guard Auxxlxary
An_promoving rafety and effecting rescues. :

s

i

Dencribtion of- Records ‘Authorized Disposition

61. Records created by the Office of -
Boating Safety docu~ -
menting the organlzatlonal development

.and administration of the Office of

Boating nggﬁy éonsisting of the‘following:

. a. O0fficial record copy of each " PERMANENT. Transfer to FRC when

‘directive/publication issued by the S years old. Offer to NARS when
office with significant backvround - 20 years old. (.5CFPY)
material, '

b. Studies/Surveys conducted by
_theanfice of Boating Safety. . = .
(1) Studies/Surveys which resulted
in Coast Guard wide adoption of pollCV or
management p¢ograns‘

e

(a) Vhich are'forwardedbto ‘ DESTROY, 5§ years after publication

higher authority and are included in a of the study by higher aunthority .
formal publication by the higher authority. . or when usefulness has been served
b - - - vhichever is later. o
(b) Vhich are not forwarded . PERMANENT. Transfer to FRC when
to or publlsned by a higher gu+hcr1ty . B yezars 0ld. O0Offer to M4RS when
o 20 years old. - (.SCFPY) ;

(2) Studies/Surveys which did not , ~ DESTROY when S years old or when
result in Coast Guard wide adopniion of : usefulness has been served, which-
policy or management programns. ever is later.

éﬁ,. Goeneral administrative correspond- DESTROY when 5 years old.

ence files (excluding primary records
above) from various activities for the
administration and gencral management
of CG affairs. :

£3." Record material of a routine admin- DESTROY when 3 years old.
istrative or housckeeping nature, ‘ S : e

‘£ 4. Program planning and evaluation DESTROY issue studies when 10
studies (issuc studies, policy studies, years old, policy studies when
pesition studies}. 8 years old,_gposition studies when

. ?

7 rs

6 years old.

EEDVIN. s
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Description of Records

65. Working files of directives includ-
ing all those superceded and related
manuscripts of publication and circulars -
on boating safety activities, »

5:5. Records pertaining to subcommittee
‘on government operations for boating
safety.. '

47. yCoirrcSpondence and reports from
District on routine law enforcement
.activities, '

£ §. Boating Safety Detachment Reports
and reports on pilot programs. '

g% Berrstive reports. of investigation,

findings, recommendations, and approvals -

S B .Reﬁbrﬁs on which a death cer-y
. tif:lcate'haa been 1ssued.

- b, 'Réports on which no desth cer-
© tificate wes issued or Ko body found.

- Authorized Nevosition

DESTROY when superceded or obsolete.

DESTROY 3 years after date of

hearing or publ cation of the
report whichever is earlier.

DESTROY when 3 years old.. .

DESTROY when 5 years old.

- DESTROY vwhen 10 years old. . Transfer

to FRC vhen 5 years old.

' %o FRC when 5 years o

'DES'I;ROY when 50 yearslald. Transfer

e

S RS RS

B AP I S e ST § g
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_D@aefiggion of Recbrds

10. Accxdcnc reports involving Coast
Guard Jurisdiccion.

at. Accident reports covering sole
state jurisdiction. '

Automatic data processing cards

{\—aﬁd disc files containing motorboat

accident data.
f13. 1Index cards listing fatalitieé
by name, state and date.

/4. National Safe Boating Week Com-
mittee history files.

#5. Documents on approved boat num-
bering systems.

6. State/Coast Cuérd‘coordinated
law ‘enforcement agreements (copfes)

f27. Minutes of reg10na1 and nat:mnal
boating administrators meetings (cop-
ies).

. FA®. Current computer listings of

boat registration.

-

#¢. Coorespondence concerning actual
numbers of individuals' vessels,

.:“89' ‘Boat Consumer Complaints.

&1, Compliance Testing Results.
» a. Passing Test.

. b. Failing Test.

Pa. Notifications of Defects or Com-
pliance Failures and related documents.

$3. Boating Safety Advisory Council
(BSAC) records; minutes, records, rec=
ommendations, etc.

e R U ks A T SN s i, P Do i B

RAFT® @

DESTROY when 25 years old.

A3-2

AuthoPized Disposition

DESTROY when 10 years old. Transfer

to FRC when 5 years old.

DESTROY when 5 years old.

DESTROY when. 5 years old.

DESTROY when - 5 years old.

Transfer to FRC when .
5 years old. Offer to NARS when

20 years old. (2 CFPY) ‘
DESTROY when' 5. years old.

PERMANENT .

Transfer
to FRC when 5 years old.

DESTROY when 5 years old.

Transfer to States when their num-
bering systems have been approved.:

DESTROY when 3 years old.

15 years old.

- DESTROY when Transfer
~ to FRC when 5 years old.
DESTROY when 5 years old.
DESTROY when 20 years old. Transfer
to FRC when 5 years old.
DESTROY when 20 years old. . Transfer

to FRC when 35 years old,
Transfer to FRC when
Offer to NARS when
(F CFPY)

PERMANENT.
10 years old.
- 20 years old.



Description o‘chcords

- 9. Records created by the Office of
‘Research and Development docu~
menting the organizational development
and adninistration of the O0ffice of

. Regearch and Development consisting of
‘the fo¢low1r‘:

a. Official record copy of each
directive/publication issued by the
office with significant background
material. '

b. Studies/Surveys conducted by
the Office of Research and Development,

¢
,”

| . .
(1) Studies/Surveys which resulted
~ in Coast Guard wide adoption of pollcy or
management program,

_ (a) Vhich are forwarded to
higher authority and are included in a
formal publication by the higher authority.

A (b) Which are not forwarded
to or publ‘shed by a higber zutherity.

(2) Studles/Surve's which did not
result in Coast Guard wide adoption of
" policy or management prograios.

92. Research and Development project records,
refecting a complete history of each project
including procurment files. project authorizationPurposes.
‘documents, project cards, technical character-
istics, test 4 trial results, drawings, specifi-

IMI"NT RECORD

el

re

tsSQ R

Authorized Disposition

PERMANEHT, Transfer to FRC when
Offer to NARS when
(.5CFPY)

5 years old.
20 ycars old.

DESTROY, S.years after publication
of the study by higher authority

or when usefulness

whlchever ig later.

5 years old.
20 years old.

nas been served

'“PVRMANQNT Transfer to FRC when

Offer to NARS when

 (.5CFPY)

ESTROY when 5 years old or wnen
usefulness has been served, which-

- ever is later.

20 years olad.

cations, and photographs essential to document the

project, and technical and progress reports;

" @8, General administrative correspondence,
reports and related material (excluding
".primary records of various activities of
research and development.

. Annual appropriation summary reports
and related material,

B.4-1

'‘PERMANENT. Transfer to FRC
-after microfilming for reference
Offer to RARS vhen

(3 CFPY) oisposa, pop

APPROVED

DESTRQY when 3 years old.,

T e e

—

' DESTROY when § yéars ovld'..

Y e
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Description of Records

‘%5 Notebooks containing technical and

- scientific information duplu.ated in project
reports or case material, or is of such a
nature as to be non-essentlal to pro;ect

| '  files.

9 £.  Technical reference files.

@‘7 Control materml consisting of duplicate

-~ copies of case malerial, non-essential
scientific or technical information,
Individual progress. reports and adm1mstra—
tive correspondence.

?@‘ "Copies of office supplies and
procurement requests (excluding project
procurement) .

?? 77’1‘,80 Aw éw«w

T s e

SRR e e e s N fals ke i o ek

Authorized Disposition -

DESTROY 6 months after
completion or termination of
related project.

DESTROY when’ superseded or
‘obsolete.

DESTROY upon complethn or

termlination of project.

‘DESTROY when 3 years old.
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- © -SECTION 5 ENGINEERING RECORDS

~_ These records cover éngineering act1v1ties'e£fect1ng policies and executing
© - programs encompassing aeromautical, civil electronlcs, naval ‘and ocean

engineering.,

A Description of Records

10). -Records created by the Office of
E‘ngine ering docu~
menting the organizaticnal development
and administration of the 0ffice of

- Engineering consisting of the following:

a. Official record copy of each
directive/publication issued by the
office with siguificant background
material.

b. Studizs/Surveys conducted oy
the Office of Engineering.

Il

(1) Studies/Surveys vhich resulted

in Coast Guard wide adoptlon of policy or
management program

(&) Vhich are forvarded to
higher authority and are included in a

formal publication by the higher authority.

(b) Vhich are not forwarded .
1o ox PubllShbd by & higher aunthority.

(2) Studies/Surveys which did not
result in Coast Guard wide adoption of’
policy or maznagement prograws.

182. General correspordence files, ex-
cluding primary records, accumulated
by engineering activities in carrying
out their programs.

|03. Routine correspondence of a gen- - ‘
- eral, administrative or housekeeping
- nature. '

A5

" Authorized Disposition

PERMANENT.
5 years old.
20 years old.

Transfer tc FRC when
Offer to MNARS when
(.5CFPY)

DESTROY, 5 years after publication
of the study by higher authority
or vhen usefulness has been served
vhichever is later.

. PERMANENT. Transfer to FRC when
5 years old. Offer to NARS when
20 years old. (.5CFPY)

DESTROY when 5 years old or vhen
usefulness has been served, which-
ever is later.

DESTROY when 5 years‘old.

4

DESTROY when. 3 years old.


https://adoption.of
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. Description of Records

Aeronsutical Enginégr;ng Records
I&V&’. 'Drawings, specifications and photo-
graphs of aircraft, engines and other
aeronautical equipment developed by
" * the Coast Cuard.

/5. Drawings, specifications and photo-
. graphs of aircraft, engines and other
“aerconautical equipment used in but NOT

. develcped by the Coast Guard.

Reports of unsatisfactery or de-
fective material and reports of air-

' craft and engines maintenance, use
and effectiveness. .

Copies of construction and procure-
ment. contracts with related material,

TV:& ivil"gﬁginéerihgrRecordsA

I@S. “Advance planning filas concaining
project reporta for AC&I, :

= S o

S N

Authorized Disposition

F&&géﬂENT. Transfer to FRC 3
years after equipment is no-

logger in use in the Coast Guard.
er to NARS 15 years after

equipment is no longer in QG use,
BESTAEGY at Headquarters 1 year CFPY)
after equipment is no longer in

use in the Coast Guard,

- DESTROY at Headquarters 1 yeaf
-after equipment is no longer in

use in Coast Guard,

DESTROY 5 years after completzon

Lvof contract.

DESTRUY 3 years after project is
complete. ’ S


mailto:l>lSS'f@.QY
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Description of Records

or equivalent) and unit development
pléns describing work proposed, cost
.estimates, Justlflcations with related
charts, dr&wings, maps and photographs.

, General_files on budgets and funds:
related to construction and maintenance.

{18, vCénstruction progress reports
(Form CG-2617 or equivalent).

3L, Copies of construction contracts

© - - with specifications, drawings and re-

lated material,

s, Copies«bf procurement contracts

“. and purchase ocvders.

$33. -Card records of vehicles in
fserv}ce; :

)i, Files on obstructive bridge pro- -
jects, including reports of public

~ hearings, orders to alter, orders of

. apportionment of costs, contracts and
plans showing clearance and design
criteria.

'ﬂllﬁ? Photographs of shore units and
construction projects:-the original
"megative and a captioned print for:
‘each black and white image and the
. .original color transparency or color

" negative, a captioned print, and an

- internegative (if ome exists) for

each color image.

136.. 105mm negatives of drawing of

- contract sets of shore unit structures.

ll?; Microfilm from Districts and
"Headquarters Units of original AS
‘BUILT drawings (tracings).

‘Electronics Encineering Records

IE@Q Avionics equipment manualé,'air?
craft fillcs, technical descriptions
. and drawings. ~

' DESTROY when 5 years

‘ DVbTROY 20 years-after--compleii

& - B

FEB 25 *ﬂ77

. Authorized Dlspositxon

DESTROY when 5 years old.
old.

DESTROY 3 years after completioﬁ-of

.contract.

Ty

DESTROY 3 years after compleﬁion of
-contract, '

' DESTROY when 5 years old.

~E .
Fo JrE T

the project. Transfer to FRC 3 Years
after completion of project. '

PERMANENT. offer to RARS after
completion of construction project
‘gnd/or discontinuance of the unit
(.1 cm)

Mailntain . at CG Headquarteféaas an

active working file. DESTROY when
inactive. <

Haintein at CG Headquarters as an
active working file. DESTROY when

inactive.

DESTROY 6 months after equipment or

aircraft is no longer in Coast Guzard
inventory.

ROR 77

:L A~



Description of Records

019  office ‘of Englnecering copy
of contract
-jnstallation, alteraticn, etc of

electronic equipment, including draw-
" ings, photographs, technical descrip-
tiOn, specifications and related data.

iEO- _ files containing re-
quests for procurement and for bid or
quotation, invoices, requisitions for
HQ controlled electronic equipment,
inspectors reports and related data.

121, Project files pertaining to
development and testing of electronlc
systems et CG units.

122, case files on electronic nave-

: gational aids containing requects for
authorization, approvals for install=-

- ation, photographs, blueprlnts, corre-
spondence, related papers on changes
'and maintenance.

. 423, ‘Reference files on electronic
. parts; designation, descriptionm, .
-price of parts, stock record inventory
" wvalue of equipment, tabulation sheets,
. allowance lists, changes in allowance
lists and correspondence on installa=-
- tion and conversion.

124,
Goalid

§25. Drawings of electronic equipment,
loran maps and navigation charts,

radio beacon charts, station plans,
drawings, blueprints and photographs.

126.A Electron Alterations Request and
Ship Alteration Requests.

127. Submarine cable data reports
. made when cable is tested, relocated
‘or repaired .
'328
delivery and general maintenance of
land line equipment.

files for construction, -

Specifications for all electronic
equipment developed by - or for the Cosgs |

" PERMANENT,

Censral cnrnoeprrﬁerca on ?”mﬂurazeﬂ*

LT )

FE’B25":‘?

Authorized Disposition

© e - et e e A o e - %

}DESTROY 6 years, "3 months after
,'completion of delivery. ,

DESTROY Requests for Procurement

and Requests for Bid or Quotation

5 years after completion of delivery;
the remainder after 3 years

. Maintain at Coast Guard Headquarters as
- an active working/reference file. De-

3

! stroy when file becomes inactive.

PERMANENT. Transfer to FRC when

.aid is no longer active. Offer to
NARS 10 years af ter aid 1s no '
longer actlve.

DESTROY when obsolete or'superseded.

DESTROY 2 years after equipment is
declared obsoletei

0ffer to NARS k- years
after eqnipment is obsolete (l GFPY)

DESTRDY when superseded or'obsolete.

'~DESTROY 6 months after cable leaves
Coast Guard control. e

' DESTROY when 3 years old.

ﬁ-E’-? o MM? [}~ -'zr:;'p-»
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Pescription of Records

129. lTelephone construction and main-
tenance records on building of lines,
' purchasing of materials, etc.

§30. .Telephone”line location.reports.

131, Telephone line and cable number
systems index.

'n£32. Correspondence files on acquisi-
tion and maintenance of CG land line
right of way. :

133. Acquisition, construction and
improvement (AC&I) and operating
‘expenses allotment files.

:[34. Resource Change Proposals,

135. Reports developed from elec-
tronics installation, changes and
‘maintenance systems (EICAM).

uﬁ.ijaval>Engineering Records .

-

136. Correspondence, reports and re-
lated materials on cutter/boat con-
struction.

- §37. Correspondence, reports and
‘related materials on cutter/boat
‘repair and maintenance (routine).

"}38. Reports of gutter dry-docking
, repairs ((CG-2926) or equivalent)

'.}39_, Quarterly report of hull and
machinery (repairs).

40, Technical manuals, material
failure reports.

{41, Cutter/boat alteration records;
.case files, :

FEB 25 ia77

Authorized Disposition

DESTROY when 6 years, 3 months 14,
Transfer to FRC when 3 years old.

>

DESTROY 6 months after line leaves
Coast’ Guard control,

DESTROY 6 months after superseded.

DESTROY 10 years after termenation

of agreement.and discontinued use

of the right of way. Transfer to FRC

3 years after termination of agreement
and discontinued use of the rlght of way.

DESTROY When 5 years old.

DESTROY 3 years after completion.

DESTROY when obsolete or superseded
except equipment parts failure

summary which is destroyed when
3 years old. 3

bESTROY'15 years after delivery of
cutter/boat. Transfer to FRC 10
years after delivery of cutter/'boa.t.

' DESTROY whién. 5 years old.

DESTROY when' 20 yearsold. Transfer
to FRC when 10 years old. : :

DESTROY when 5 years 01d.

DESTROY 3 years after life of
equipment.

DESTROY 1 year after life of
cutter/boat class.,




D&wcription d¢f Records

L jbe, Cutter/boat evalnation/inven—
tigation cage filel, hull end -
‘ ﬁnchinary specifications.

B, For firat and last’ eﬂtmr/
_boet of & class and E@ﬁifie&tions
. which. sigrificantly. dsviste
from others in the clags.

b, A1l othars.

143, " Gutter/doat plans end trecings’
- and Bgoklet of Gederal-Plams, L&ae !
Dm‘fiﬁgﬂ, 9’@9.- u"

" a. For first and last cutter/
boat of & class and modifications
-which significantly deviate
from others ia the class.

.h} A1l ofh@rs.'

f’,lus Post Racords (ceazsso)

‘w_'lhs. Reeord of Cutters ‘Cherecter-
,‘ietica. .

A”'lké Maehinery &1lovance aﬂd repsir
liﬁts. :

lh.'r-
of aids to nevigation equipment amd
ninor structures, cceanographic and

" maritize enviromenial protection (MEP)
oquipment ond sensor systems.

" Ocenn Eﬁgin@ering'Recorﬂm

158, Acquisitiin, conmstruction, end
. smprovement (AC4I) project files
“imeluding budgeting, general pro-

e curement files end ledgers.

MRMH” B

- cutter.

Original es BUILT drewings (tracings)

e

[ B
. FEB 25 1977

Authorized Disposition -

Pﬁwm Offer to FARS sfter
disposal of the cutter/boat class.
C1ceey) ‘

DESTROY 1 year after disposal

-~ of the cutter/boat class. .

PERMANERT. Offer to HARS after .
disposal of the cutter/bosat cl&ss.
(ncfpv)

- DESTROY 1 year after disposal of

the cutter/boat class.

DESTROY 5 years after boat disposal.

'DESTROY 10 yearz after life of

cutter. Transfer to FRC after life
of cutter..

DESTROY 10 years after life of
Transfer to FRC 5 years
efier life of cutter.
Permanent offer.to NARS 5 years
after obsolescence.

DESTRDY at Hesdquarters 5 yeara
after close of project or when
suparseded or obsolets.

rsds


mailto:which.ei.pitieantly,d@vi&te

s
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149, Original AS BUILT drawings

- (tracings) of buoys, buoy appendages.

{50, Copies of plans of marine science,
MEP and short range aids to naVLgatlon
equipment and structures.

{;;:E Short range aids to navigation,
“¥@P and marine science equipment in-
vestigations and evaluation case files.

152. Fhotographs of major aids to
navigation structures (lighthouses)-
the original negative and a caption-
ed print for each black and white
image and the original color trans-
parency or color negative, a cap-
tioned print, and an internegative
(if one exists) for each color
image.

153, Photographs of minor aid safuctur@s,

a\quipmmt and systems.

154. Operating expense files; copies of
procurement contracts, purchase orders,

invoices of material shipped, shipment

orders, acceptance and delivery reports

and related material,

155. Resource Change Proﬁosals.

156. ‘Flasher Installation Cards.

i57. Séﬂuctnml, Elgetronie, Lavees Have
mational Euoyn &ml kﬁ&rina Environmental

559; Instruction books for marine

© DPesg g;;gigt:;on of Recotda %é%é;mﬁ

¥

. . . Th
o e T R T AV RN e oo S LA l.._. % ;m‘g‘,

FEB 25 w7
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Anthorized Dispositian

PERMANENT. Transfer to FRC after
disposition of equipment or system.
A Offer to HARS 25 years
after disposition.
(1 cFEY)

Permanent offer to NARS when super-
eeded or cancelled. :

PERMANENT, Offer to NARS when 20
years oIf, (1/10 CFPY)

DESTROY after completion of project
" and disposition of the equipment
or system

w 7

DESTROY ‘when 5 years old.

DESTROY at Headquarters 3 years
after completion. . 1f not funded,
3 years after fiscal year for which
written.

DESTROY at Headquarters when §
‘years old.

DESTROY at Headquarters 5 years
after cqmpletlon.

3 DESTROY at Headquarters after dis-

‘position of . equipment.

DESTROY at Haadqparters after dias-
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SECTION 6 FINANCIAL MANAGEMENT RECORDS
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i

"hThe records iu this section relate to. the management of the financial affairs

of &the -Goast Guard,

i.e. fiscal travel and supply procedures,

accounting,

. payments and c&&i@s, supply 16giztics, supply services and procurement.

Description of Records

170 . Records created by the Office of
‘Comptroller ; docu~"
menting the organizational development
and administration of the Office of
Comptroller consisting of the following:

a. Official record copy of each
directive/publication issued by the
office with significant background
material.

b. Studies/Surveys conducted by
the 0ffice of Comptroller.'_’

rd

(1) Studies/Surveys vhich resulted
in Coast Guard wide adoption of pollhy or
management program .

A A
A

() Vhich are forwarded to
higher authority and are included in a
formal publication by the higher authority.

(b) VWhich are not forwarded
to or published by a higher authority.

(2) sStudies/Surveys which did not
result in Coast Guard wide adoption of
policy or management programs.

{"ik. Primary records containing formal
policy and procedural issuances and
developmental data on the planning and

 administration of the financial activ-
ities of the Coast Guard; case files
.of mznuals, directives, reguiations,
standzrde etc,

futhorized Disposition

Transfer to FRC when
Offer to NARS when
(.5CFPY)

PERMANENT,
5 years old.
20 years old.

DESTROY, 5 years after publlcat&on
of the study by higher suthority
or when usefulness has been served
whichever is later. »
PERMANENT, Transfer to FRC when
5 years old. Qffer to NARS when
20 years old.  (.5CFPY)

DESTROY when 5 years cld or when
usefulness has been served, which-
ever is later.

PERMANENT, Transfer to FRC when
5 years old. Offer to NARS when
20.years old.. (2CFpPY) -
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Description of Pecords

[72. Background material and develop-
mental data for publications covering
fiscal procedures for appropriated
funds and fiscal procedures for non-
gppropriated fund activities,

§728. Gererzl administrative correspond-

- ence, reports and related material
(excluding primary records above) for

. the varicus activities of financisl

. management not listed elsevhere, '

I?éﬁ. Correspondence files of a routine
administrative or housekeeping nature.

Accounting Records

l?ﬁi— Servicewide appropriations amnd
allotment scatus reports.

a

I?é. Ceneral Ledger Trial Balances,

I SR

suthorized Disposition

© DESTROY. Destroy 20 years after elose

of FY in which issued. Transfer t> FRC
5 years after close of FY in which issued.

DESTROY when 5 years old.

DESTROY when 2 years 01d..

DESTROY = fiscal year ending reports 10

;, years after close of FY; all others 5 r

yeare after close of FY. Transfer to

~ FRC 2 years after close of FY.

DESTROY " '
- fiscal year ending trial balance

10 years after close ¢f FY; all others

‘5 years after close of FY. Transfer

to FRC 2 years after close of FY,

A L_I A~
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Negeript ion of Recordo

?7 Accounting Reconciliation Statew‘A

ments and coptes of supporting documents,

78 Consolidatcd Commissary repotts
anrd coples of stores statements '
-received from Districts.

79. ¢C Supply Fund Financial State-
gents, .

160. Copies of Accounts Current and
Statements of Transactions.

!81.? FHA‘mortgagefinsurance case fiieéf
of terminated mortgages. '

!%ﬁ Reconciliation Statements for
Treasury Cash (SF 654) and work papers.

l$3 Photostat copies of individual
retirement records (SF 2806) for
oeparated civilian personnel,-

[gh FICA wage credit and federal,in-
come tax listings of Military
personncl

135. : Allotment Statue Reports,
Registers of Transactions Allotments,
Obligations and Expenditures.

186.: General Ledger Accounts and
Journal Vouchers.

‘87.:AC105ed Obligation documents;

lgﬁ CIOsod Accountn Payable documents.

DR AW

Authorized DiSpositigp ,"_ v
' tgzg,m?

DESTROY when 3 years old.

E AﬁESTROY fiscal year ending reports or

statements 10 years after close of FY:
“all others 3 years after close of FY,
Transfer FY ending xesortd to FRC 3
Bears after close of’ Fy!
ESTROY fiscal year ending staxementa 10

cars after close of ¥Y; uni.a*harﬁ
ye&xs ﬁgars efter close of FY Tans-
years safter close of Fi.

fDEéTROY when 4 yearSAOId. ‘

'DESTROY 4 years after case files

are closed.

' DESTROY _whené'years.oid.

- DESTROY when &4 years old.

"DESTROY when 50 years old. Transfeﬂ
'to FRC when 2 years old. oo

DESTROY wheﬁ]ﬂ yearsold. Pransfer

to- FRC ' when3 years old.

DESTROY when10 years old. Transfer

- to FRC when 4 years 0ld.

" DESTROY records created prior to Jul ;2
1975 lOyears 3months af er ge
cdvered ¥ ﬁe accoun EETRO records
created arter Ju y 97 years
months after veriod dovere

account. Transfer to ¥FRC 3 years after

ggrﬁgd covered by the account (NCI-ZIT-

DESTROY records created préor to July,

2, 1975 10 years, 3 months efter the :
period covered by the account. DESTROY -
records created after July 2, 1975 6
years 3 months after period covered by
the mccount:. Transfer to FRC 3 years

. after perioc covered by the sccount

HCI-217-76-3).

e
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189, Accounts Receivable documnts@%

1§0. Voucher Schedules with ors.ginal
invoices and suppm'tmg DEPOYE .

l 3. Statement of Pramsactions ,SF-QM&
Account Currept) with copies of paid
voucher schedules, schedules of can-
 c¢elled checks, certificates of deposit,
- - debt vouckers, sllotment listings,
- payrolls and other supporting pepers.

162  Accounts Current of State Depart-
wment Disbursing Officers together with
origm&l invoices and supporting papera V

. 5@3. cbpies' of contracts, purchase orders
: and mla.ted files on accounting data.

@A; Household Goods Shipment Record
(nilitary) {copies).

[@S Unit Comrnlssary and Clothing Reports

)@6 Cross—Dzsbursnxg Statements of
-Transactions '

e

I@? Voucher coples supporting Cross-
Dlsburs:.ng Payments

1

‘@9 Allotment Cont.rols A

« Allotment Documents and Financial
Plans : o

g @Q . (Qash‘ Controls

A0% . Accounting Posting Media

A = TR

Ad3

‘xnuo*u uxopc{"f-tgug ig?? M

years, 3 montha after the period
covered by the account. DESTROY records
created after July2, 1975 6 yeers, 3
months after period covered by the
account. Transfer to FRC after collec-
tion action is completed (HCI-217-T6-3).
DESTROY records crested prior to July 2

- 1975 10 years, 3 months after the pericd
covered by the account. DESTRPY records
created after July 2, 1975 6 years 3
wonths after period govered by the
account. Transfer to FRC 3 years after
pgri(;d covered by the account (NGI-Ql’{"»
76-3

' ,DEST&OY mcords created prior to July, 2

1975 10 yesrs, 3 months after the period
covered by the account: DESTROY records
created after July2, 1975 6 yesrs 3
months after periocd: covered by the
account. Transfer to FRC 3 years after
'pgricid covered by the account (NCI-217-
T6-3
- DESTROY records created prior to July, 2
1975 10 years, 3 months after the period
covered by the account. DESTROY records
created after July 2, 1975, 6 years 3
ronths after period covered by the
account. Tramnsfer to FRC 3 years efter
pgric;d covered by the account (®CI-217~
T76~3 :
DESTROY 3 years efter final actlon.

DESTMY upon separation of member
from Coagt Guard.

) Destroy when 4 vears old.

| Destroy when 6 years old.

Transfer to FRC when 2 years old

vDestroy when 6 years old.

Transfer to FRC when 2 years old

- Destroy when 10 yearsold.

Transfer to FRC when 4 years

Destroy when 10 years old. -

Transf‘er to FRC when 4 years old.

Destroy when 10 years old.

Transfer to FRC when 4 years old.

Destroy when 4 years old.
Transfer to FRC when 2 years old.

TROY records created after July2, 1975
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282. General subject files containing

. correspondence, reports and related -
matters on planning and administration
of CC Supply Syatems. :

ﬂ3 - Interservice Snppo*t ‘Agreements
between CG and other gouernment
&egencies.

ﬁ,@f‘é’- Host /Tenant Agreenﬁents between
- Coast Guard end other government
- agencies. ‘

285. General subject files containing
correspondence, reports and related
matters on CG participation in the
Controlled Materials Plan Program;
District correspondence files,

3@56 . . Contract and. ?rocuremenf Filep:

(a) Prochrement files involving

transactions of $10,000 or less

(except construccion).

- (b) Procurement files"involving
. - construction of $2,000 or less.

DESTROY when |l years old.

:DESTROY 3 years after
date, . ,

- DESTRoY 3:years after
date.

DESTROY when 3 years

DESTROY 3 years after

DESTROY 3 years after

S AL

expiration
expiration

old.

final payment.

final payment.



. Description of Records

',ﬁc) Contract files 1nvolving

' ¢ransactions over $10,000 but
leass than $25,000 (except
construction).

(d) Contract files involving
- construction over $2,000 but
less the $25,000.

(e) Contract files lnvolving.
'transaction of $25 000 or
more.

407. Memorandum copies of Government
Bills of Lading.

1@3» Bills of Lading Registers. ‘

4689 1ssuing office memo copies of
- .passenger transportation requests.

280. Passenger transportation records
(correspondence, household applica-
tions, etc.). :

ﬁl@aﬁ_:frrahsportation request registers,

ﬁi@jl° Repdrts of Excess Personal Pro-
- perty and Boards of Survey covering
- boats, vessels, aircraft and weapons,

483. Reports of Excess Personal Pro-
. perty and Boards of Survey except
boats, vessels, aircraft and weapons.

§1§l$ Unsolicited Contract proposal files.

%5? Monthly Stores Statement.

-1,~ .

s g g+ e s =

FEB 25 «
Authorized Disposition
5”9“7’“‘

L’J)

77

 DESTROY 6, years after final payment
‘Transfer FY block to FRC after 2 years

2 3 Np,JTH‘

DESTROY 6 years after final payment.
Transfer/FY block to FRC when 2

-years old.

e *3 OITH S

.'DESTROY it years’after finél payment

Transfer FY block to FRC after 2 years.
DESTROY when &4 years oldt_
DESTROY & years after final entry on

register.

DESTROY 4 years after period covered
by related account.

DESTROY when 3 years ©ld.

'DESTROY 4 years after all entries

on records are cleared.

DESTROY.20 years after disposal action

.completed. Transfer to FRC 3 years
" "after disposal action completed.

:DESTROY 3 years after disposal action.

DESTROY 3 yearsiefter final action.

DESTROY when 3 years old.

R ——t e . e
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2.56,

affecting CC participation in Pederal
Qataloging program.

ﬁ&? - DOD Fedaral Supply Cataloging
Haterial.

éﬂ%gy Pederz) and Filitary Standards

- . and Specifications Qualified Products

" List including CG MIL specifications
and Purchasgse Desgceriptions,

2@? Concurrences (with or without
Ccomments) on Standardization pro-
Jects and ﬂxmplificaticn studies,

ﬁpf@ Federal them Identification
Guides.

ﬁﬁj Title papers and easements for
CG property.
282,

ﬁkrmits and licenses .

granzed by the Coast Guard. -

2@3 A Qermits and licenses
‘granted to the Coast Guard.

%22%?-’ Boa:ds of Sufvey relating to real
.and related personal property (1and ;
and appurtenance)

DISPOSAL NOT

f; (a) Land and /or appurtenances. ABPROVED
:‘iv
P . (b) Appurtenances. Transactions

of $1 000 or less. '

- (e) Appurtenances. Transactions

7 of more than $1,000 and less chan

$25 000 and over. A .
g {d) Appurtenances. 'Trhnsaétfons

:1: of $25,000 and over.

L Q&"”ﬁf
:4 Correspondence on policy maégzi

" leaves Coast Guard control’ ik

.xthot‘d Disposffdﬁ

DESTROY when 6 years old.
|

 DESTROY Whén superseded by revised
- edition,

DESTROY when superseded or complete
revision occurs. :

. DESTROY when CG is no longer regis-

tered as a user of the item.
DESTRQOY as superseded.

FERMANENT. Transfer to FRC 3 years

after property leaves CG control, ZE?

Offer to NARS 10 years after properqgm
an s

DESTROY 1 year after expiratiom.

DESTROY 2 years after expiration.

PERMANENT. Transfer to FRC 3 years
after completed disposal. Offer to
NARS 8 years after disposal (1CFPY)
DESTROY 3 years after final endorse-
ment,

DESTROY 3 years after final endorse-
ment ,

"DESTROY 3 years after final endorse-

ment .,

" ‘Payroll and Pay Administration Records

Cawm

gt © Deseription of Record

AL Workingfiles of directiver snd policy
.+ making material pertinent to payment and
- claims ac:ivities.'

'u Authorized Disposition

V2R

DESTROY when obsolete or superceded.

MR o &

S 4
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ﬁg6 " Jeckets conteining origimsl a.llot.-
- ment suthorlizatlons originel or copiles
of forms epproving end disepproving of
dependency allotments peid to depend-

tents of active duty military persompel -

epd pertipent informstion.

" @&7. Closed military pay mcor&s of -
ﬂep@ratea wneEbers .

448. Claims files cont@ining claims
for military pey and allowa@ces with :

o Supyorting papera

; iﬁ9 GAO Exception files.

438. Uncollectible over-psyment files.

£5L. Supporting documents submitted
by Eavy Diebursing Officers and CG
‘Authorized Certifying Officers.

2% Schedule of payments (comprehen-
sive machine listings with related
stotistical information) Tor ective and

inmactive duty for training of CG Re-
- g8rVe personnel -

228 Reserve Pay files on deceased
penbers (final Pnymant date .of dgaxh)

. . = g R
RS - - e e i

FEB 25 ia77

DESTROY records created prior to July 2,
1975 10 years, 3 months after the period
covered by the account. DESTROY records
ecreated after July 2, 1975 6 years 3
months after period covered by the
account. Transfer to FRC 3 years after
pgri;d covered by the account (FCI-217-
76-3

DESTROY records created prior to July 2,
1975 10 yesrs, 3 months after the perjod

~covered by the account. DESTROY records

created after July 2, 1975 6 years 3
wonths after period covered by the
eccount. Transfer to FRC 3 years after
period covered by the account(HCI 217-

73-3).
DESTROY records created prior to July 2,

- 1975 10 yerer, 3 mwonths after date of

settlement. DESTROY records created
efter July 2, 1975 6 years, 3 months
efter date-of settlement. Transfer to
FRC 2 years sfter date of settlement
(KCI-217- 76 3) ‘

- DEs ”ROY 5 years after completion of

vaiver,
DESTROY records created prior to 2 July
1975 10 years, 3 months after date of 4

determination of uncollecitbiliuI
DESTROY rgcords crested after y 2, 197°¢

6 yeers, 3 months after date of determina

-tion of. uncollectibility Transfer to

el

riter date of detenmination
reco 8

created prior to July 2
1975 10 years, 3 months after the period

covered by the account. DESTROY records
ereated efter July 2, 1975 6 yeers 3
months after pericd covered by the

‘account. Transfer to FR

pgrio covered by the accoun§8%§CIa£l$r
EEé%&OY records created prior to July 2

-1979 10 years, 3 months after the period

covered by the account. DESTROY records
created after July 2, 1975 6 years 3

ronths after period covered by the
account. Transfer to FRC 3 years after

- period covered by the asccount (KCI-217-

76~3)

DESTROY records crested prior to 2 July
1975 10 years, 3 months after date of
settlement. DESTROY records created

“after 2 July, 1975 o yeors, 3 monthe.

aftor date of settlement.

ransfer to FRc 2 y=ars after

' fdate or settlement. (KCI-2i7- 76-3
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'+ peseription of choré.

ﬁ% ¥eporandun copiee of milite.ry
pavrolle, certification sheets and
fiscal schedules infolwed in mili-

tary mymll pmceeemg.

ﬁﬁﬁ‘ TD Form Wmé "Employee With-
bolding Exemption Certificates,

%é Control Registeré and copies of
change slips on retired payrolls
(military). :

V;i@@.}

Retired Militery Pay Case files.

e
%ﬂg Copies of Comprehensive Listings
‘(civili&n) covering a pay period,

, 2}?? Copies of Employee Service Record
- Record Report. ‘

g&l@ New normal pay listings for re-
" tired military personnel,

3%', Supporting documents submitted
by HQ Authorized Certifying Officers,

@ém%w P KB

:
PR

v

i
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Authorized Disposition

DESTMY when 4 years old.

DESTROY &4 years after Form is super-

v . seded or obsolete.

DESTROY 2 years after issue ﬁate;

DESTROY 25 ‘yea,fs after termination
" of retirement status. or paymend of an
anmuity of benificiaries under the :

gmvisions of the Retired Serviceman's
am Protection FPlan, and Survivors

Benefit Plan whichever is later.
Transfer to FRC 2 years after terminae

tion of retirement or paymept of -
‘eonuity under RSKFPP .and SBP whichever
is Jeter,

DESTROY after 3rd pay period. (10o¢Fp-
Originals are kept by FAA Aeronautical ~
Center, Okalahoma City, OK.

DESTROY on receipt of subsequent

" listings.

DESTROY 6 years 3 months after issue
date. Transfel to FRC 3 years after
issue date.

DESTROY records created prior td July2
1975 10 years, 3 months after the period -
covered by the account. DESTROY records
created after July 2, 1976, 6 years 3 months
after period covered by the account. Trans:

" .to FRC 3 years after period covered by the
~acc01mt (NCI-217-76-3). .

4+

Aeb-9


https://infolved.in
mailto:c@l"titication.abeeta

Ao

]
7

AUTOMATIC DATA PROCESSING RECORDS .
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Data Automation. This table coveéers documentation relating to ob- -
jectives, concepts, policies and plamns involving data automation,
and the design of management and operational information systems,
including equipment selection and evaluation.

ﬁﬁ?ﬁ, Planning documents; master
plan; feasibility studies with
associated charts, and diag:ams

and supporting data.

ﬁq‘g. Documents relating to

planning and preparing for
acquisition of automatic
data processing equipment,
auxiliary equipment and
attachments for existing
equipment; system specifi-
cations, manufacturer's
proposals and evaluationms
thereof; documents relating
to installation of equipment
reports of readiness reviews.

g;f%l Performance evaluation
reports. . '

25}".@1 Beﬁchmérk Teports.

ggg. . Documentation relating
to National, Federal, DOT
and Coast Guard ADFP stan-
dards.

2%9.. Documentation relating
to establishment, review and
_approvael of DOT/CG standard
data elements and represen-
tations.

v

Authorized Disposition
PERMANENT. Transfer to
FRC 1 year after docu-
ments and/or systems are
superseded. Offer to
Archives 20 years after
superseded. (2CFPY)

DESTROY .2 yeafs after
equipment is released.

DESTROY 2 yearsAEfter>per—
formance evaluation.

DESTROY 2 years after in-

stallation of system.

DESTROY when superseded or
obeolete.

DESTROY 2 years after cut-
off or publication of data
elements and representations.
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Automatic Data Processing S?stems Anéw=Rrs

L -

relating o all aspects cf applicatiqﬂ$1;§n¥

. - a Ll
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ef m%m This table covers d.ocumenta.t‘iOn
] qg’elopment operation.

These

include ADP gystems specificetions, applications program manuals, systems
operating imstruction and varioua management elds. .

File deaignation,

Dete system

248

gpacifications .

ﬁ%@ File speei- ‘

ficatvions

280 vser guides

COnsisting of

Documents conteining
definitions of the
system including
functicnel reguirements,
data requirements, date.
requirements, system/
subsystem specifications
request for the systen

and authorized directives:..

Y

definitions of the logi-

. cal and physieal charac-

teristics of eech record
element or item of date

. in the file, including

names and tegs or labels
relative position, form,
format and size of data
elements (record layout)
specification of &ll

codes used, cross refer-~

‘ence code mamel;

security and privacy
restrictions; integrity
and wvalidity charsascter-
istics; update and access

conditions; recording

medium and volume

information which suffi-
ciently describes the
functions of the system
in non-ADP terminoclogy

80 that users can deter- .

nine its applicability
and vhen and how to use

it; serves for the prepare-
~tion of input data and

the interpretation of
results

Which are

a) for a disapproved
“proposed. system

b) for an approved

system for which all

related magnetic
date files ere asuth-
orized for disposal

-¢): for en-approved
“system for which-any

related magnetic

a) for a system for
vhich &ll related
magnetic data files
are sguthorized for
disposal

b) for a system for

“which eny related

megnetic data file
is:'not auwthorized
for disposal .

hendbooks, guides to

date avallability,
and procedures for
querying files

Then

dispose of

one year after
final sction
dispose of one
year after ter-

" minstion of

systenm

maintain with
related msgnetic

data file.

destroy with

final related
ragnetlic date
file

maintein with re-
lated magnetic
data f£ile

maintain with

date systems
specifications

e
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- mation
retriev-
~ al rou-

. Ereseble Media.

L Y TR

printad!!hmﬁ.reporﬁ :
conteining the statis-
tical tebuleiion &nd

~an analysis of the

findings of a study

- or survey including

e narrative descrip-

" tion of methodo-

logy employed
'Series of machine
instructions de-
gigned to re-

trieve. information
from specific data .

 sywtems

‘retentioniof related data'

3) genera,l purpose pm-

- grems

b) special purpose pro-
grems for data flles for
vhich disposal is auth-
orized

¢) special purpose pro-
grems for data files for
vhich disposel is not
suthorized :

FEB 25 157

majintain one copy
with related file
spectifications.

dispose of when no
longer needed
dispose of with re-
lated data file.

ﬁatnﬁain with re-
lated data file

The term"erassble"media refers to tapes, drums disk packs, data

"cells, and olher devicts that store data in an erasable form. The term "dispose

Scratch
tape

- (blenk

i ;.vt&pe) ’

153
ggg Teat

tape

: %’V Initial
V:E data

" of" 1is synonomous with the terms

- temporary mesgnetic

tape used by the
console operators
oy tape handlers
to facilitate

general computer

‘rTuns such &s sort .
and merge runs

magnetlc tape'used
in testing a pro-

- posed system

gedia containing data
ebptrected from source
documents or other

" ‘medis end entered into

system for first time

"seratech',

"erased",

new tape or  tape not
included in a tape
library coatrol or
files vhose retention
dgotes héve expired

a) used by progresmer
for individual run
testing gnd not under
library control

b) system debugging

test data or systen.
apceptence test date
a)uged for updating and
required to support
reconstruetion of
magter file

b) not’ reguired to sup-
Tort reconstruction of
paster file and/or

 ] used as input. for one-
" time study, survey or experiment

e) officially designated
to replace or serve &8
the basic source data in
lieu of the herd cody or
other irut sourse dog-
usent

and "blank.

availeble for im-
mediate use or
reuse ‘

dispose of after
system has been
accepted or discon-
tinued, whichever is
sooner V

- retein until re-

lated program is
discontimed

dispose of after third
updete cycle :

dispose of after raw
data 1s satisfectorily
processed into final or
reduced data.

dispose of im accordance
with instructions ap-
pliceble to the hare copy
or other files dMCL?*ﬁuim,
the sspe process, '
aetion, or cage

e pm o

e o i i S
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256 Intermedi-
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el hd.n_.m.;m

redia containiug cutput |
within or from one run
to & subsequent rum

that manipuletes, sorte,

‘end/or moves data

through the sgystem; in-

" cludes check-point,

- end rerun files

Z7 ) Intoreation

Renformsx-
ted file

ﬁ?

-

ir o .
B2 T
-

T wewe

gecurity in case nester

 ereated for use with
. other computer hard- -
. ware '

 edit, correcticn, re-.
© Ject list,unmatebed

dsta eliminsting erro¥,
b) used in & one«time study

~ or lurvey

&) cumlative index to. -
geientific and technical
publications, and biblio-
grapbhice and other non-
- record materiel

rpedia conteining date
craated by the merging
of prior master filao
vith valid tracsestiem
dsta to ereats & mow
paster £1lo.

podie thet is idembi-
cel in format €o raster
file asd retained as

a) updsted

b) one-time atudy‘orfaurQV
ey o :

file is domaged or
insdvertently erased.

&) created for the speci-
fic purpose of informﬁtion
interchange

m2dis containing
essentially duplicate
date from the maater
data file but which is v
b) of specific application
for agency computer hard-
ware sysiems

af%rupdated system

FEB 25 4w |

.dispose of after

subsequent mag-
netic files that

" contain the

accepted detail
data have been.
created and

. proved satis-

factory

dispose of after
wagter data file
has been proven
gatisfactory

dispose of efter
third update cycle

disposed of aiter
third update
cycle .
dispose of in
accordance with

-gtandards for

disposal of
corresponding

“master file

dispose of as
provided for
related master
data file
dispose of when
determination .
is made that
such format 1s

unrecassary
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'ﬁoherasablé Media. Nonerasable media refers to ADP punched cards,

paper tape, and other nonerasable machine readable media.

ﬁ{é@ﬁ .Source brogram deck and

control cards contain gource
program. :

- ZEL Progrhm'object decks

and control cards.

ﬁgﬁ Job control cards. .

ﬁ@ag Punched cards or paper

2

‘;jég 5;

. written inserts.

e containing data abstracted

from source documents.

. ard’fileé and nonerasable

‘media which has been converted
to erasable media. :

A6-13

‘Authorized Disposition

' Punched cards that contain
original entry data on film or
,(Apgture cards)

DESTROY when no longer
needed.

DESTROY when no 1onger
needed.

 DESTROY individual eards or

sets of cards when no longer

. needed,

Dispose of in accordance
with user's published
guidance.

DESTROY when no 1onger
needed

Diépose of in accordance with
instructions applicable to
the hard copy or other files

- documenting the same process,
- transaction, or case. :



266. Budget Development

" 8ystem (BUDS). This
system processes Re-
source ChangeProposals
(RCP's) into budget re-
quirements, provides for
the analysis and evalua-
tion of specified needs,
updates the file, and
provides reports reflect~
ing the status by each re-
quest, by summary form,
and in various sequences.

267. Personnel Allowance
Listing (PAL). Produce
reports for administering
military personnel allow-
ances; i.e., officer and
enlisted billets by grade

and specialty for all units.

Assists three Persomnnel
Divisions in furnishing

 personnel resources to meet.

their operational commit-
ments.

268. Program Budget~Vessel
Aircraft, Shore Station.
Provides "dollar data' that
is matched with unit opera-
tional data to provide the
Budget Division with opera-
ting costs for ships, air-
craft, and shore stations.

269. Classified Material
Control System. Maintains
. a record of all classified
material at Headquarters
and produces a yearly in-
ventory listing of all such
materjal held by each
Division.

Programs Division

Programs Division

Budget Division

Administrative -

-Services Division

FEB.20.0

Dispose of in accgr&aﬁbé T4

‘'with user published guld-_.

ance.

Dispose of in accordance

with user published gu1d~
ance.

Dispose of in accordance

with user publlshea guid~
ance,

Dispose of in accordance
with user published guid-
ance.

“ﬁ

/



System Description -

Disposition

270. Motorboat Registra- Management Support Dispose of in accordance
tion System. The system . Staff o ‘with user published guid-
aids in administering the : ' . ance

numbering of certain un- '

documented vessels ‘which

are required to be num-

bered by the Federal

Boating Act of 1971. . The

file contains 150,000

records of boats register-

ed in Alaska, New Hampshire,

Washington, and American

Samoa. : .

271. Motorboat Accident Management Support Dispose of in accordance
Statistics (MBA). System Staff with user published guid-
provides annual reports of ance.

statistical summaries on
motorboat accidents. Boat-
ing accidents are categorized
according to cause, number,
people involved, type vessels
involved, money involved,
place occurred, and jurisdic-

tion.
272, Boating Safety Infor- Boating Standards Dispose of in accordance
mation System-Campaign . . Division with user published guid-

Evaluation Share of Defect ance.
Notification Subsystem. : '
System aids in monitoring

defect notification cam-

paigns being conducted by

recreational boat manu-

facturers. The system pro-

duces campaign progress re=-

ports, campaign reference

lists, and delinquency re-

ports to facilitate the

monitoring of manufacturer

campaigns.
OFFICE OF ENGINEERING
‘System Description User - _ Disposition
273. Electronic Installa- "Electronic and Navai Dispose of in accordance
tion Change and Main- Engineering Division with user published guid-

tenance (EICAM). Provides
the status of equipment by
CG Unit and failures by

type of equipment.

ance.

M
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$ystem Description

274. Reporting of Federal
. OQutlays by Geographic
Location (OEG). Report-
" ing of Rederal Qutlays by
geographlc location. Pro-
‘vide a semi-annual report
to the Office of Economic
Opportunity, which classi-
fies Obligation and Fund
Accounts by geooraphlc
‘location.

275. Financial Accounting
Integration Data. Devel-
ops a primary source of
financial information for
accounting transactions
involving governmental
funds and resources.

276. Cost Target Reporting

System. This system, an
extension of the Financial
~ Accounting Integrated Data
System (FINAIDS), provides
operating units and higher
management with an analysis
of actual costs incurred as
compared to targets, and

calculates measures of per-

formance.

277. District Interim
Accounting System (DIAS).
This system mechanized the
accounting procedure.. Re-
ports, printed on terminals
are primarily for district
use. Certain summaries are
also sent to HQ to provide
an overview of the unit's
activity, to enable Coast
Guard-wide reporting and
reconciliation and to pro-
duce a historical record

of all financial transac-
tions processed.

iCekgr goﬁ?ﬁomm

Financial Management

Staff

Accounting Division

Accounting Division

Accounting Division

FY I T JER-RE RYE - A SRR I P2 T Bt
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Disposition

Dispose of in accordance
with user publlshed guld-
ance.

Dispose of in accordance
with user published guid-
ance.

Diépose of in accordance
with user published guid-

ance.

Dispose of in accordance.
with user publlshed guid-
ance.




System Descrlptlun . o User

ii"

Supply Loéizgmg ¢ 3

Division

278. Plant Property -
Reporting System. This
system provides an interim
plant property system for
the Cape May and the York-
town plant property officers.
A master inventory plant
property file is maintained.

279. Supply Logistics=Phase
II (Buoy Body Inventory
.8ystem). Supplies an annual
inventory of buoys by type
for each buoy support base.

Supply Logistics
Division

Properfy and
Resale Division

280. Real Property System.
Supplies an inventory and
management type report on
real property holdings owned
by or leased to the Coast -
Guard.

Information Systems
Division

281. Project Analysis and
Control System (PAC).

Provides a tool for manage-
ment to control the cost of
systems development and pro-
gramming, measure performance,
control all projects, report
progress, analyze actual pro-
gress and costs in comparison
to planned, maintain a history
of projects and costs, deter-
mine work load and employee
availability and take correc-
tive measures.

282. FIS Job Accounting

System. Specific information
about each system and its pro-
grams is maintained and pre-
sented via reports to enable
the various levels of manage-
ment to control and coordinate
the day to day operation of the
Information Systems Division.

Information Systems
Division

283. District Disbursment and 5TH District
Check-Writing System. This is

an adjunct to the District

Interim Accounting System. It

provides facilities for moni=~

toring and reporting disburse=~

ments and for printing Vendor

payment checks.

et e e ek ean ¥

¢
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Dispose of in accordance
with user published guid-

ance.

Dispose of im accordance
with user published guid-
ance.

Dispose of in accordance

" with user published guid-

ance.

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance. )

2 Povm



System Descript.d . ) ﬁ%

284. District Plant Property.
This system maintains control
over personal property by
custodian. ‘Fields include
unit, custodian, building
number, room number, decal/
~allowance/serial number,

FSC, allowance quantity and
item name. ‘

285. District Subhead
Managers Allotment/
Allotment by Quarters
System. Provides facili-
.ties for maintaining an
allotment by Quarters file.

286. Simplified Unit
Requesitioning and Follow
Up (SURF) System Support
Program. The two support
computer programs print
MILSTRIP requisition data
on form 1348.1 and inter-
pret the Advice Status Code.

287. District General
Ledger. A sub-system of the
District Interim Accounting
System. It maintains each
district's General Ledger
by editing transactions,
adding new accounts, chang-
ing descriptions and data
elements, deleting accounts,
updating the General Ledger
with new transactions and
producing a Monthly Trial
Balance Report for the
District and Headquarters.

288. District Milstrip
reformat. The Military
Standard Requisition and
Issue Procedure is part of
the Interim District System.
It is the financial account-
ing procedure for bills re-
ceived by the districts in
their overall MILSTRIP oper-
ation.

, §
5TH District

- BTH District

All District
Comptrollers

Office of "f" in
each District using
a computer terminal

Office of "F" in
each District using
a computer terminal

A 7

AFT

1 2

: |
PRSI

isposition - N _
Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published. guid-
ance. '

Dispose of in accordance‘
with user published guid-
ance :

Dispose of in accordance

‘with user published guid-

ance.

Dispose of in accordance
with user published guid-
ance.
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System Description

289. Standardized Aids to
Navigation Data S&stem '
(SANDS) Phase I.. Designed
to provide accurate and
timely assistance in the
administration and. manage-
ment of the aids to naviga-
tion mission. The primary
objectives are to standard-
ize aids to navigation
equipment terminology, in-
crease the amount of servic-
ing data collected, and re-
duce the data entry effort
on the part of the servicing
units.. It is a District
oriented system, utilizing
District data processing
terminals.

290. Simplified Aids to
‘Navigation Data System
(SANDS). System for the
administration and manage-
ment of the aids to naviga-
tion mission of the Coast
Guard districts. Informa-
tion gathered includes unit
work reporting, equipment
failure, aid replacement
data, aid station servicing
data and equipment inventory.

291. Hazard Assessment
Computer System (HACS).

This system is the automated
portion of the Chemical
Hazard Response Information
Systems (CHRIS). The system
consists of a Chemical Proper-
ties File, an edit/update
module, a series of hazard
assessment models and a report
generator,

292. Pollution Incident Report~ Miarine Environmental

ing System ITI (PIRS). Gener-
ates a data base of pollution
incident, response, and en=
forcement data. Satisfies the
standard pollution Information
reporting requirements and
provides a data base which can
be used to study the effectiv-
ness .0f the pollution enforce=-

OFFICE.OF MARTEBY

Aids to Navigation
Division :

Aids to Navigation
Division

Aids to Navigation
Division

Protection Division

K,

FEB25 1577

Disposition

. ‘Dispose of in accordance
with user published guid-

ance.

Dispose of in accordance’

‘with user published guid-~

ance.

Dispose of in accordance
with user published guid-

. ance.

PERMANENT .

a. Transfer any - ‘
historical files of records,
deleted from the data base
to, the National Archives
when no longer needed.

b. Transfer the data
base to the National Archives



 OFFICE OF PERSONNEL

System Description

293. Civilian Personnel
Accounting System. A
personnel record is maintained
for each civilian employee.
All units submit copies of for
forms SF-52 and SF-50 to HQ
where data is centrally coded .
for computer input. The file -
supplies the data needed to
meet Department and minority
personnel reporting require-
ments. Does not include the
payroll function.

294. Military Personnel
Accounting System (JUMPS)
Contains comprehensive data
for each active duty officer
and enlisted member. The

" 8ystem will provide, personnel
management reports, payrolls,
leave and earning statements,
financial accounting and
find management reports, and
other intermal control and
audit reports.

295. Retired Pay and
Personrnel Accounting System.
Produces monthly pay checks
for. retired military person-
nel, tax data information
on magnetic tape for the
Internal Revenue Service,
W=2 tax withholding informa-
tion forms to members, pay-
roll change slips, and
personnel statistical reports.

296. FICA-W-2 Wage Reporting
(FICA-W2). Provides a balanc-
ing and reporting system for
"active duty personnel at
districts and HQ ‘units;
establishes direct input to
the central FICA-W2 system;
Provides FICA and income tax
data; assists in adjusting
payments made on estimated
matching funds to the Social
Security Administration;
prepares magnetic tapes for

the Social Security Adminis-
tration, Internal Revenue

BRAF

Civilian Personnel
Division -

Personnel Support
Division

Personnel Support
Division

Personnel Support
Division

 FEB25 1y

Disposition

Dispose of. in éccordance
with user published guid=-
ance.

- Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.

Dispose of on accordance
with user published guid-
ance




System Descrlptlon

297. Headquarters Military

. Payroll System. Produces the
semi-monthly payroll and re-
lated accounting information
for all military personnel
whose pay records are main-
tained at HQ.

298. Military Allotment
System. Maintains a current
file of authorized allotments
for all active duty and re-
tired members. Magnetic tape
files are prepared monthly
for the Treasury Department,
where allotment checks and
U.S. Savings Bonds are pro=-
duced.

System Description

299. Operational Statistics
- (OPSTAT). Produces statis-
tical reports on aircraft,
boats, and cutters for each
district. Reports reflect
the activity within current

Coast Guard programs and
represent a bonafide method
for planning, programming,
and budgeting the program.

300. Operating Facilities
Publication System. Main-
tains a master file of all
units. System contains
name, geographical location,
city/state, OPFAC number,
District/OPFAC, remarks,
missions (coded), boats-
aircraft allowance, geo-
graphic code and cutter
specifications.

301, Investigative Case
Control System. The data
base is a five-year history
file of all cases processed
'by the Intelligence Staff.
The file is updated with
cases being opened, closed,
changed, or deleted. Re-
ports consist of case list~
ings according to certain
selectinn criteria and casde

“User,

Persong:%é

DlVlSlOn

%E%gi? T

Personnel Support 
Division

OFFICE OF OPERATIONS

User

Plans and Programs
Staff

Plans and Programs
Staff :

Plans and Programs
Staff

Dispose of in accordance
with user published guid-
ance.

Dispose Qf in accordance
with user published guid-
ance.

Disposition

Dispose of in accordance -
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance. .

o
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System Descrlptlon.‘ D159051t10n

302. Boat Administration " . Search & Rescue ' Dispose of in accordance
and Management Report ~ Division with user published guid=

System (BAMS). Main- . ance.
tains a history of cost and ' o o
maitenance data on all small

boats. The cost data includes

standard construction, and

maintenance costs in three

categories: hull, wachinery,

and electronics. Maintenance

data includes maintenance cost

and man-hours. :

303. Search and Rescue Search & Rescue Dispose of in accordance
Statistics (SAR). Provides Division with user published guid-
statistics for the Search . ance.

and Rescue Division on three
categories of data: Case,
Response and Sortie. Source
data is from the Assistance
Reports in the Districts.

304. | OFFICE OF MERCHANT MARINE SAFETY

System Description User -Disposition
304. Merchant Marine : Information and Dispose of in accordance
Information System, Vessel Analysis Staff " . with user published guid-
Inspection Deficiency . . - ance,

Subsystem, This system is
"to assure more effective
cost beneficial examina~
tion of vessels subject o
to CG inspection. '

IR

305 Merchant Vessel " Merchant Vessel Dispose of in accordance

Casualty System. Provides Ingpection Division with user published guid-

statistical data concerning : ance,
the occurrences of vessel : .
casualties, personnel injur-

ies, death, or a combination ) o

-of the above. i

”‘3067*H§f€hant'$eamén'W"W"”"*“”“*MerCHdht_Vessel Dispose'of in accordance
Locator System. -Maintains Personnel Division - with user published guld-
files on active seamen and : ance.

merchant vessels on active
voyages. - c.
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System Descrlptlon

Merchant Vessel
Documentation Division

307. Merchant Vessel
Documentation System. (MVD)
Provides the capabilities of
updating, maintaining, and
publishing the Merchant

Vessel Register (CG-408) on

a timely basis and to inte-
grate the information and data
handled by this system into
the Merchant Marine Information
System.

OFFICE OF RESERVE

System Description User

‘308. Reserve Persomnnel
Accounting System. A
centralized file that is
used by Headquarters for
management of the Reserve
officer and enlisted
personnel.

Reserve Administration
Division

Reserve Administration
Division

309. Reserve Pay and Point
System. Maintains pay
records and issues pay checks
for drill duty to reservists.
Also includes record-keeping
functions to accumulate the
member's points earmed for
retirement and promotion
purposes based upon his
performance (drills, active
duty for training, and
educational courses).

2/0-320 RESFLYED

. FE82

Disposition’

Dispose of in accofdance
with user publlshed guid-

ance.

Disposition

Dispose .of in accordance
with user publlshed gu1d-
ance.

Dispose of  in accordance
with user publlshed guid-
ance.

s s
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”f-.f,ﬁ‘gSECTION 'r CIVIL 'RIGHTS ‘vRECORDS -

. ';These record reflect civil rights act1v1tles in . the Coast
Guard covering implementation and evaluatlon of programs
Telating to the civil rights of civilian and military per-
‘sonnel and equal opportunity campliance as required by

~ Title VI of Civil Rights Act of 196& and Executlve Order

' 112&6 ‘ag amended. ; : , S,

.

Descrlptlon of Records , Authbrized Digpegition

321, Records created by the Office of o L R TN
-¢ivil Rightg——— """~~~ " docu~ : - ' S : ‘ '
menting the organizational development

gnd administration of the Office of

Civil Rights consisting of the following:

 PERMANENT., Transfer to FRC when
S years old. Offer to NARS when
20 years old. (.5CFPY)

8. Official record copy of each
directive/publication issued by the
office w1th szgnlflcant background
material.

; b. Studies/Surveys conducted by
the Office of CivilVRights. )

ERY .
i . . . Pl

(1) Studies/Surveys whlch resulted
"in Coast Guard wide adoption of pollcy or_.
;management program

e

(a) Vhich are forwarded to
higher authority and are inciuded in a
. formal publication by the higher authority.

- {(b) Vhich are not forwarded
to or published by a higher 2 uthority.

(2) Studies/Surveys vhich did not
result in Coast Guard wide adoption of
policy or management programs.

é%fﬁk General administrative
~ correspondence, reports and
- 'related material (excluding .
. primary records) for the
various activities of civil
. rights..

32“3. Rer'oz'd material of a roﬁtine
adminlstratlve or nousekeeplng
nature. :

Faym
£

DESTROY, 5 years after publication
of the study by higher authority

or vhen usefulness has been served
vhichever is laier. . o
PERMANENT. Transfer to FRC wvhen

S years old. Offer to NARS when

20 years old. (.5CFFY)

“D‘STROY when 5 years old »r when
usefulness has been served, which-
" ever is later.

'Destroy when 5 years old.

‘ Deétroy when 3 yeéfs old.

2=
=
e
)
71
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Description of Records

324 Records pertaining to
contract and Title VI campli~
ance including mediation
material case files and related
material.

325. Records created in receipt
~and processing of complairits
of digscrimination by civilian
employees and military members.

nfasj Civilian Emplbyees'

- (1) civilien Employees
4 offieial Equal Opportunity
i\, - Case Files, as described

“? - by SCFR 713.222

submitted to DOT per above'
'1tan.k

| B; MilitaryVmembers case files
~ - . and all background documents
- . pertaining to the case. :

(2) Copies of case files

Authorized Disnosition

,Destroyv15 years after subject

contractor is no longer active.

- Transfer to FRC 5 years after

inactive.

<0r1g1nal submitted to the

Department of Transportation for
resolution and disposal according

- to their instructions.

Destroy 1 year after final adjust-
ment of the cage by DOT or: USCSC

Destroy 4 years after flnal
adJustment of the case.

A-7-ln
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J7A6. Records of appeals and Destroy 5 years after final
descisions in descrimination ad justment.

complaint cases.

DESTRCY when 10 years old. Transfer to

32%. Periodic reports on pro- |
' " FRC when 5 years old.

gram review and minority
group employment, etc.

328. Seminar Reports. .Destfoy when 5 years old.

BET TURe 330, REpaves
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~SECTION 8 SAFETY PRO

R : GRAMS_RECORDS
. These records relate to the development, im?ie

pisert ' :

atation and admin_  V‘

istration of a safet ' i :

} , ; y program to provide maximum practi :

zﬁesggzgzlgor personnel, eguipment,,and,other resgurce;c?irdiﬁigg‘
7 t Guard is r93pon31b;e,tambr&cing‘thé fields of general

~safety, .f11
s&fety;~and‘1ndustriélysafétj;

Description of .Records

331 , Records created by the . . .
“eafety Programs Division - docu-"
menting the organizational develomment
and administration of R
Safety Programs consisting of the

follovwing: - e :

~ @. Official record copy of each
'direcfive/publication issued by the
office with zigaificant background
‘material. ) -

V,b. Studies/Surveys conducted by
the Office of ~Safety Programs.

L

(1) Studies/Surveys which resulted

 in Coast Guard wide adoption of policy or
management programfz;»v_~ T

: {a) Vhich are forwarded to
higher authority and are included in a

formal publication by the higher authority.

(b). Which ape,nof forwarded
‘to or published by & higher authority.

(2) Studies/Survéysfwhich did not
result in Coast Guard wide adoption of-
policy or management programs.

jjzﬁf Géhera1 a&ministfatiﬁéfEOrre-
'apondence>and releted material

(excluding prﬂﬁary'records);for the

various activities perteining to
the safety program. -

|  ';xQQZf/_

flight safety, surface vessel safety, fire safety, driver

- Authorized Dieposition

PERMANENT. Transfer to FRC when
-5 years old. Offer to HARS when
20 years old. (.S5CFPY) '

DESTROY, © years afier pudblication
of the study by higner authority
or when usefulness has been served
whichever is later. :
PERMANENT. Transfer to FRC when

§ years old. Offer to HARS vhen
20 years old. (.SCFPY) .
DESTROY when 5 years old .or vhen
usefulness las been served, which-
ever is later. '

DESTROY when 5 Jears cld.

w2

]



https://PERl'iANF.NT
https://prov:i.de

%\'

~ Deseription of Records

733. Routine correspondence of &n
- administrative and houselfeeping
nature.

3’3% Original accldent reports and
annual sumaries relating to per-
sonal injury, motor vehicles and
property demage cases.

’33.§‘ Adrcraft accident and incident
ana1y31s reports.

FH0300 basosr

Authorized Disposition

DESTROY vhen 3 years old.

DESTROY whem 3 years old.

DESTROY when 30 years old..
Transfer to FRC when 5 years
‘ old. ,
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. SECTION 9 MEDICAL AND DENTAL RICORDS |

. 7‘ ~ The xfocm.'ds described in this section relate to the development and adminiStfation
B - of a medical care program for Coast Guard personnel and their dependents and
the administration of a health service nrozram for civilian employees,

B

" Description of Records

341. Records created by the Office of
Health Services - docu-
menting the organizational development
and administration of the O0ffice of

Health Services consisting of the
following: (

a. Official record copy of each
directive/publication issued by the
office with significant background.
material.

.

b. Studies/Surveys conducted by
the Office of Health Services.

”

(1) Studies/Surveys which resulted
in Coast Guard wide adoption of policy or
management program o

i
5oy

(2) Vhich are forwarded to
higher authority and are included in a.
formal publication by the higher authority.

(v) VWhich are not forwarded
to or published by a higher authority.

(2) Studies/Surveys which did not
result in Coast Guard wide adoption of
policy or management programs. )

J¢%, General administretive correspondence,
reports and related material (excluding

primary records)e.

343. Routine correspondence of an admine
istrative and housekeeping nature.

ary, Dependents and Retirees

AN
o Fils

1, Mzdical and dental appointmerr;
records (daily)e

A9

Authorized Disposition

PERHANENT. Transfer to FRC when
S ycars old. Offer to NARS when
20 years old. (.5CFPY)

DESTROY, 5 years after publication
of the study by higher authority

or vhen usefulness has been served
vhichever is later.

PERMAWENT. Transfer ito FRC vhen
5 years old. 0Offer to NARS when
20 years old. (.5CFPY)

DESTROY when 5 years old or when
ugefulness has been served, which-
ever is later.

DESTROY when 3 years olde

DESTROY when 3 years olde

DESTROY when 5 months olds

ith D8 Ul
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Degcription of Records

34,45’. Generel correspondence files
relat.ing to Physical E\raluatlon Boardse.

j?’éa Case files of Physical Evaluation
‘Board's proeeedlngs (copies)e

B ‘i'?o Index card of Physlcal
Ev&luation Board cases,

| _‘3#8. Medical Board Reporb

.3’47‘ 9&. Reports of medical examination
~* and reports of medical hlst.orles '
- such as SF=88, SF—93<;

‘ 280. Laboi'at.bry Reports such as
- SF=545a through SF-557q.

; 351. Laboratory records

Aot

R T2

Authorized Disposition °

~ DESTROY when 2 years olde

DESTROY 1 year after final action is

_directed by the Commandant.

DESTROY when 5 years olde

Ao Original report filed in official

'HQ health record. Dispose of with
official HQ health record.
B¢ DESTROY all other copies when 2 years
" o0lde

A. Original report filed in HR heslth

records Dispose of with health' -
record.

~.Be DESTROY all other COples when 2 years

‘~Olde

Ao Transcribe information on to SF-600
and file in individual's health record.

" Bo DESTROY all copies when 1 year olde

. DE‘STROY when 2 years old.



' 383, Fedlcel X-rsys (70mm Yeray film)

/

///

AN
ko
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n et v x L werr . Semth .' 2 .
kN - . sy
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§

3 Official military health. .. .
racord, includes the dental recorde

e

&ﬁ@"Medical x-rays other than those
covered above, x-ray logs or index
records relating to military personnel
and their dependents. These x-rays
consist of photographiec negatives made
with aid of x-rays which are used in

medical diagnosis to locate fractures,

malformations and pathological con-
‘dltlons of tlssue

é&ﬁ%@ Depend@nta‘ medical and dental

- r COrde

o 5% Prosthetic ca.se records such as .

3%5

57,

iﬁternstional Cerﬁiflcate bf »l
" Vaccinstion (PHS Form 731)

NAVMED 952
Prescription fiies containing

- general. alcohol, narcotics and
barbiturates required by military

. personnel and their dependentse

' §%6. Alcohol prescription loge

controlled drug log and narcotic
. prescription loge

x4

: g&@ Records of Public Health .

Service officers detailed to
Coast Guard

76B. Health care and dental records
© for retired military personnel,

261, Reports, logs, and forms not

otherwice provided for and used
. for the asdministration of medical
- activities and in the treatment of
. patients.

"o records

FeR 201977

Rendle in cecordance with
Chapteér 4, Medical Manual., Transter

to NPRC, {MPR) 9700 Page Boulevard
st. Lou1s MO (6) months after - -

seperatlon.
File in individual's official HQ health
Dispose of with off1c1al )-8

health recorde

DESTROY when 20 years old by salvaging.
Transfer to FRC when 5 years old.

- Transfer to NPRC (CPR) 111 Winnebago Sta;

Ste Louls, MOy 2 years after last.
‘activity. BDESTROY 25 years from the
‘date of the latﬂqt document in recorde

Upon final separation from Coast Guard
deliver Certificate to individuale.

" DESTROY when 1 year olde

‘DESTROY when 3 years olde

' DESTROY when 5 years olde

Upon completion of CG assignment, trans-
fer records to: Commission Personnel
Operation Division, Parklawn Building,
Rm: LA-10, 5600 Fisher Lane, Rockville,
MD, 20852 (PHS Disposal Schedules apply)e

Transfer to NPRC (CPR) 111 Winnebago St.,

- Ste Louis, MO, 2 years after last

activity. DRESTROY 50 vears from the
~date of the latest document in recorde.

'DESTROY when 3 years olde

et
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. n?€§§ Log or registers of visits to
dispensariasy first a.ld rooms, and
Health Uniteg o

‘Ao Where information is summarized

Be Where information is not summarlzed

¢lsewhere

;?@Be Health record case files comprising
forms, correspondence and related
pepers .documentirg employee medlcal
historye.

;?éﬁé Prewemployment physical examina-

" tion Health Qualification Placement'v'
Records, disability retirement
exaninatlono

3%?’ Cooles of statistical summaries
and reports relating to employees
. health retained by reporting unit,
and related paperse

j?é%% Reports, logs and forms not

- : otherwise provided for and used for

© " the administration of medical
activities and in the treatment of
patientSo ‘

: «%ﬂ mu mgwm

DRAFT

- the service.

' separatione
" of Federal Personnel Mhnuale) ‘

ek

. . FEB 2“”‘ ﬂ

‘ﬁL

DESTROY 3 months after last date on 1og
or reglster. : _

DESTROY 2 years after date on log
or register.

DESTROY 6 years after date of last

‘ papers in the files

Becomes a. part of the Official Personnel
Folders (SF-66) upon separations from |
May be maintained
separately from the folder prior to .
(see che 293 subchapter 3,

DESTROY 2 years after date of summary

'or report.

DESTROY when 3 years 0lde
J:b" z:l, \- .

O | 2
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" The records in this gection relate ‘Egié%?"tgzmi“ations of the Chief Counsel

in support of Coast Guard programs and records relating to the Coast Guard legis-
lative program, military justice, claims and litigation, enforcement of federal
maritime lews and other laws affecting the Coast Guard and its personnel.

' Description of Records

371. Records created by the Office of
" fhief Counsel , . docu~
menting the organizational development
and administration of the 0ffice of
Chief Counsel consisting of the
following: =

a., Official record copy of each
directive/publication issued by the
office with significant background
material.

b. - Studies/Surveys conducted by
" the Office of Chief Counsel. - .

-~

(1) Studies/Surveys which resulted
in Coast Guard wide adoption of policy or
management program o

() Vhich are forwarded to
higher authority and are included in a
formal publication by the higher authority.

| (b) Vhich are not forwarded
to or published by & higher authority.

(2) studies/Surveys which did not
result in Coast Guard wide adoption of
- policy or management prograns.
'392. Routine correspondence of a gen-
‘eral administrative or housekeeping
‘nature.

273. Files covering claims for and
' against the United States incildent to
operations of the Coast Guard.

374. Files relating to all litigatiom
by and against the United States in
Which the Coast Guard has an Interest.

3275, Formsl Doards of Imvestigotion. In-

' cludes rignificant {oubstantial loss or o
destyuction of property or perconal inp-
3 gnLiEe of Dgtypgnggégigggions-Boards
of Burwvey, and Cesualty Investigations
resulting from motor wehicle, elrcraft,

Authorized'Dispoéitiou‘

PERMANENT.
5 years old.
- 20 years old.

Trangfer to FRC when
Offer to NARS when
(. 5CFPY)

DESTROY, 5 years after publication
of the study by higher authority
or when usefulness has been served
vhichever is later.

PERMANENT., Transfer to FRC when

5 years old. Offer to NARS wvhen
20 years old. (.5CFPY)

DESTROY when 5 years old or when
usefulness has been served, whicn-
ever ig later.

DESTROY when 3 vears o1d.

DESTROY 8 years after close of case,
Transfer to FRC 1 year after close of
case. ‘ 2

DESTROY 8 years after close of case.

" Transfer to FRC 1 year after close o
_case, ‘

' . 5
PERMANENT. Transfer to FRC 3 years
after close of case. " offer

to © gARS 20 years after final
action is taken. (3CFPY) .

. [ ~‘?.
Mir 258 07T
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Description of Records

' 396. Administrative reports including
- exhibitg and final action sheets re-
lating to incidents of minor importance.

377, Applications for patents by cc
personnel and recommendations by the
Chief Counsel and related cerrespond-

“ence and backeround papersefor which
patents not issued.

3;@;.‘ Legal oplnlons as rendered
" by the Chief Counsel.

a. Major opinions concern~
ing substantive decisions which
have far reaching effect or pre~
cedential value

b. OplnlOﬂS other than
those covéred in a., above.

PERMANENT .
10 years old.
20 years old (1 CFPY)

o0
FEB 251977

“Authorized Diposition

DESTROY 4 years after close of case.

. Transfer to FRC after close of case.
ool )

DE§2@QY Destroy 20 years after_ legal

opinion rendered. Transfer %o FRC 10
years after legal opinion rendered.

-~

Transfer to FRC when
Offer to NARS when

. a
PR
»,,.4_(.'

DESTROY 10 years aftexr opinion is
rendered or when usefulness for
reference or research is served,

whichever is later.

379, ( Dosonice) .

ATy % A . o



Description of Records

. Legislative and regulatory flles
a. Legislative history of CG —
roposed legislation.
b. CG prepared comments on other,
:gislation.

c. Background material on items
iblished in the Federal Register and
>de of Federal Regulations.
$91. Merchant Seaman Appeals. Origi-

nals of final agency actions consist-
ing of Cormandant's appeal decisions
in suspension and revocation proceed-
ings against merchant seemen's docu-
ments.

?&2. Civil penalty appeals case;files.

9%93- Navigable waters detefminations
and research mzaterials provided Lty
District Staffa.

384. Courts-Martial Case Files
All General Courts-Martials,

and Spec1a1 Courts 1nvolv1ng Bad
Conduct Dlscharge. ‘

b. Special Courts-Martials other
than those involving Bad Conduct Dis-
charges

¢. Summary Courts-Martial Files.

(1) Courts convened after

5 May- 1950

{2) Courts convened prior
to 5 May 1950.

385. Court of Military Review

Contracts erwels cree Tilec.

P T 0O Les e av ea

See Section K for related data.

»eo NRAET

/ac
after date of final action.
NARS 10 vears after final action.

b.

LD 4avY (U1

Auth’ QD:L-:positiorg EW '\9_”

PERMANENT. Transfer to FRE}S years
Offer to .
(2 CFPY)
Transfer

DESTROY. when 20 years aold.

to FRC 1 year after applicable Congress
ad jurns

C.

ing

'DESTROY.
final action.

Maintain at agency as an actlve work-
file Pestroy when inactive.

Meintain at egency (G-IMI) es an
ective vorking file. Destroy when
inactive. -

DESTROY 10 years after close of case.
Transfer to FRC 5 years after close of
case.

Meintein et ekency (G-IMI) as an :
sctive vorking file end as documentation
of Turther jurisdictional determinetions

PERMANENT. Transfer to FRC 2. years

after date of final action. Offer

to NARS 10 years after final action
(6 CFPY)

10 years after date of
Transfer to FRC

-2 years after date of final action.

DESTROY. 10 years after date of
final action. Transfer to FRC 2 -~
yvears after date of final action.

PERMANENT. Transfer to FRC 2
years after date of final action.

‘0ffer to NARS 10 years after date

*of final action.

Upon completion of review transfer
to appropriate case file and dls-'
pose of accordingly.

DESTPAY 1D weormrs ofier elcss of cose
Tedrsrenr €a FRE otrer close oFf casa

/f\—,{zy'fr\;
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} Thece recards fﬁ}wte to the orgnﬂ‘?“tion and adnlnistLution 01 the Coast Guard

f}ugmqurclul Vesscl Safety Prouram with ultimate respongibilicy for cbe enforcement

"z of navigation and vessel inspection laws and laws ;

poverning safety en structures

Hf@sngect to the provisions of the OQuter Continental Shelf L1nds Act. The records
f~re£lcct_relat10ns with maritime industry, including seamen's organizations, ship
operators, shipbuilders and manufacturers of equipment, etc. on safety matters.

!alf“ A‘ Description of Racords

401 Records created by the Office of
Merchant Marine-Safety . docu~ .
menting the orgenizational development
and administration of the Office of
“Merchant Marine Sarety cons1st1ng of

- the followxng.

a. Official record copy of each
directive/publication igsued by the
office with sigmificant background
material,

b. Studies/Surveys conducted by
the Office of Merchant Marine Safety.

-

(1) Studies/Surveys which resulted
in Coast Guard wide adoption of pollcy or *

mapagement program ' . PO

(a) Vhich are forwarded to
higher avthority and are included in a
formal publication by the higher authority.

(b) Which are not forwarded
o or published by = higher authority. .

(2) Studies/Surveys which did not
result in Coast Guard wide adoption of
policy or management prograins.

%Fﬁ; Generzl administrative corresg-
pondence, reports and related material
- (excluding primary records) from
‘various activities of Merchant Marine
Safety. : i
%ﬂ%. Record material of a routine ad-
ainistrative or housekeeping nature,

Authorized Disoosition

PERMANENT. Transfer to FRC when
S years old., Offer to WARS when

20 years old. (.S5CFPY)

N

DESTROY, 5 years after publication
of the study by higher authority
or vhen usefulness has been served
whichever i? later.

PERMANENT. Transfer to FRC when

5 years old. Offer to NARS when
20 yedrs old. - (.S5CFPY)-

ZSTROY when 5 years old osr when
usefulness has been served, which-
ever ig later,

DESTROY yhen 2 years old.

DESTROY when' 1 year old.

coo g
+ il -
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l’Describtion of Recoxrds
RESERVED

o #@52: Herch#nt Szaman Appeals.' Copies

i

of final agency actions consisting of

. Commandant's appeal decisions in sus-

pension and revocaticn proceedings =
against merchant seamen's documents.
Included ave cross reference files and

‘background material,

g6, Merchanc Marine Industry Training

t

Program records. Contains corresnond-
ence between student and Office Chief

either direct or via the industry
training facilicty.

o0
- EEB2YWIT

Authorized Disposition

- Maintein &t egency es an active working

file (2 LFFY) Destroy when inactive.

A. Hold so leng as individual remains o

~active duty., When inactive status taxas

place, witihdraw fioal report and trans?
it te FRC. DESTRCY when 30 years pld.

B.A DESTROY remainder of file,

AL A
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407. Traveling Inspectovs records con-
sisting of correspordence, reports and
other data related to inspection acti-
vities of Merchant Mariue Safety

405. Ixtra copies of Intecrgovernmental
¥aritime Consultative Crganization (INCO)
documents relating to technical mectings
al which the United States is represented
on matters such as fire protection, sub-
divisions and stabiliry, fishing vessels,
bulk cargos, tonnaze measurement,

of hazardeus materiazls and other
areas for vhich IMCO is responsible.

409.

" 410. Commercial Vessel Case Files.

a. Ceorrespondence and forms relat-
ing to individual merchant vessels on al-
teration, construction, conversica, de-
sign, equipment and inspecticn, plans, -
some "type' approval é&nd dangerous arti-
cles data. :

¢8) Case £11es whlch have
been microfilmed.

(2) Case files which have not
been microfilimed.

b. Loadline certificates calcula~-
tions, annual inspection reports.

(1)  Loadline certificates/cal~-
culations. :

(2) Annwal inspection reports.

¢. Admeasurement case files con-
talnlny plans, forms, related data, ex~
cluding Subchapter T Vessels. )

411.

RESERVED
412.
413. Plans and correcspondence for
“"type" approval ecuipment for merchant
vessels. Included bur filed seperacely
are; ~ : ) .

Saviae La Lf RCﬂt

(cc-190,

carraige
technical

Merchant Marine Safcty Project Files.

Transfer Lo commercial vessel case files

on completion of inspection or r&l&te”

acition. Sce items 10 and 20.  DES
o with related file.

\vl

Maintain at agency as an active working/
reference file. DESTROY when superceded
or obsolete or usefulness has! been
served, which ever is later.

DESTROY 3 years after completion of

project.

DESTROY after vessel case file is micro-
filmed and quality content edit of
micro=-

microfilm is completed. DESTROY

film 1 year after vessel is listed as
lost, abdhdoned, destroyed, or scrapped
(LADS). 1Microfilm in accordance with
FPMR 101-11.5 applying standards for non-
permancnt recerds te be held for 10 vears

or more.

DESTROY 1 year after vessel is lost,
abandoned, destroyed or scrapped.

Separately maintain the certificates and
calculations in the CFA. DESTROY 1 vear
after vessel is lest, abandoned, destroy=
ed or scrapped.

Maintain the annual inspection reports in
the CFA. DESTROY 1 year after vessel is
lost, abandoned, destroyed or scrappzd.

Seperately maintain paper copy in CFA.
Subchapter T adimeasuremont case files
main at MIO's. ODESTROY 1 year atter
vessel is lost, abandoned, destroyed or

re-

gcrapped.
7z
;
&
PDESTRCY 15 vears after

Cappreval. Transfcr to FRQ 3 }cars
tbrulnatloﬂ of ap*“oval
%wzay?\ 5 ycars after to-mination of

»«ﬁof er 2y
appxoval‘

anp voval,

a i

aftcr termin-
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Pfsc,uﬁ'ﬂou oF REco .  AutHodigs dspbcirion F

Lot

€. Enginecerin: houipuent DESTRAY 1 \@:arWlifter termxnat‘cn O L

R v b ILO 16‘ JC”ICS) /ézmt?f ﬂDyFOle . Transfer to F&l 3 years altsr ¥
LR i . . .

tamminaLlon of {.aroval,

 Matel1als ”'\ - 7Y 15 years after termination oF
238 -190 164 weries) T apnroval . Transfer to FRC 3 years after
S S ,termlnatlon uf approval ‘

 AcceptébTé Hvdraulic Com- _;.' DnSLROY 5 years aftwr 1isting is ter1inatcd o

ponents (CG 190) S e (4, e., becomes a standard)
. wﬂterr{nht Doors {Letter of DES%ROY 20 yesrs after manufectuer dis=

 Approval) (CG~190, 163 Series) e€ontinues desiga. Transfer to. FRC when
R R mﬁanfaetuer digcontimues design.

Nuclear Pressure Vessels (Plans DESTROY 20 years after mueclear vesel is

~‘and Let;¢:~of Approval) ~ deactivated. Transfor to FRC vhen ﬂuelgar
L e . YVessel 15 deactivated. e
A2 Boiler'Drawings~(fians and "MMICROFILM after vessel, or

last vessel of a class has
: been completed. DESTROY
’ C . o microfilm after vessel or

Letters of Approval)"

! ~ last vessel of a class has _ ' E
| ) been officially listed as : : ‘ “,g ,
o B ‘ o ' lost, scrapped, destroyed CE

11}
or abandoned

”ressdre Vessels (Plahshéﬁdf' DESLROY 5 years after last activity.A
;“;Letter of ADproval) ' A

‘ Welding and hondestructive Mainnain ax agency as an active @mrking
‘.¢'?Yam1natiop Procndures o file. Destroy when. lnactlve.
' igiE1ech1ca1 nquipment uisting : DrSTPOY when cancel]ed frcn 1lsting. o
oo (ese293) . S
Arfidavits for valves,vfitQ - DESTROY 2 years after termination.

”tings, flanges (Form CG c35A).
VManufacturers' Plan File (alpha- DLSLROY 5 years after review date.
‘betical by manufacturer and :
chrorolozical by date of plan
review;. consists of plan(s) of press-
. ure vegsels and pipxng bystem(s)
componpnt(s) .

Af‘idavicad Manufacturers Gatalog D“STROY after 5 years or on recelpt of

L (CG-190) , new catalog. e

o ®. Unfired Pressure Vessel Data DESTROY 15 years after :
Report (Manufacturers' Certi- , receipt from marine ﬁ?ﬁ?
fication) CG-2936, inspection office (20 ’ o
' : years‘from date of o ' é
- , | “approval),' ey
&A%, Corresvondence of dimenzicns and DESTKOY 5 years after initial submission of 4%
desiga with builders and naval archi~ - design 1if projeet is cancélled. . Merze with ©

.teects for propoced ship building. ' cowpercial vessel case {ile if prciect
Lo B dEVC1QB§d See 1tem 10, OZSTROY with
related ;112. c L
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DQSCfigfion of Records

s

41&. Automated Commerclal Vessel Cas-
vaity File - Automated system contain-
ir:g data relating to vessel casualuies

~as defiped by 46 CFR 4,05,

HE&. Autcomated Vessel File. Automated
system containing certain data elements
which appear on a vessel's Certificate
of Inspection.,

Hérchant Marine Technical Kecords

417. RESERVED. ‘ RN

#48. a. Equipment Approva1'(538 cards)

--6.  CGHQ-10030 flimsy (advance
copy) o

4p®. Ship Structure Committes records
" containing minutes and agenda of meet-

ings, reports, correspondence and ad-

~winistrative papers of 3oint Interde-
’ fpaftmental investigations and meetings.

..". Merchant Vessel Inspectiou Records

420. Merchant Vessel Inspection Files.
Active certificates of Inspection Amend-
ments, Applications for waiver of navi-
gation laws and waiver orders and Divi-
slon Inspection records. Permits to
carry excursion party passenger ship

;g;gg%iégggggég;;!!ged

Q. mFe 231677

Updated annually., Tape maintained

. ‘at agency
for life of Agency.

Updated wmonthly, _Tape raintained

, ﬁt ageney
for life of the Agency.

White cards: DESTRYY on receipt of white
renewal or blue terminatisn card.

Blue éaféﬁ: DIZSTROUY cn receipt of white rein
statement card, ‘

On receipt of anproval vhite card, transfer
to 5 year renewal suspease {ilc; D STRLY en
completion or renewal action. If approvai
is terminated use flimsy to prepare “lue
termination card; DESTXOY on complietion of
distrubution of blue card,

PERMANTNT. Transfer to FRC after 2 fiseal
years. Offer to KARS 20 ™" years after
event, (1 CF?Y) ' :

a. Maintain active records in

- G-MVI CFA. . ,
b. Traqa%y;inactive records to
FRC emdoes vessel becomes inactive.
DESTROY one year after vessel is
lost, andoned,  destroyed or

* scrapped. '

HF


https://prep2.re
https://renew.ii
https://Inspecti.on
https://Merch.?.nt
https://AutN,1ate.cl
https://receipt.of
https://Mercha.nt
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)

Descrintion of Records

’

Qafet) Certificates, keport of Struct-
~ural Failure on Inzpected Vessel, Re=
port of Lguipment Iailure wn Inspected
Vessel, Cargo Ship Safety Certificates,
feport of Traveling Inspectors and

lated papers, létters reportingz change

of stitus of vesselg,

428, RPcports of iaterial Insnectxon,
Forws CG 2301,

432, Annual Summary Reports of
Material lnspection, Form CG-2801,

%23,

Licts of merchant vessels under-

construction or conversion, Form CG=-
Zdul&u
#2%, Letter rzports of loss, thefi, or

transier of custody to another office

of boiler sealing plier dies,

Board cese files

485, Coscaley get up
to investisate major marine disasters
jnn]ndinn HEDET S such thase pertain»

ing to orgaenization of the Zouxrd, pro-
ceazdings, heacing, decisionsz, and the

investizarive report and the Actio
the National Trausportation Safety
Board {(NTS3), together with inquir
exhibits, pioccaruphs and ADP print-
outs, :

425. Casuzalty case files of investiz-
atfocs of marine casualties including
personal injuries containing reports
of marine casvalties and records in-
cluding tranccriptz of testimony, in-
quiries, exhibits, photosraphs and:aDP
print-outs,

427,

Miscellaneous Vesscl Cazualties,

MYerchant Vessel Zersonnel Hecords

(CUbLﬂuinn wf racord ccpy of history of
and shipment and discharge

eadorscnents
of werchant seawmen}.

18 published.

DESTRUY when ! year old.
DESTRIY when 1% yesrs old.
DESTROY when 1 year old.
DEZSTROY when 1 year old.

&. Record copy of investigation report main-
tained at agency as active reference file

b. - Case File-DESTROY 25 years after report
‘Trensfer to FRC 1 year after
report is published.

Transf{er to FRC when 5 years old.
vhen 10 years old.

DESTROY

DiSTTOY when 5 years old.

Adl-§


https://exhibi.tn
https://DESTil.OY
https://elud:f.ng
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L uY

aner

s g b

S5 eion FEB 20 1‘377“

428, dcamen's porscnnel jackets and Trancler to I'aC 2 years aftec last
indexen the: ate, ’ o ‘ digcharvse is added to Jackaet or evidence

of death is receivedwhichever is sooner

. N . . ) o
CATS stier lagh aieci e

DESTROY 50 & ,
i deatit is I‘(?:C(‘ived, whichever

or cvidencs ot
‘ ‘ - is gooner ‘
inal Card Records of licenses - DESTROY 30 years &fter license expires.
reiiant marice cificers con-  Transfer to FRC 12 years after license
o ﬁnd place of bivel, cici- expires.
p and serial number of li- ‘ oo
thare and when {ssved, sus- \

43%. Oriz
“issued to e
taininz st
zeénship, tv
céﬁs@‘anﬁ
pension, revecation, vestoration, re-
newal, notice of f,ll rre in examination
and, record of endovszwment ou license.

» O

on-  DESTROY when 50 years old. Transfer to FRC
e when 3 years old. . i
: i i , ) ‘ ‘ ;

43Q. Orizinal of 3bix
tainiug asvremenis °
masters andy

Sl men et L BN & o o e

H43L. Coast PELMANT ST, Transier to FRC 3 ves aftrer
Judnes Decision and (rd final adiwinistrative acnica. Offer to NARS 20
: years after final administrative action(2CKPY)
an suspension and —> Transfzr £o ¥83 when: 1 y=ar old, DESTROY
al files. Recoerd copy when 25 vears old.
ipi oof slocecGings and re-
4 .

¥32.

revecation 2opa:
<

1G]

. ~ Treasfer to s a'e Jrcket wnen nocice of
deatl. (See item Z28). Otharwise recain i
~ N .

CFA.

433, Disciplinary record card

434, Statistical revorty of marine DESTROY when 10 years old.
investizatioas, bearinzs, siipment and
dischurizs conteiniog recerds of mer-
chant vesszel carscuael actions with
related sumrarics.
435, lBeocord cepy of Harieaal appeal Transfer to YR after Couwnacdant ncolif
Bosvd TQCJrity dearing wirve recovds, holder of dosuusznt orVapﬁlicant for ducus
.stemozraphic tapes or noizs in all ~ that appeal is denied., D 1uu,25 years
cases wiich have vesulied juv ¢

a

oncinued after appeal is denied.
denial for Jort Security Zard ot

incrs Docunent,

#36. Cortificave of Uischar-e to DESTRSY when information is tran
Moercehsos Scancn YC5-715A) svd Records Certificate of ‘s Service
cof Zotve o in Costinuous Discharse Yook - See itam 28, ‘

(CH=7)30,

A-ll-¢

LI
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Merchone Vassal locnd

437. File folders (covering currently
documented VGssels) labeled with current
vessel name, filed alphabetically, and
containing documentation pertalnlng to

designation of home port and correspondence -

‘relating to the specific wvessel.

Files containing .
bacground samterial uvsed in preparztion

of nroceduresz on docunentaticn, irclud-
iag and revuild, and owners-
siiip, , heme port,

chan o ne SETV LG

dacurents,

: h38

“title
and hail
and

Hoiid
mortzanini
vse of

coll-

’\f:iﬂf-;
: . o
lLaauanee ov

fees,

439.
rmation concerning documentation.

&. Precedent files containing
unigue cases apd specific legal de~
eisions.

b. All others

Original reports of Monthly

440, :

Documeniacion Trarserrisna,

LLi. Marine Documents (Llcense, enroll—
ment and licemse, or Register) filed
numerically by official number and cons
taining a copy ofi the award of official
number, original of last surrendered

envation @L.fﬁfﬁr

agsessment of penalties.

General correspondence files concerning
requeats for procedures in effect and info-

‘vessel
Offer to FEARS 30 years after wessel has
.been removed from documentations. (3 CFPY)

RN S UGS SRS PR

PERMANENT. Transfer to FRC 2 years
- after vessel has been removed from
documentation. Offer to EARS 20

(3.CFPY)

.

DESTROY when 10 years old or when

-usefulness has been served whichever is’

sooner.- g - PR

Maintain at Headquarters as an active
working file. DESTROY when inactive:

DESTROY when 2 years old.

DESTROY when 5 vyears old.-

1

PEIMANENT,
has bheen

Trensfer to FRC 72 years ¢
removed from docunentat

document and a copy of the current marine document.

Card incex of official numbers
showing history of vessel.

4.

awarded,

4u3, Card index of bhistory of vessels
by name which have been withdrzwn from
docuaentation.

- Hazardous Materials Reccrds

y7VI¥! S W and dirzetives
case Silt: Racnorounnd manoere
T2 uned in ¢. rulos and

Ma1nta1n§ at Headgquarters as an active!
working file. DESTROY¥ when inactive.

Maintain at Headquarters as an active
working file. DESTROY when inactive.

DESTROY 30 years after. publication.. o

Tranafer to ¥RC 10 years after publication.

Fr,q 22\3 &'i?

-years efter.removal from documentation.

£x
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{iles con="
Tenorts and

, *enolul policies

for transporting chericals and cther

Mdﬁ'
: \..:lhl"\"
o ltlL.; f-

L.rmlcal Zuginerring
carrespondence,
"materialsc on
hazdrdous materials.

486, Certificaticns for dangerous
articles, as ships stores and supplies
‘including pertinent correspondnrce,
"type" ‘approval case files (CG-190).

H44F. Special exvuptions (letter of
exception) for explosives and other:®
dargerous articles including corres-
pondence {case file).

488, Copy of Department of Trans=-
portation Evemptior with concurrence
by Coast and relatvcd correspond-
ence..

AR 450 Casniins.

Gusra

i e ey PR N PRI A

Sa ik anti . R st e

| g?ﬁutho ‘ized Dl*’“ﬂ‘:l"lOl’FEB 25 ‘7977

1

IRn& when duﬂiﬁl&trati”“ neads have bzen

.

DESTROY 10 vesrs after expiration of

'epyroval

‘'DESTROY 10 years afier permit is expiréd
or revoked. Transfer to FRC when permits
xplre or are revoked.

v SR

'DESTROY when expired or revoked.

A 1?2 2


https://p:atcri...il
https://Enginc!r;:r.i.ng

These records descrlée the operational responsibilities of the Coast Guard
as they relate to search and rescue, marine sciences, mllltary readlness,

1nte1119ence and communications activities.

Description of Records

451, Records created by the Office of
Cperations docu-
menting the organizational development
and administration of the Office of
Operations consisting of the following:;

a. Official record copy of each
directive/publication issued by the
office with significant background
material.

b. Studies/Surveys conducted by
the Offlce of Operations.

-~

(1) Studies/Surveys which resulted
in Coast Guard wide adoption of pollcy or
management program _ '

(a) Vhich are forwarded to
higher authority and are included in a
formal publication by the higher authority.

‘ (b) Vhich are not forwarded
o or published by a higher authority.

(2) Studies/Surveys which did not
result in Coast Guard wide-adoption of
policy or mznagement programs.

452. General administrative correspond-
ence, reports and related material’
(excludlng primary records) for the
various activities of operatlon.

‘#£2. Correspondence files of a routine
administrative or housekeeping nature.

484, Special programs project files
consisting of correspondence, re-
~ ports, etc. on administrative ratters
. such as budget, coordinating operat10n~
“activities. :

Authorized. Disposition

PERMANENT. Transfer to FRC vwhen
5 years old. Offer to NARS when
20 years old. (.SCFPY)

DESTROY, S years after publication
of the study by higher authority
or vhen usefulness has been served
vhichever is later.

" PERMANENT, Transfer to FRC when
5 years old. Offer to NARS when
20 years old. (.5CFPY)

DESTROY when § years old osr when
usefulness has been served, which-
ever is later.

Vi

DESTROY when 10 years old.

DESTROY when 3 years old.

DESTROY record material from case
files when 3years old.

WA 25 1977

e - - Y
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Des rlptlon of “eco*ds

Authorized Disposition

%56 Annual Inventory of Operat10na1 . PERMANENT., Transfer to FRC when
statistical report of Cutters , Boats ' 10 years old. Offer to HARS
and A/C : v o when 20 years old. (1 CFPY)

YEF- . pecénvep

458.  pecprcer

©Y5G. dpefating Plans with Change Orders  DBSTROY when 20 years old. Transfer
- L , : - to FRC when 5 years old.
LD, ‘Lonétefm impact or policy studies - DESTROY wvhen 30 years old. Trénsfer
with related material pertaxnlng to . . - to FRC when 12 years old. (1CFPY)

? operatlonal plans.

4090 0 MAR 925 a7y



Deséription of Records

Intelligence Records

qéﬁ. Intelligence files (personnel-
type folders consisting of various.

- intelligence data including.corre~
spondence, reports of investigations
on military and civilian personnel,

 (merchant seaman and waterfront work- -

ers previously sent-to FRC)pursuant
to EO 10173 and 10450 with alpha-
betical index thereto.

Jgfé@ Operational intelligence case
. files containing correspondence, xe-
ports and collected intelligence in-
formation pertaining to law enforce-

. ment, foreign fishing vessels, merchant

.marine vessels, Coast Guard sea
patrols and general intelligence
‘activities within the Coast Guard.

#68. 1ndex cards showing appraval
,and/or disapproval of applications
for Port Security Cards malntalned

. ‘as central control. :

#5@. ‘Records of Port Security Cards
‘«1ssued (CG-3177)

i

. }:; A_'Communlcations Records

Hé§' Communications Summary.

%ﬁ@ Inventories, reports such as
transfer and destruction reports and

. related papers on registered publica-

;  tions used as controls over security

of classified recoxds held throughout

|t the ‘Coast Guard.

4@5 Communication Center copy of
messages sent and received.

@
o ‘FEB 25 1877

Authorlzed Dlsp051t10n

DESTROY 20 years from date of trans-

~fer to FRC. Transfer to FRC 1 year

after date of last action. Trans-
fer will be held in abeyance for any
individuals still on active duty in
the Coast Guard

PERMANENT. Transfer to FRC when 3
years: o;_d,Offer to HARS gbest 15 years
oia. - (2crPY)

* DESTROY. superseded cards 10 years
from date of issue.

jDESTROY 10 years from date of
1ssue/den1al.

DESTROY when 2 years old.

DESTROY. in accordance w1th effectlve
editions of CMS-4.

-

‘_DESTRQY‘when 6 months old.

Y. )



"Description of Records

.
v wedcdendh.

af

‘a‘.{»
| FEB 25 157

Authorlzed Disposition

Search and Rescue'Records B . Enyﬁé"'?‘ .
448, Flag Plot duty offlcers logs ‘of PERMANENT,.‘Transfer\to'FRC when
dally operatlons. ~ § year old. Offer to NARS when
. : ' 20 years old. (.5 CFPY) -
<¥é@.' Correspondence files ceontaining DESTROY when 10 years dld. :Transfef

inquiries from congressional and civ-
-ilian personnel about current opera-
~tional act1v1t1es.

Ya6.

tion Organization files (ICAO) con-
'sisting of manuals published by the
organization, preparation for meetings,
. records of significant meetidgs, etc. .

, lﬁ?y Coples of meetlngs of Interagency
oup for Internatlonal Aviation(IMCO).

'féfﬁgg Coﬁies 6f‘Intergovernmenta1 Maritime
.. Consultative Organization (IMCO) SAR
documents and correSpondence.

&63. Master files of Interagency
ommittee on Search and Rescue (ICSAR)
. Meetings, Establlshment and Membershlp.

lf%. F‘lag Plot Search and rescue case
files consisting of correspondence and
-reports on specific cases which have
‘been retained for their importance for
"historical reasons or otherwise.

Message Situation Report Files.

(0G-3272)

: w%

A351stance Reports.

Copies of Inten ational Civil Avia-.

to FRC when 2 years old.

DESTROY as superseded.

DESTROY when 2 yeafs old; after re-
moval of items of historic value.
(CG policy input)

DESTROY when 5 years old, after re-
moval of items of hlstorlc value.\
(CG pollcy input)

PERMANENT . Transfer-to FRC when
15 years old. Offer to HARS
when 20, years old. (.5CFPY)

Transfer to FRC when
- Offer BEARS
'(.SCFPY)

PERMANENT.
3 years old.
when 20 years old.

]
DESTROY when 2 years old. Remove
"those to be flled with SAR case
flles.

 DESTROY when 10 years old. Transfer -

" to FRC when 1 yeer old.

MAR 251977



Descxlptlon of Records

Aviation - Records (SAR)

4uy.

Aircraft records concerning status,
a551gnments, overh?u]s, IRAN and
) deployment. : ‘ '

448 ,Coples of Aircraft accident and
'~ incident reports submitted in accord--
ance with CG-405.

‘¥?9.< Alrcraft dlsposal documents and
: attached hlstory card.,

. #g0.

Alrcraft Inventory Reports.

' j%@&.' Semi-annual. Pilot and-
Qualification Reports.

%@gw"Ekecntive Flight Schedules.

Executlve Flight Requests and
Eassenger Manifests.,

Surface Facilities Recoxds (SAR)k

4&5@.‘vSAR Cuttervfiles consisting of
;action documents giving brief operat-
ional and biographical history of
each ship with information on building,
- acquisition, commissioning, alter-
atlons, movements and actions,

@$ 85, ‘Shore SAR units, Group offices
and facilities files with copies of
' ‘correspéndencey pictures and related
. materials on the operation of each
.. SAR unit or Group office from
»cestabllshment to dlsestabllshment.

-488. Small boat case files contalnlng
" construction and alteration records
for small boats used by Coast Guard

437 Flles containing correspondence
"with districts and units on usz and -
allowances of small boats.

i
!

when 20 years old.

® e o 5“*7?

Authorized Disposition

@%ﬁ?”@*

‘ DESTROY 3 years after a1rcraft
'leaves CG control. . i

DESTROY when 3 years old.

DESTROY when 7 years old.

DESTROY when 20 years old.

Transfer
_ to FRC when 10 years old. ‘
DESTROY when 3 years - old.:

DESTROY when 3 months old.

v[ DBSTROY when 3 months old.

PERMANENT. Transfer to FRC when
vessel leave CC control. Offer to
FARS 5 years after vessel leaves CcG

. control. (2 CFP?)

Transfer to FRC'wHenr
Offer to EARS
{ . 2CFPY)

PERMANENT .
2 years old.

DESTROY 3 years after boat‘leavee

Coast Guard control.’

DESTROY when 3 years old.


https://movemen.ts
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Description of Records

Marine Sciences Records

488. Reports of oceanographic opera=-
tions and statutory patrol (includes

Internatlonal Ice Patrol Bulletlns and '

- CG Oceanographlc Reports).

439. Maiine Science Cogni-zance Report.
'é%%ﬂ Internationalicivil Aviation °
: Organization forms and reports.

#@ﬁ .CG originated operations plans
~and orders for all special patrols
and operations. :

+ Non~CG originated plans and
"orders for all spec1a1 patrols and
operatlons.

'g@@, ‘Ship files (oceanographic) docu-
: menting construction, acquisition, com-
-missioning, alteration, movements and

. other actions,

%‘;Vf "Enforcement of Laws and Treaties

K

: ?%ﬁﬁes containing requests, authorization

. and related papers on equipment allow-
‘ances for housekeeplng and operatlonal
needs :

%ﬁ%gf High Endurgnce Cutter Ship allowance
memorandums, lists to individual ships
'and listings issued to entire Service

. relating to approved equipment allow-

ances for various types of ships.

High Endurince Cutter Ship allowance

Authorized Disposition

PERMANENT.

W

FFRQ5 T,

B

Transfer to FRC 20 years

after dete of report. Offer to MARS
20 years after date of report.(1CFPY)
) _ , :

DESTROY when 3 yeafs old.

DESTROY when 5 years old.

PERMANENT. Transfer to FRC when

years old. Offer to HARS when 10
yearg old. . (1 CFPY) :

DESTROY when 5 years old.

PERMANENT.

10 years after

DESTROY when 10 years old.

Transfer to FRC when
is no longer a CG facility. v~ *
- Offer to HARS

‘transfer to FRC (1CFPY)

ship

DESTROY 6 months after obsolete or

superseded.


https://acquisiti.on
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). High Endurance Cutter Ship records
id characteristics cards dccumentlng
:atus and movement.

'« Enforcement of Laws and Treaties
icident report and Data report.

b ﬁiiitafy Readiness Records

}. Periodic inventory, status, train-
1g and competition report concerning
rdinance . and munitions (including loss
'}, weapons systems, unit training

id achievement and similar reports

1 readiness training. Reports of
reakage or loss of radiac sets and/

: operational test sources.

3+ Reports on mobilization of re-
lred regular and reserve personnel.

Y3 Sumnmaries of Gunnery and ASW
faining Exerciées.

35 Monthly summaries of operatlons
1 Vletnam

't Ice Operations

é"
3% Ships, files ( Icebreakers) as
3 ELT section above.

e,

A8 Icebreaker Cruise Repnftsn

84§ Icebreaking Report. -

W6 1ty S0 fagstonn

,aé%e!—*eegsﬁee—es—ﬁﬁev-f&e§?¥+~

PERMANANT. Transfer to FRC 25 years
‘after date of report.

Didpi'agq%;tgfoi 16977

TOTYEaTS

Offer to
FARS 20 3) years after date of

" report. (1CFPY)

- sc 4-3-7¢

DESTRCY when 3 years old.

DESTROY when. 2 years old.
DESTROY when 5 yeérs old.

PERMANENT .
‘5 years old.
when 20 years old.

Transfer to FRC when
Offer to HARS

PERMANSNT. Transfer to FRC when ship
is no }onger a CG facility. Offer to
FARS 10 years after transfer to
FRC. (iCFPY)

PERMQNENTQ Transfer to FRC when ship
is no longer a CG facility. Offeér to
EARS 10 years after transfer to
FRC. (1CEFPY)

DESTROY when 5 years old.

- A-lz-¢


https://l'l.A.RS
https://oifeSs9.t2

[ oL
[

' : | - g ' E}%R&&-g? : | FEB 25%2{77

SECTION 313 MARINE ENVIRONMENT AND SYSTEMS RECORDS

These records relate to the management and coordination of marine environmental
protection, port safety and law enforcement, aids to navigation and bridge ad-
ministration activities.

Description of Records ‘ A Authorized Disposition

511, Records created by the Office of

Marine Environment and Systems = docu-
menting the organizational development
and administration of the 0ffice of
Marine Enviroment and Systems con51st1nr
of the following:

a. Official record copy of each ~ PERMANENT. Transfexr to FRC when
directive/publication issued by the S years old. Offer to NARS when
office with significant hackﬂround 20 years old. (.S5CFPY)

nmaterial. - ‘ ) .

b. Studies/Surveys conducted by
the Offlce of Narlne an1roment and Systems.

]

-

(1) Studies/Surveys vhich resulted
in Coast Guard wide adoption of pollcy or
management program )

(a) Vhich are forwarded to ' DESTROY, 5 years after publication

“higher authority and are included in a : of the study by higher authority
formal publication by the higher authority. . or when usefulness nas been served
' vhichever is later.
(v) Which are not forwarded | PERMANENT. Transfer to FRC when
to or published by & higher authcrity. ' 5 years old. Offer to NARS when
20 years old. (.5CFPY)

(2) Studies/Surveys which 4id not DESTROY when 5 years old or when
result in Coast Guard wide adoptlon of usefulriess has been served, which-
policy or management prograws. ' * ever is later.

" $12. General administrative corres- DESTROY when 3 years old.

pondence files (excluding primary
~records above) from various activities
of marine environmental protection and
ports and waterways activities.

&43. Correspondence files of a routine - DESTROY when 3 years old.
administrative or housekeeping nature.

$'/Y. Reports, summaries and routine DESTROY when 2 years o e
correspondence from other agencies ) AR lﬂ gE’??

a - e mn o e
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.'5/5'; Message reports of vessel movement.

S/ 6. Aids to navigation mester 'files

, conslsting of applicationz and

- " puthorities granted to them by the
Commandent with supporting papers,
charts apd photographs for estab-
liebment, change or discontimuence
of aids to mavigotion.

aal o’

&. M&JOﬁAAidG

S17. DMAHC Notices to Mariners concern-
_ ing changes to aids to navigation.

' 5’!8.' Local Notices to Mariners concern-

ing changes in aids to navig_ation
forwvarded from CG Districts.

'/1 e e — ]

DESTROY when © months old.

- PERMARERT. Transfer to FRC when -2¢
years old., Offer to HARS when 20
yeers old (1 CFPY). .

P ¥

DESTROI when 10 years old,

DESTROY when 5 .years old.

M
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. Description of Records , 7 Authorized Dlsp051tion :
Sl9. Monthly reports furnishing,teoh~' '~ DESTROY when 1 ) R 4L |
. , , year old., . ks
nical data, etc. on loran stations , . FEB 25 197? ‘

and compilations.

S20. Monthly compilations of reports - DESTROY when 1 year old.
~on loran stations. ’ ‘

E,Hf i Coples oY ) ) ‘
S21. Light lists of aids to naviga- DESTROY when 25 years old.

tion; bound_ copy.

S22 Light lists of aids to naviga- PERMANENT. Transfer to FRC when
tion, loose-leaf master light list = 15 years old. Offer to NARS vhem
with sources of information for .25 years old. (2 CFPY) V
correction. _ V et

S

™ ‘

S52%. Copies of reports of International | DESTROY when 3 years old.

Marine Pollution Prevention Conventlon -
Violations. ‘

éﬁ&%. Permits for bridges across navi-

gable waters (case files).

52&& Drawbridge oper&tlon regulatlons’

(case files).

|
,5 , , ‘ .
$26. Obstructive Bridge (case files).

£279. Deepwater Port License Applica-
tions. '

$28. Deepwater Port Licenses.
 §49. Copies of American Bureau of
Shipping Classification for Single

Point Moorings at Deepwater Ports.

S 36. Proof of Bonding for Removal of
Deepwater Port Components.

52 - Deepwater Port Environmental
Impact Statement.

S22 Annual report to Congress on
. Deepwater Port Act. )

PERMANENT. Transfer to FRC 1 year after

completlon of the project. Offer to HARS
10 years after completion of project (3CFPY)

Destroy 2 years after bridge is made a

- wiixed bridge" or bridge is removed from ..

waterway. Travster to FRC when 5 years

© old.

DESTROY 2 years after bridge is removed’

“from the waterway. Transier to FRGC 10

years atter alteration.

PERMANENT. Transfer to FRC 1 year after

" permination of license. Offer to RARSS year:
after termination of licemse (1 CFFPY)
PERMANENT. Transfer to FRC 1 year
after termination of license. Offer to
HARS 5 years after termination (1/10 CFFY)
DESTROY 3 years after port license
is terminated.

DESTROY after port components removed.

DESTROY 3 years after termination
of license.

PERMANENT. Transfer to FRC whsn
5 years old., (1/20 CFPY) offer to KARS
'sgsn~20.ysa;n old.



Deseription of Records

J33. Report of Deepwater Port 0il
Throughput.

_fg@ Report of Deepwater Port Casualty
or Accident

535, Report of Sabotage or Subversive.
Activity at a Deepwater Port.

536

‘Deepwater Port Operations Manual.

SEf-

o ﬁgtﬂ‘bs#@gﬁdlw

F“’?N'T

DESTROY when 3 years old.

Letters cf Personnel Qualifications
. for Deepwater FPorts. :

Authorlzed Dlsposﬁfoﬁ 25 g??

DESTROY when 5 yeéfs old.
DESTROY when 5 years old.

DESTROY 3 years after termination
of employment

PERMARENT Pransfer to FRC 1 year after
port license terminated. Offer to EARS
5 years after termination. (1CFFY)

A-13-3
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The regords described in this section"Felate fo the planning and administration of
persondnel programs for military (Coast Guard and Coast Guard Reserve) and civilian
p%rﬁonnel{ The items are grouped as follows: Military Personnel Records (General)-
M?lltary Training and Education Records - Military Personnel Services Records - o
Civilian Personnel Records) - Military Recruitment Records.

Description of Records

M . -

541, Records created by the Office of

(7 Persomnel ~docu-
menting the organizational development
and administration of the Office of

o Persorinel consisting of the .- .
following: :

a. Official record copy of each
directive/publication issued by the
office with siguificant background
material.

b. Studies/Surveys conducted by
the Office of Military Persomnel.

-~

(1) Studies/Surveys vhich resulfed
in Coast Guard wide adoption of policy or
management program ., S E

(a) Which are forwarded to
higher authority and ars included in a
formal publication by the higher authority.

(b) Vhich are not forwarded
to or published by o higher zutherity.

(2) studies/Surveys which did not
result in Coast Guard wide adoption’of
policy or management programs.

$424. General administrative correspondence
(excludirnig primary records above), covering
personnel administrative activities.

S43. Routing correspondence of an admin-
istrative or housekeeping nature.

‘5y$" . Studies, estimaties, repo;ts‘and
related material on the adminsstration of
funds.

Authorized Dispositioh :

-~

PERMANENT. Transfer to FRC when -
5 years old. Offer to WNARS when
20 years old. (.5CFPY)

DESTROY, & years after publication
of the study by higher authority
or when usefulness has been served
whichever is later.

PERMANENT.  Transfer to FRC when

5 years old. Offer to NARS when
20 years old. = (.5CFFY)

PESTROY when 5 years old or when
usefulness has been served, which-
ever is later.

DESTROY wher 10 years old.
: '

DESTROY when 3 years old. _

" DESTROY when 10 years old.

MAR &w. L4
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J $. Proceedings of officer personnel boards . PERMANENT. Transfer to FRC when 10

-for promotion/demotion with relsted papers. years old. Offer to NARS when 20
{Selection Boards Investigations) ~ years old. (5 CFPY)

Jﬁ?B. Records pertaining to the administration PERMANENT. Transfer to FRC when 10
of the Permanent Uniform Board and mainr years old. Offer to NARSwhen 20
tenance of Regulacions. . ’ years old. 5 CFPY)

J47. Military personnel service records Transfer to NPRC (MPR)
including medical folders and fltness report  St. Louis 3 to 6 months after dis-
folders, sexrvice record cards. » ¥ charge, death or retirement., - .r

S4¥8. Personnel rosters showing location and
status of personnel at Coast Guard units.

a. PMIS source documents end roster DESTROY- 'I‘ransfer to FRC 1 yesr &f‘ber ¥

created subsequent to 1 October 197h date.
' d&te.

J49. Service number index logs and registers. Ma.ln‘taln at agency as an active work
file. Destroy when inactive. a

S.6B Identification cards for military ' DESTROY '"turned-in" ID cards upon
- personnel and dependents with related : issue of new card. File Forms DD-
= Application Froms (CG-4Cll and DD 1172). - 1172 in military personnel files

and dependents' case file.



Descrim:iox.f l.ords

531 Record of Identification Cards S%&??

Issued (CG-3133) (Military).

S82Z. Original eligibility lists and
authorizations for advancement in rating.
and proficiency pay.

F§3. Servicewide examination results
with supporting documentation for career
advancement.

,ﬁ’ﬁlﬁ’. Listings and related material on
approved personnel retirement.

$55. Enlisted Transfer Orders issued by

' Headquarters.

SF6. Officer Summary Records (CGHQ-
4255) on individual officers.

J$&7. Records and related corresyondence
relative to the Reserve Awards Programs.

S48. Correspondence documenting personnel
action on app01ntment promotion, retire-
ment etc. ‘ S

Training and Education Records

J$9. Training and course materials related
materials (case files) including Volunteer
Training Unit and Aviation Training records

5 &%. Requests for end-of-course examination

‘J8}. School -and training files containing
correspondenae, reports and related papers
on CG and Navy schools, the Institute,
training aids and courses. ‘

~5€2, .Individual applicatioﬁs for post-
graduate, petty officer and other refresher
or short courses.

J?éﬁ. Reccrds of Boards of Visitors to the
‘Coast Guard Academy.

~ .

E@Wﬂ Records of CG Adv1sory Committee to
the Academy consisting of minutes,
correspondence, reports, lists of personnel

amd »malarad mokardiala

BT Lo L

..1th.zed Disposition

.,p=-7£=
(]
25 'e;,fé

DES’I‘ROY when 6 years old.

'DESTROY when 25 years old.  Tran5fer

~ to FRC when 5 years old.

DESTROY when 25 years 0ld. Transfer
to FRC when 5 years old.

DESTROY of CG Reserve (inactive)
results when 2 years old.

‘DESTROY when 3 yefrs old.
DESTROY when 5 years old or earlier
if needs have been met.

DESTROY when member is removed from
active duty..

DESTROY when 5 years old.

DESTROY when 5 years old.

DESTROY when 5 years old.

DESTROY when 1 year old.

DESTROY when 5 years old.

Transfer to
service record on non-selection
or completion of training.

PERMANENT. Offer to HARS when
20 years 0ld. (1/10 CFPY)
PERMANENT. Offer to MARS when

20 years old. (1/10 CFPY)



‘Description of Records gj}
A 5%5&?’ T

d;ﬁﬁi Officer Educational Record (CG-4082).

' : '

Jﬁééé Requests for Procurement of materials
and services for officer: and enllsted
training and procurement.

gﬁ?%?. Conformed copies of Navy PostGraduate
School Contracts.

géﬁ SF-1080 copies with supporting
papers covering reimbursements for
all types of aviation training. )

4ﬁ§§% Cdpies of requests for reimbursement
for monies expended for required tests,
copies of University invoices for books
and supplies, approval correspondenCE, etc.
. (

Mllltary Personnel Services Records

RESERVED

|

z

1

b
T

i

T

_,,.-1

! 1
3
, :

: L
\, i

J7L-

Claims files of correspondenceﬂénd

related papers pertaining to decedent affairs-

of deceased military and former nghthouse
Service perSOnnel.

‘JS?ﬁL Claims files of correspondence and
" ‘related papers on military personnel
rembursement claims,
« Card file containing summaries
of claims processed by the office.

;J§$4.. Agenda and minutes and general
documentation of CG Board of Awards.

"§85. Case files of copies of individual
-~ citation and awards, actions by Board
of Awards and the Commandant;
general documentation information.

§86. Register of recipient of

_ Lifesaving
Medals.

" NARS when ‘2(¢) years old.

3 €3 by
Authorlzed D1$p0515£;n)

&
L

s
sf,.dx. :

File original in service
record.

DESTROY office copy when 2 years old.
DESTROY after 2 yéars for off-duty
training; 5 years for full time r
resident training; 3 years for pe
personnel procurement requirements.

" DESTROY after 3 years if utilized
- by CG; end of FY for others.

DESTROY when 3 years old.

DESTROY when 3 years old.

DESTROY 5 years after death of
member or death of survivor receiving
Retired Serviceman's Family Annuity.

DESTROY 5 years after date of claim.

DESTROY when disestablished.

PERMANENT. Retain at HQ, .Offer to

- (5 CFPY)

DESTROY upen seperation from CG or
CGR.

PERMANENT,

Offer to NARS whcm20
years old,

1 CFPY)

A2, 3
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§%3. Case files on approved plans, policies,
programs, projects and procedures concerning
military discipline including clemency,
mental incompetency appointment of trustee/
guardian, and remission of indebtedness.

Interagency agreement and case files

on approved plans, policies, programs and
procedures concerning dependents' identifica~
tion cards, recreation and morals, movies
and 1nter-serv1ce vports competion.

£38.

R f’”)’ L N

.539. Case, subJect planning and control
-and legislative history filles on military
and civilian personnel security boards,
programs, p011c1es and procedures.

Arém Slgnlflcant and substantive information
-in individual civilian and military personnel
‘securlty flleS-

.S'gi Atomic Energy Com;russion Clearance
: Record Cards.

@ﬁ. ‘Case, subject, planning and control

files on approved family hcusing projects

with correspondence and memorandums con-
.. cerning the program, other than items
.contained in item 1 of this section.

Military Recruitment Records

583. Officer capdidate file containing
copies of application in the appointment
in the Coast Guard, interview reports,
medical examination reports and related
papers.

58L .

ment in the Coast Guard,
papers.

5 . :
5¢ Used examinations and answer

N e 3 4 13 - 8 -
shaets with qualification tests.

DRAFT

‘DESTROY when dlsestablrshed

Direct Commission Programs, Application
Files containing copies of applicantion for appoint- a.
interview reports and relsted

;}iii
Authorlzed Disp s:FtIDrQS 197?

DESTROY 5 years after disestablished

DESTROY 20 years after obesolescence.
Transfer to FHC Y years after
obsolescence.

DESTROY 5 years after termination

of employment or retirement except
DISPOSE Gf investigating and non-
significant informatioun in accordance
with DOT Order 1630.2.

DESTROY 1 year after termlnatlon of

¢learance.

DESTROX at Headquarters when 20
years old.

a. Selected Applicants-File in
Official Personnel Folder.

b. Non Selected Applicants-Destroy
6 months after deadlines date
for class which applicant is
made.

Selected Applicants-File in
Official Personnel Folders.

b. Non Selected Applicants-
Destroy 1 year from date of
board by which considered.

TESTRAY by hurning or shredd

. RN
3 Ol

3 b
ding whon




Déscription of Records

596 “Correspondence files with the
public on officer procurement
programs.

$ @87 General information files on
recruiting and enlistment.

53@ Periodic reports of enlistments
,received from districts.

58 ¢ Reports and forms used by examiners

in accounting for examination books or
certifying that examinations were given

4in sccordance with instructions. .

540 RésERvED

SV .‘,. e T .,Mv;;.. v“
. FEB 251977

Authorized Disposition R

DESTROY when 1 year old.

DESTROY. when. 2. yeaxs. old.

DESTROY when.3 years old. "

DESTROY when 3 years old.
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SECTION 15MARINE SAFETY COUNCIL

‘fThese records relate to the Coast Guard regulatory system, administérgd

by the Marine Safety Council and include items of a publlc and non-.

i;public nature.

Descrlption,Of‘Records

591, .Records created by the ~
Marine Safety Couneil | " docu~
menting therrqaniz;t’onal development
‘and administration of the . ..
Marine Safety Council consisting of

the follow;ng.

4

a. Official record copy of each
directive/publication issued by the
office with significant background
material.

'b. Studies/Surveys conducted by
the Office of Marine Safety Council

-~

(1) Studies/Surveys which resulted
in Coast Guard wide adopt:on of policy oxr
managemﬁnt proaram..

i -
L. - N PR

(a) Vhich are forwarded to
higher authority and are included in a
formal publication by the higher authority.

(v) VWhich are not forwarded
to or published bty a higher authority.

(2) Studies/Surveys which did not

result in Coast Guard wide adoption of
policy or management prograws.

;_4??2, General administrative corres-

_ pondence, reports and related material

(excluding primary records)

’ qf?g Record materlal of a routine
administrative or housekeeping
nature

\ :

Authorized Disposition

PERMANENT., Transfer to FRC when
5 years old., Offer to HARS ‘when

20 years old. {(.S5CFPY)

DESTROY, 5 years after publication
of the study by higher authority
or vhen usefulness has benn served

whichever is later.
PERMANENT., Transfer to FRC

when

5 years old. Offer to WARS when

20 years old. (.SCFPY)

DESTROY when S yvears old or when

usefulness has been served,

ever is laier.

DESTROY when- 3 years old.

DESTROY when 1 year old.

WAAR DR 077
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b, ’ .
ST4. Rulesﬁ.‘ regulatlons and directives

files with background material used
in preparation of rules and reg-
ulations published in the Federal
Register and/or CG issuances.

- §98. Records and transcripts of public
hearings held by Marine Safety Council
and written comments received con-
cerning proposed regulations.

é. Records of meeting of Marlne
Safety Council. :

597. Records of Marine Safety.
Council Advisory Committee con-
sisting of decision making cor-
respondence, Committee Agenda &
Minutes of meetings

- $98. Printers' copy, galleys and
page proofs of CG marine safety
publications.

‘»Jaﬁﬁﬂwﬁvéﬁﬁﬁkwmuay

Adslo O

Au+Hnr17ﬁd Dﬁcnﬂq* on

DESTROY when 20 years old. OIransfer

vhen 5 years old.

PERMANENT.

Transfer to FRC when 5 years old.
Offer to EARS when .20 years
old. (1.5 CFFPY) ‘

PERMANENT. Transfer to FRC when

5 years old. Offer to EARS when
20 YLbiad g dd,

PERMANENT . Transfer to FRC when

3 years old. "Officer to NARS when

20 years old. (2 CFPY)

DESTROY at time of next revision
of publication or when declared
obsolete.
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SECTION 16 ' Civilies Peorsomnel Records

Coé.ét Cuard civilian personnel réeords relate to the su l n
pervision ove

and manegement of Pederal Civilian Employees. This Schedule coverZLr

the disposition of &all official Pergomnel - folders of civilian employees

end all other record relating to eivilian personnel.

,DESCRIPTIOE OF RECORDI " AUTRORIZED DISFOSITIOR

601, -
RESERVED
602. Correspondence and subject DESTROY when 3 years old.
files relating to the administra- R -
tion and operation of personnel

_ functions et District offices
or Headquarters units lewvel.

' 503_{' ‘Correspendence, reporte end
‘related material em eivilian traine
ing exd service awards pmgr&m’

DESTROY when

LELA Lo I it o vm e o g e o ———

Cdow,

Individual employee £1les on DESTROY 2 years after eompletion
' tmining of traming : .
Certif‘icate files (requests . 'DESTEOY after inspection require-

 9'405
for certificates end certificates
of eligi‘bles) ,

£ﬂ6 Notification of personnel
actions-Joum&l '

= 5g7 Health improvement and health
'benefits programs and reports.

608 Personnel folders excluding
~(8) folders or groups of folders
- gelected by the Fational Archives;
- (b) folders covering pericds of
“ - employment terminated prior to
© Jepuary 1, 1921; end (c) pepers
"~ on the left or the so-called -
"temporary" side of the folder,

_which are suthorized for disposal

a - by -Generel Records Schedule 1,
v_ite@ 10. _ ‘

ments (by-Civil Service Commission

or Coast. Guard) have been met.

DESTROY when 3 yrars old or after
inspection requirem,ntl have h.en met.

DESTMY when 3 years. old.

(a) See Chapter 293, Subchepter
2, Federal Personnel Mamual for
‘1n8trucﬁions relating to folders
of employees. transferred to
enother agency. (b) Transfer
folders of separated employees
t¢ inactive file on separation

- in eccordance with the Federal
Personnel Manual, transfer
folder-to WPRC, (CFR), St. Louis,
Missouri, 30 days after eeparation.

(oom.')

}* lip‘r “,‘:.‘-’?
e/?‘n {..c“ v 8

10
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" DESCRIPTION OF RECORDS

'éaﬁ ' Service Record Card (Stendard
. Fbrm T or its equivalent)

&.. Cards for employees separated.
or tranasferred on oF¥ before
December 31, l9h7.

b, <Curds for employees separated
:or transferred on or afte*.

Jenuery 1, 1oi8.

6&@ Correspondence, letoem, and
- telegrams offering appointments to
potential employees. -

681. Certificate files, consisting
of: . o
_&. Requeats for certificates
of eligibles.

b Certificates of eligi'bles.

612. Emplojee record cards usedvfor

“informational purposes ocutside per-

“sonnel offices (such s SP T-i).

®® .y,

AUTEDRIZED DISPOSITIOR

(b) (CORT) DESTROY T5 years after
birth of employee .or 60 years
after date of earliest document

" in the folder if date of birth

cannot be ascertained, provided
employee has been separated or

- retired for st leest 5 years.

Prensfer to. NPRC, (cm), St.

 Iouis, Missouri.

| DESTROY 3 years after year of

employee 's separation or transfer
to another agency..

(a) If appointment is accépﬁed;

- destroy immediately.

(b) If eppointment is declined:
(1) Return to Civil Service

.Cammisxion with reply and epplication,

i? neme wes received from certificate
of eligibles;

(2) Pile inside application, if
offered es a result of applica-

" tion Por temporaery or excepted -

appointiment and dispose of in
eéccordance with provisions in
item 15; (3) All others; dispose -

- imediately.

DESTROY 2 years after date of -
cergificates. :

'DESTROY 2 years after date of
'certific&tes.

DESTROY or trensfer to enoth@r
egency or bureau or en separﬁxion

. of amp&oy@e ) -

A-16-2
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DESCRIPTION OF RECORDS

_613, Position descxriptions.

61k, Employee imterview recoxdis.

- _
615. Duplicate cese files of
performance rating boards
~of review, copies of vhich

. have been forwarded to the

‘ Civ’il Sewice Commaission.

616 A1 copies of correspondenee
. and forms nsintained es
‘ temporary records on the
- left side of the Officiml
. Personnel Folder in accordance
- . with the Federal Personnel Manual,
- Chapter 293, and Supplement 293-31.

 617. Position identifecation strips,

used in service control file (such
as Standard Form T) to provide

- sumpary data on each pos:!.tion
oecupied :

618. Incentive avards csse files.

619. "Reports pertaining to t!ie
"incentive nwards program.

620. FRotifications of personnel
-eaction; exclusive of those in
Official Personnel Folders.

gical file comies,

- r"hmao
g {uce booohie

Lo T3
§»§f"_~ =

b, A1l other copies. |
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'RORIZED DISFOSITION

DESTROY one COpYy 5 yeu |
efter position is _&bo]jishad or
deseription is WT; '

{b) DESTROY other copies vhen
position is sbolished :2 gerip=-

' tion iz supsrzeded.

Flasce in imactive file on trensfer
or separetiocn of employce end

" gtart. m:pew iuschive £11s every
6 eonths p DESTIOT Simetive file

6 months eftex 1t 1g closed. If
£31ing arrapgement differs froam
that suzgested herein, BPESTROY
toeords 6 months sfter tramsfer
or separation of employee.

DETROY 1 year after completion of. cese.

__IEEQ'EROY on- transfer to aoother

agency (except in & transfer of
functions), separation of the
‘euployee, or when 1 year old.

: prov:Ld:Lng purpose has been served.

" DESTROY vhen position is cenceled

or new strip is prepared.

- After closing case transfer to

inective closed file-and destroy
2 years after closing.

‘ Dﬁmx'when 3 years old.

DESEROY when 2 years O1d.

DESTROY when 1 year old.
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DESCRIPTION OF RECORDS

£2).. Applications for euployment
and related papers, excluding
(a) records relating to appointments
end requiring Senatorial confirmstion,
end (b) applications resultiig in
eppoiutment £iled in the Official

- Personnel Folder (covered dn item
1 of thie schedule),

, _
622, Statistical reports in the
~ operating personnel office.

623. Correspondence and forms in
cperating persommel offices
relating to irdividual employees
rot malntained in Official FPersonnpel
Folders end not provided for else-
vhere in this schedule,

a. Correspondence and foixms

relating to pending personnel
actions.

b. Retention registers (including
card files and related papers)
from vhich reduction-in-force
ections have been'taken.

c. Retention registers (including.
card Piles and related papers)

- from vwhich mo reduction-in-force
actions have-been tsken

d. All other correspondence forms.

624, Copies of document anlicated
- 3in Official Personnel Folders and
, not provided for elsevhere in this
_ schedule.

6€25. Records releting to individual
employee operation of CGovernmsnte
owned wvehiclses, including driver
tests, euthorizetionm to use, safe
Griving aveards, end reianed .. -

AUTHORIZE) DISPOSITIOR

DESTRIY upon recipt of

Coasi Guexd report of

revigy inspection or vhen 2 years old,
vhaichever is earlier, providing

the requirements of Chapter 333 ’
Section A=k of the Pederal

Personnsl Msouad are observed,

DBTROY; when 3 years-old or efter next
program-reviev whichever is later.

DESTROY when action is completed.

DESTROY vhen superseded.

DESTROY 6 months after file
is c¢losed or 6 months after date .

of document

DETPOY 6 months after file
is closed’

DESTROY 3 years after separation

of employee Or 3 years efter

after rescission of euthorization
to operate Gowmemtwomed vehicle,

<5 -R Y
vialchover, s itz earller.
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§26. FKceords crssted in receipt
end proceesing of compleirts of
discriminetion by employees or
epplicants for employmsnt with
Federsl Civil Service. -

8. Offiecial Egusl Esploymznt
Opportunity Case Files, as
deseribed by 5 CFR Tl1l3.222:

1) Hhen case & resolved
within sgency or origin

2) ¥hen case ie resolved .
by U.S. Civil Semce .
Comniseion; or-a U.S. Court;

b. " A1l other copies of ERD
complaint case files or duplicates

of documents pertaining to case files
vhich &are included in files reteined

under Item 26(a) sbove;

c¢. All background documents
pertaining to the case but pot
included in case files reteined
under Item 26(a) above;

627. ‘position Management
Studies.

628. 1Inspection Reports of
Position Management.

629. Position Classification
Appeals. :

A

(43

DESTROY L years efter final
final edjustment.

The official case file

is retained by USCSC accoxding
0 their records control
pchedule.

DESTROY 1 year after final
edjustment. '

DESTROY 3 years after final
ed justment.

DESTROY when 5 years old.
DESTROY when 5 years old.

DESTROY 5 years after position
is abolished. Transfer to FRC
3 years after close of case.
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