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REQUEST FOR RECORD::;. -1$POSITION AUTHORITY LEAVE BLANKr j (See Instructions on reverse) JOB NO. 

NCl - 26-76-2 
TO: GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 DATE RECEIVED JUN S 197G1. FROM (AGENCY OR ESTABLISHMENT) --DEPARTMENT OF TRANSPORTATION 
NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 

u. s. COAST GUARD 
In accordance with the provisions of 44 U.S.C. 3303a the disposal re 
quest, including amendments, is approved except for items that may 
be stamped "disposal not approved" or "withdrawn" in column 10. 3. MINOR SUBDIVISION 

u. s. COAST GUARD HEADQUARTERS 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. 

h�l-77 (,-. .Jo.>. _.,.M (J - t J 1 

Mr. Jim Doran 426-2365 Dare A re hi,·isr •!( the lJ 11ited S 1<1/cs 

6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of z o page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
D A Request for immediate disposal. 

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

ITEM NO. 

E. TITLE 

Chief, Management Analysis Division 

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

The attached proposed Coast Guard Comprehensive Records 
Control Schedule No. 1 for the disposal of records main
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. All Coast Guard elements will be 
advised to contact Coast Guard Headquarters, Paperwork
Management Branch, for disposition of any such records. 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

RG 26 677 i terns 

STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
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COAST GUARD COMPREHENSIVE RECORDS CONTROL SCHEDULE NO. 1 

INTRODUCTION 

1. :iT'unction of the Records Control Schedule. The records described ih 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 3ct6)
� 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 Headquarters. 

2. Application of the Schedule. 

a. Tbe records described in this Schedule are grouped by category of 
record. Material need not always be identical to that described but must·doc
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 categories such as Boating Safety, Engineering etc., 

offices are not restricted to a particular section if more appropriate provisions 
are found elsewhere. 

b. Provisions of the Schedule are manciatory. Material scheduled for dis-
posal on specific dates may not be destroyed prior to that date unless proper
authorization has been obtained 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, ii\which case the Federci.l 
Re�ords Center will obtain Coast Guard co�currences prior to _destruction of 
the records. 

--------··- -··-
. t.• d. 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. f•' Records directly pertinent to litigation, investigation or exception by 
the General Accounting Office or internal auditors jmay not be destroyed until 
all action is complete. It should be stressed that disposal of any record 
before the retention period has expired is unlawful. 

Ie. t The disposal instructions for the records described herein assume 
.1.. • l , . . " . t- • • . •t.uat al operat1n,g req111rerr1en t:s .h.a ·ve bec-n con11).11etj with 1" e., pc,st1ng or 
e:r>tries have been 1nade origirals:,i- ,! � h"'ve�· been p:.o""' 1c+-ed as ..... �. '--4 ;,-, .. �·.1.•c:LL -•rl l.. _.:' ,:�1:1;-�---------'-J-... ' c;. ... .1. 1..·c"' 1.- c.. •.__.. J...;J'

priate operating instructions and no obvious 
Jo. 

errork have been made in filing
permanent or long retention records with records /of temporary value. 
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NOE' 
SECTION 1. Administration and Management Rccords •••••••••• i., A;J,-L � 4,3 

Sr:.CTION 2. Public a:1d International Aff :iirs Records •••••••••• l-�-1_ 2..- I 

A-3-1 z.-b. SECTION 3. Boating Safety Records••·••·•••••••••�•··••·•••••• Q-.J.Sd1:ii&411,' 

A-4-1 I ISECTION 4•. R-:!searc:l and Development R':!corc!::; •• ., ••••••••••••••• 

A-5-1SECrIO?'i 5. E...,9i'!"'l,:�cti:19 Reco=ds ••••••••••••••••••••••••••••••• - 65 
SECTION o. Fiscal, Accounting and Supply Records•.•••••• � •"'A--6-l /6 l . 

. SECTION 7. Civil Rights Records •••••••••••••••••••••••••••••• --A-7-1 / .7 

SF.CTioN·8. Safety programs Records ••••••••••••••••••.•• ,.•• A�B-1·"' c),j 

Sl:.CTION 9. :-tedi'cal Records� •••.••••••••••••• � •••••• • • •••••••• .fr� 

A-10-1 Z. I SECTION 10. l,cg�l !?ccor 1Js ••••••••••••........... D • • • • • .• • ••.

A-11-1�ECTION ll .. �-�'..!:rchc:a.l1t �J"l�inc Safety h�co:-:-ds. ••••·· .••••••.•••••• -.,. en.i

�··crrc"'" ,,., ,...J ·,c- .. -� ,·1- --� ..... ,.,,"'.1.···-.., - .... ·,cc.).,.'. A-12-1.. .J..n"'-i.. � � .. �1,U ?'\.\.,;c..,......, ,.1\..w.:::- :-.. ·... .;,:.:,, ... , .-� J..G.• '·• .,(;.:>• • • ,  • ••• • •••••• • • • • •· _xn 

·"'·sECTJo;-113. r.;.:\l:in,:: r:.,viro�,,!h"?nt and Systems •..•••••••••.••••••••• A-13"' l, _5,fJ. ,.;. 

SECTION 11�. Pcr�onncl Records ............... ................... ... ;. �lftsl 

J/Sl:C'ITOit 15 ;-la!'ine Scf tey Council .......................... � _ 

SEC'I'ION 16 Civilian Personnel Records•••••••••••••••••••••A-16;!, 

• 4 
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coMPREHEt}RA:ii'fcoNTROL SCHEDULE NO. 

These records of special staff components relate to·the development and admin 
istration of over-all policies, programs and procedures for the Coast Guard 

• • 
COAST GUARD 

'SECTION 1. GENERAL MANAGEMENT AND ADMINISTRATION RECORDS 

including certain internal administrative functions. Specialized records re
lating to engineering programs, merchant marine safety, etc are covered in other 

Coast Guard and not covered under items 

sections of the Schedule. 

Description of Records 

1. Documents created by special staff 
divisions at Headquarters relating to over
all management and policy adoption of the 

Authorized Disposition 

final report or when usefulness has 
been served, whichever is later. 

2. General administrative correspond DESTROY when 3 years old. 
ence files (excluding primary records 

13 or 14 of this schedule. 

a. Studies/Surveys 

( 1) Management Studies Files. 
One rec,'.)rd copy of each feasibi.lity study, 
management improvement study/survey, and 
other stud,ies made to evaluate Coast Guard 

work papers. and background files. 

programs and proposed programs. 

(a) Final Report 

(b) Interim and Feeder Reports, 

above) from various activities for the 
administration and general management 
of CG affairs. 

3. Record material of a routine ad
ministrative or housekeep�ng nature. 

4. Congressional Relations Files 

a. Correspondence, memorandum.reports
and associated material pe�tainin� to 
relations with Congress concerning sub

P:SRNANRNT. Transfer to FRC 5 years
after publication of the Final Renart. 
Offer to NARS when 20 years old.(lC�N) 

DESTROY 2 years after publication of 

DESTROY when 3 years old. 

PERMANENT. Office of origin record copy.
Transfer to FRC when 10 years old. Offer 
to NA.RS when 20 years old. ( 1 CFPY)

/ 

stantive Coast Guard Programs. 



. 
justification relating to the financial 

Budget estimates with interna� a. 

requirements of the Coast Guard. 

- • 
�EB 25 ,ert 

Authorized DispositionDescription of Records 

b. 

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) 

b. Work papers, cost statments DESTROY 3 years after close of fiscal year
and rough data accumulated in prep covered by the budget.
eration of annual budget estimates. 

c. Apportionment and reapportion DESTRO¥ 2 years after close of fiscal year.
ment schedules, proposing quarterly invCl\fed 
obligations under each authorized 
appropriation. 

DESTROY 6 months afteri Project working papers including back-. 
final action on projectground materials studies, analyses, notes 
report or 3 years afterrough drafts, interim reports and and related 
completion of report if nopapers pertaining to management projects, 
final action taken.exclusive of documents covered by items 

1, 4, and 5 above 

__,/' 

\ 

All other Congressional corr
espondence and extra copies of 
documents listed in a. above. 

i. Coast Guard Budget Files 

DESTROY as follows: 
(1) If signed by the Commandant or Vice 

Commandant retain for one year after 
member leaves congress then' Des troy. 

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



-
FEB 2 5 i977 . fa!\Description of Records DR1JfT,. Authorized Disposition 

.. 

16. Files, correspondence and research 
papers relating to formulation and pro
mulgation o� ''USCG Regulations 11• 

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

8. Organization M3.nuals 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 
authority to the Commandant. 

13. Originals of Coast Guard direc
tives, sig
nificent background and printed copy. 

14. Publications (original of Letter 
of Promulgation,

significant background and 
printed copy). 

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

18. Record folders on forms author
ized for Coast Guard use, with back
ground authorization and printed
copies. 

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

DESTROY when 5 years old. 

PERMANENT. Transfer to FRC 1 year
after superseded. Offer to NARS 20 
years after superseded. (1 CFPY) 

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) 

PERMA�'ENT Transfer to FRC when 5 
years old. 
years old. 

Offer to NARS when 20 
(1 CFPY) 

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

PERMANENT. Transfer to FRC 1 year
after superseded. Offer to NARS 20 
years after revision. (lCFPY) 

DESTROY individual form copy when 
form is cancelled or superseded. 

DESTROY 1 year after form is obsolete.· 

DESTROY 2
1 

discorit1nued. 
(r---'s_, 

years after report is 

\ 



f
E
B 25 l9l1� -

Description of Records 

20. Working files and background mate
riaJ. used. in estabJ.ishing procedures 1·or 
records management, correspondence and 
filing systems. 

21; ·-Records -a,rs·posib.on···files.. includ-. 
ing descriptive inventories, disposal
authorizations; schedules for retire� 
ment of records (case files). 

22. Statistical reports of records 
holdings. 

23. Backgr<)und material relating to 
revisions o:f telephone directories and 
military personnel directories. 

24. Files containing shipping and 
receiving documents,. imientory control 
records, space and maintenance material, 
procurement requests for services and 
equipment and other related papers on 
the stores and services functions at 
HeadqWlrters. 

·25. Records relating to requisitions 
. for printing 

26. Files pertaining to planning,
standards, costs and related technical 
matters concerning printing and publi
cation of CG material. 

27. · Correspondence and related papers 
on administration and operations for 
printing, binding, duplication and 
_distribution of CG issuances. 

28. Records pertaining to accomplish
memt of job, containing requisitions 
and related papers exclusive of re
quisitions on the Public Printer and 
records on services obtained outside 
of agency. 

29. Copies of tabulations and statis
tical reports prepared for operating
divisions by data system services. 

• 
Authorized Dispositi�n 

DESTROY 1 year after publication of 
resultant procedures or when obsolate. 
or superseded. 

DESTROYwhen obsolete or superseded. 

DESTROY when 3 years old. 

DESTROY 3 months after issue of 
new directories. 

DESTROY when 3 years old. 

DESTROY 2 years after completion or 
cancellation of requisition • 

DESTROY when 2 years old. 

DESTROY when 3 years old. 

DESTROY 1 year after completion of 
job. 

DESTROY when 2 years old. 

30. Studies of specific applications DESTROY 5 years after completion of 
of data processing and information study.
retrieval techniques. 

11-1-1/ ...... : 
------------· 



Description of Records 

31. Copy· of Coast Guard pfdtion of 
DOT Annual Report submitted to the 
Department of Transportation and re
lated feeder re�orts. 

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 �nd supporting 
papers. 

34. Official Penalty Mail Reports. 

35. Audit Records 

a. General Administrative 
corresponde'.lce (exclud:i.ng
primary records listed below) 
on audit activities conducted 
at Headquarters, District 
offices, Headquarters units, 
afloat and ashore activities. 

b. 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 lttth pre-
-jarfiig-Coast Suero reply to. osif'. 

36. Correspondence pertaining to 
Privacy Act Requests. 

a. Accounting for disclosures. 

b. Master log of requests. 

• 
Authorized Disposition 

DESTROY 1 year after year in which 
DOT Annual Report is printed. 

DESTROY 2 years after submission 
of report. 

DESTROY when 2 years old. 

DESTROY when 2 years old. 

"DESTROY" when 5 years old� 

"DESTROY" Coast Guard action office 
copy when 10 years old providing that 

recomnended actions have be�n completed. 
"DESTROY" other copies when 3 years
old. 

"DESTROY" Coast Guard action office 
,copy .wheJl· 10 y,ears.·ql4t�viding that 
recommended actions have been completed.
"DESTROY" other copies when 3.years old. 

DESTROY in accordance with the disposition
inst�uction for the relat�d record or �hen 
5 years old. Whichever is longer. 

DESTROY when 3 years old. 

https://exclud:i.ng


( 1") 

("2) 

DESTROY wen 3 years old. 

44 . Documentation initiated by the 
U . S. Coast Guard cons is t ing o f  U . S .  
D e legation Repor tse, minutes of mee t

ings and re lated ma terials pertaein
ing  to internat.ionael mar it ime c·ergani
zat ions conc erning U . S .  pos ition and 
repres entation of various confe rencese. 

SECT'N - Ub �.f·\:.U '\ �) �l1£1�{�ATJOa., A F .RS HECORDS 2 &LI'fi. ?e
1J 

. F � B 2 b \�.77 
These record s reflect the development and administration of Coast Gua rd prol;r-ams ,  positionsand relations in pub l ic and inte rnational aff a i rs 

De sc ript ion of Records 
� 1 . Records crea ted by the O ffice o f  
Public and InternP.ti. :mal A ffairs cbcu
mentinf{ the organizational development
and administration of the Offi'ce of 
Public and International Affairs consisting
of the followine;: 

a. Official record copy of each 
directive/publicati on i ssued by the 
office with significant background
material. 

b. Studies/Surveys conducted by
the Office of Public and International 
Affairs. 

Studies/Surveys which resulted 
in Coast Guard wide adapti::m of policy or 
management program in the area of public 
and international affairs: 

( a) Which are forwarded to 
higher authority and are included in a 
formal publication by the hir;her authority. 

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

Authori zed Di sposition 

Fc��'I"u\HI::!,J"P. 'Pransfer to FRC when 
5 years old. Offer to NARS when 
20 years old. (."5CFPY) 

DSSTROY ,  5 years after publication 
of the study by higher authority 
or when usefulnes s  has been served 
whichever is  later. 
P3ffi.1ANENT.  Transfer to FRC when 
5 years old. Offer to NARS when 
20 years old. ( . "5CFPY) 

Studies/Surveys which did not D3S'l'ROY when 5 years old ?r when 
result in Coast Guard wide ado"9tion of usefulness has been served , which
p -::,licy or management pr;,gr-ains .  ever i. s  later. 

ff� General administrative correspondence, reports and related material (excluding prlmary records above) for the various activities of public and international affairs. 
1./'8.  Routlne correspondence of a generaladministrative or housekeeping nature. DESTROY vhen 3 years old.  

PERMANENT. Transfer to FRC when 
5 years old. O�rer to KARS Yhen 
2� years old. (l/5 CFPY) 

t/5". International Association of Lighthouse PERMANENT. Transfer to FRC wen Authorities records containing minutes and 5- years old. Offer to NA.RS whenagenda of Executive Committee meetings ,  '.'......-20 Years old. (1/5 CF.PY)e. 
\reoorts . corresoondence and administrat ive '',,l p e ;, ,-,-- .+-., ' • •• '! .• .. .. ..
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Description of Records 

-

, . 
- · - . . ..- .. -c . � , _  ·_.Authorized De_spo si tionµti'tJf 

4 6 .  �.!aster file s of photographs and PERMANEi'Te. Offer to NARS to years old .  
slides of CG activities arranged by ( 7  CFPY) 1 . /\
subj ec t and presenting principally a 
pictoral history from World War II to 
the present includ ing separate files (3v,.k � i,,  d'..;, Y"wS- l.
of unreleased pic ture and negatives 
of unreleased pic tures - the original _:J:" V\I\ • (tJ tJ9J 12.G \ ( N ,y) 
negative and a captioned print for 
each black and white image and the ..::r, � .  \.l Sc.6t . (o - --z_.o - �7R, J
original color transparency or color 
negative, a captioned- print, and an 
inter-negative (if one exists) for 
e·ach color imagee. 

a .  Duplicate prints of items Destroy when usefulness has be served . 
abovee. 

47. Historical files consisting of PERMANENT .  Offer to NARS when 20 
significant background material used years old . ( 1½ CFPY) 
to consolidate historical information 
into a published volu�e and the 
published volume . Published volumes 
generally consist of Commandants 
Bulletins, Coast Guard �gazine,
Highlights of CG operations such as 
Deep Freeze, Vietnam, Coast Guard at 
War etce. 

...-. - -, -·- �- 1 ., ... , • .., -
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Authorized Disposition 
FRC PERMANENT. Transfer to 

Off-,r to �old-� i.11. ea 10 �Ut.11 
wen 20 years old (4/5 CFPY) 

Coast Guard' s participation in inte rnational 
blcentennlals ,  etc. and national expositions , 

0

-
·�-

• - - • 

relf.� n ? § ", ;A1- -, ,.,. ,,;,.. � u':li ,
·.1. •�.;,,-�. '!.�-

'-' 

• . -

DR -r. m:.i:iT. 

�- vescriptlon of Records 
,S t. Master press release and release

distribution files.  

'/9. -Correspondence pertaining to the PERMANENT. Tra.w'll:fer to FRC wen 
3 yesre old . Offer to WARS vhen 
20 yea.rs old. (2  CFP'!) 

5G · Correspondence pertaining to exhibits 
shown at Boat Shows, Fairs, etc. 

5 1 .  Radio, Te levision , and Motion 
P icture Productions . 

a .  Mot ion pictures - the 
original negat ive or color origina l 
p lus separate opt ical sound track, an 
intermediate master positive or dupli
cate negative plus optical sound track, 
and a sound proj ect ion print for each 
motion picture . 

b .  Sound recordings - the master . 
tape , matri.c or stamper, and one d isc 
pressing for each convent ional mass
produced multiple copy disc recording 
and the origina l tape for each magnet ic 
audio tape recording . 

c .  Video recordings - the or iginal 
or the earliest generation of each 
recording or a kinescope of the record
ing . 

d. Finding aids and product ion 
documentation - existing finding aids 
such as data sheets, shot lists, cata
logs, indexes, and other textual docu
mentation necessary for the proper
identificat ion, retrieva l, and use as 
production case f i les or simi lar f i les 
which include copies of product ion 
contracts, scripts, transcripts, or 
other documentation bearing on the 
origin, acquisit ion, re lease or owner
ship of the audiovisual production . 

e .  Add it iona l dup lica te prints 
of a and add it iona l dup licate re
cordings 0£ b and c _  . 

. $2. . Speeches, slide talks, and manuscripts. 

DES:ROY when 5 �a.niJ old . 

PERMANENT . Offer to NARS when 10 
years old or when obsolete which
ever occurs f irst . ( 1  �FPY) 

PERMANENT . Offer to NARS when 10 
years old or when obsolete which
ever occurs f irst . �(&11 CFPY) 

PERMANENT .  Offer to NARS when 10 
years old or when obsolete which
ever occurs f irste. , ( 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 
ob s o lete wh ichever occurs f irste. 

PERMANENT f'I.Pf" ...... +_,.., t'.lfAl)l!I TA,....,. 
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Description of Records 

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

a .  The original negative or 
color original and work print. 

b .  Existing finding aids," . 
pub lished or unpub lished, such as 
data sheets , shot lists, scenarios, 
review sheets, cata logs, indexes, 
scene descriptions , and other 
textual documentation which is 
necessary for the proper identi
fication, retrieval,  and use of 
the footage . 

I ..-,.- · , .;:,_ 

Authorized Disposition 

PERMANENT". Offer to NARS when 10 
years old. (35 CFPY ) 

PERMANENT. Offer to NARS when 10 
years o ld. ( 5 CFPY ) 
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-
These records  re f l ect  the deve lopment and adminis.tration of programs for safe 
boating in the  Un i ted Stil te s  L e . , boat numbering sys tem, boating acc ident 
ac tiv i ties , cnforccl:\Cnt of boating laws, cooperative ac tivities  w ith s tate , 
federa l  11 nd private on;.1nizat ions and the role of the Coas t G\,lard Auxil:i,ary 
in pror.lC.'t i ng 11 ., fc ty nnd c f frc t ing rescues. 

I!,c 6cr i pt i on of Records  • I  

61. Records created by the Off:l.ce of 
13oating Safety · docu
menting the organizational development
and administration of the Office of 
Boating S���ty consisting of the following: 

a. Official record copy of each 
dircctivc/publicat :f.on issued by the 
office with significant background 
material. 

b. Studies/Surveys conducted by 
the Office of Boating Safety. 

( 1 )  Studie s/Su..1:'Veys which resulted 
in Coast Guard wide adoption"'_of. policy or 
management programs� 

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

(b) Which are not forwarded 
to or published by a hig.'1-i.or authority. 

(2)  Studies/Surveys which did not 
result in Coast Guard wide adoption of 
policy or manager.1ent programs. 

&�. General n.<lmin is trat ive correspond
ence f i les  (exc lud inr, primary records 
above"') f rom var ious ac t ivit ies  for the 
admini s t rat ion and general management"'· 
of CG a f fa i rs. 

,, •"'. · Record mate r ia l  of a routine admin
istrative or hqusckccp ing nature. 

t I/• Program planning and evaluation 
stud ie s (is sue s tud ies, pol"'icy s tudies, 
pos ition s tud ies ) .  

,1 t� ,{ 

Authorized Disposition 

P:E:P�Th'NT. Tran sf er to FRC when 
5 years old. Offer to NARS when 
20 years old. ( .5CFPY) 

whichever is later. 
PER:WTENT. 
5 ye3:rs old . . 
20 yeai·s old.. 

DES'rROY, 5 years after publication 
of the study by hig."ler authority 
or when usefulness has been served 

Tra.nsfe:r.· to F'RC when 
OfffJr to HARS when 

( .  SC:B1PY) 
DESTROY when 5 years old or when 
usefulness has been served, which
ever i s - later. 

DESTROY when 5 years ol d. 

DESTROY when 3 years ol d. 

PESTROY issue s tudies when 10 
years old,  po licy s tudies when 
8 years o ld , _ _pos i tion a tud ie.s when 
6 years old. , , 

https://hig.'1-i.or
https://dircctivc/publicat:f.on
https://Off:l.ce
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DESTROY when 50 yea.rs Qld . Transfer ., . · b .  RePQrts o n  vhich no death cer-
to FRC when 5 years old • · titicate was issued o� oo body found."'

-

Descrintion of Records 

65. Working files of directives includ
ing all those superceded and related 
manuscripts of"'publicatiJn and . circulars 
on boating safety activities • 

./'6. Records pe r ta ining to s ubcommittee 
on govcrru:icnt opera tions for boating 
safe tyh. 

Correshpondence and repor ts . j 'f. from 
t)isht r {c t  on rout ine law enforcement 

. ac tiv i.t  ie: s h. 

I g. Boa t i.ng Sa fety De tachment Repor ts 
and reports on p i. lot programs. 

&. If· Na.rra,tive reports ot investigation, 
·.findingsh, recommend,e.tionsi, and approvals 

· a. Reports on which a death cer.. 
tificate bas been issued • 

Authorized. Di sn(") sition 

DESTROY when superceded or obsolete. 

DESTROY J 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 when 10 yea.rs old. Tra.nsf'er 
to ·FRC irhen 5 ;years old.  

. ► 

https://Boati.ng
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D©Peription of Records 

').O. Acc ident reports involving Coast 
cuard jurisd i� tion . 

'1{.J .  Accident reports covering sole 
state jurisd iction . 

{ � Automatic data processing cards 
�d disc fi les containing motorboat 

accident data. 

ri.,. Inde,c ca.rds listing fatalities 
by name , :;tate and date . 

1J,I. Nati1onal Safe Boating Week Com
mittee history f iles . 

"85. Documents on approved boRt num• 
bering systems. 

't[6. State /Coast Guard coordinated 
law enforcement agreements (copies ) . 

'Jf. Mi.nutes of regional and national 
boating administrators meetings (cop
ies) .  

?I• Current computer listings of 
boat registration.  

V/.f. Coorespondence concerning actual 
numbers of individuals ' vessels . 

,,,. Boat Consumer Complaints. 

81 • Compliance Testing Results .  

a .  Passing Test. 

-b. Failing Test . 

fl• Notifications of Defects or Com
pliance Failures ·and related documents . 

13. Boating Safety Advisory Counci l  
(BSAC ) records ; , minutes , records ,  rec� 
onunendations , etc .' I 

,.,, "(118.'1 fl) tesef.Qt!J) '1'\\'._\,_\:)\ \ ·r· \ /(=;I ... 2., 

\ 

FE B 2 5  '\97_7 
Authorized Disposition 

DESTROY when 10 years old. Transfer 
to FRC when S years old. 

DESTROY when S years old .  

DESTROY when _· 5 years old . 

DESTROY when"'· 5 years old. 

PERMANENI . Transfer to FRC when 
5 years old. Offer to NARS _when 
20 years old . (,2 CFPY)
DESTROY when"'· 5. years old. 

DESTROY when 25 years old. 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. 

DESTROY when 15 years old. 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 S years old.� 

PERMANENT. Transfer to FRC when 
10 years o ld .  Offer to NARS when 
20 years old. ( I  CFPY) 



· q §. 

• 
fhese recol"dil cover Reeesrcb and Developnent activities effeeting . .  J)Olic-1-u- .and, ex-
!Cli!:Ri pro� reating to tbs Ccut Ou&"d R&J> progrW!!ll. ,, 11 

5 1977 

reports and related mnterial (exclud ing 
· .primary records of  var ious activities of 

research and development. 

'fJft. Annual appropriation summary reports 
and related material. 

APPROVED · 

General administrative correspondence, DESTROY when 3 years old. 

---
DESTROY when 5 years old� 

92. Research a.nd Development project records , 'PERMANENT. Transfe r  to FRC 
refecting a com1ilete history of ' each project after microfilming tor reference 
including procurment files . project authorization:FJ.rposes. Offer to NARS vhen 
documents , project' cards, technical character- 20 years; old. ( 3 CFPY) DISPOSAL Nor 
istics, test &: trial results , drawings, specifi-
cations , and photographs essentia+ to document the 
project, and technical and progress reports. 

_pescript ion o f  Records 

91 .  Records created by the Office of 
· Research and Tievelopment docu-
menMng the organizational development
and ad.ninistration of the Office of 
Research and Development consisting of :.
·the following : 

a. Official record . copy of e_ach 
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 policy or 
management program 

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

(b) Which are not forwarded 
to o:r:· published by a higher 2.uthori ty. 

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

Authorized Disposition 

' 

PERVJAN'J�N'i1. Transfer to FRC when
5 years old. Offer to NARS when 
20 years old. ( .. SCFPY) 

., 

DEST.ROY, 5 years after publication 
of the study ·by hig..'1.er authority 
or when usefulness has been served 
whichever i s  later. 
PETu"iANENT. Transfer to 'F'RC when
5 years old. Offer to NARS when 
20 years old. ( . e5CFPY) 
DES1J.1ROY when S years old or \1nen 
usefulness has been served, whi ch
ever is later. 



. · ff·fllAu /01 /.�po. 
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Description of Records 

"JS. Notebooks conta ining technical and 
scientific information duplicated in project 
reports or case material, or is of such a 
nature as to be non-essential to project 
files. 

, S. Technical reference files .  

f/fJ. Control material consisting of dupl icate 
, · copies of case material, non-essential 

scientific or technical information, 
Individual progress  reports and administra
tive corre spondence .  

9 fJ. Copies o f  office suppl ies and 
procurement requests (excluding pr?ject 
procurement) 

Auth9rized Dis-oosition 

DESTROY 6 months after 
complE'i-ion or termination of 
relatea project. 

DESTROY when superseded or  
obsolete . 

DESTROY upon completion or 
termination of project. 

DESTROY when 3 years old .  



. . .. � '· ,._-.;.�. 
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· SECTION 5 ENGINEERING RECORDS 

These records cover engineering activities effecting po.licies and executing
.·"'programs encompassing aeronautical, civil,"' electronics, naval and ocean.
engineering • 

�scrietion of Rec�rds . 

101. Records created by the Office of 
Engineering docu-
menting the organizational development 
and administration of the Office of 
Engineering consisting of the following: 

a .  Offi cio,l record copy of each 
directive/publ icat i on issued by the 
office with si;;uificant background 
ma.terial. 

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

( 1 )  · Studies/Surveys which resulted 
in Coast Guard wi de adoption of policy or 
management program 

{a) Which are forwarded to 
higher authority and are included in a 
formal publication by the higher authority. 

(b) Which 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 programs. 

I D2. Genera1 correspondence files, ex
cluding primary records, accumulated 
by engineering activities in carrying 
out their programs . 

1 4'  3 .  Routine correspondence of a gen
eral, administrative or housekeeping 
nature. 

Authorized Disposition 

PEPtMANEHT. Tran sf er to FRC when 
5 years old .  Offer to HARS when 
20 years old. (. 5CFPY) 

DESTROY, 5 yea.rs after publication 
of the study by higher authority 
or when usefulness has been served 
whichever is  later. 
PElli'1ANENT. Transfer to FHC when 
5 years old. Offer to NiillS when 
20 years old. (. 5CFPY) 
DESTROY when 5 years old 0r when 
usefulness has been served ,  which
ever is later. 

DESTROY when 5 years old.  

/ 

DESTROY when .  3 years old. 

https://adoption.of
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equi PITJ.en t is no long e r  in �G us e"'. 

- -
Description of Records 

Mronautical Engineering RfJ.cords, 

/8 1/. Drawings, spec ifications and pho to
graphs ·of aircraft , engines and other 
aeronautical equipment developed by 
the Coast Guard. 

Authorized. Disposition 

ffl�NENr. Transfer to FRC 3 
years after equipment is no 
longer in use in the Coast Guard. 
Ofre r to NARS 1 5  years after 

CFPY)/PS. Drawings, spec ifications and photo
graphs of a ircraft, engines and other 
aeronautical equipment"'. used in but NOT 
developed by the Coast Guard. 

l>lSS'f@.QY at Headquarters 1 year ( 
after equipment is no longer in 
use in the Coast Guard. 

I 0 6  .. Reports of unsatisfactory or de
fec tive material and reports of a ir
craft and engines maintenance, use 

. and effec tiveness. 

J l'I-. . Copies · of cons true tion and procure
ment contracts with related material. 

Civil Engineering Records 

< J 08 .  _ ;Advance planning files containing 
. project reporto for AC&I11 · 

DESTROY at Headquarters 1 year
after equipment is no longer in 
use in Coast Guard • 

DESTROY 5 years after completion 
of contrac t. 

DESTROY 3 years after projec t is 
complete. 

/'\ 



-------� -·· 

. DESTROY when 

ac tive working fi le. DESTROY when 

e ·  e • •
FT FEB 2 5 1:977 

Qescription of Records Authorized Dispos ition 
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or equ.iva lent ) and unit development
plans describing work proposed, cos t  
es timates , j us tifications with related 
charts ,  dr�wing� , maps and photographs • 

. I D9c General files on budgets and funds 
related to cons truction and maintenance. 

U@. Cons truc tio�1 progress reports 
(Form CG-2617 or equival ent). 

111 . Copies of construction contracts 
with speci fications , drawings and re-
lated materialo 

I L? .  Copies - of procurement contracts 
'and purchase orders . 

I Uc , Card records of vehicles in 
service.  

I Efil.. Files on obs tructive bridge pro
jects , inc luding reports of publ ic 
hearings , orders to al ter, orders of 
apportionment of costs , contracts and 
plans, showing c learance and des ign 
criteria. 

. /Ui'e Photographs of shore units and 
cons truction projects� the original 
negative and a captioned print for 
each black and white image and the 
o�iginal color transparency or color 

_ . negative, a captioned print , and an 
. internegative (if one exis ts ) for 
each color image . 

DESTROY when 5 years old .  

DESTROY when 5 years old. 

DESTROY 3 years after compl etion of 
_ contract. 

DESTROY 3 years after comp l et ion of 
contrac t. 

DESTROY when 5 years old .  

·· DESTROY 20 years -after·-complatk,n of- - -- -··· 
the project. Transfer to FRC 3 years 
after completion of proj ect. 

. . . 
PERMANENT •  Offer to BARS after 

completion of construction project 
&nil/or discontinuance -of the unit
'1 CFPY) 

1 !6. 105mm negatives of drawing of 
tontract sets of shore unit structures"'. 

Maintain . at  CG Headquarters as
ac_t ive working file"'

•inactive. 

an 
""'

I !?"'. Microfilm from Dis tricts and Maintain at CG Headquarters as an 
· Headquarters Units of original AS  
BUILT drawings (tracings). inactive. 

: E lectronics Engineering Records 

.
Jlj. Avionics equipment manuals i ai.r DESTROY 6 months after equipment or 
craft f i les,  technical descriptions aircraft is no longer in Coas"'t Guard 
a.nd drawings . inventory. 

··-
A I:!�_ .., 

l 
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files for construction, of contract 

equipment developed by or for the Coan
(;,.,.i1,£1.il 

PEfil'IANEN.T. Ofter to ?MRS 4;_ yee,;rs 

· 
128 . Ce:r;;;!ro.l r.or�/JJ�O�!L:;-ir.,cc cm ,-,�eur,�ru�nt DESTROY when 3 years old"'. · 

- - eFT - FE B 2 5  
DescriEtion of Records Authorized Dis position 

119. Office of Engineer1� copy 
.DESTROY 6 years , 3 months after · 
completion of delivery • . S.nstallation, alteration, etc of · 

electronic equipment , including draw• 
ings , photographs , technical descrip
tion , specifications and related data. 

120. files containing re-
ques ts for proc urement and for bid or 
quotation ,  invoices , requis itions for 
HQ controlled electronic equipment,  
inspectors reports and related data. 

1 2 1  Project files pertaining too 

development and testing of electronic 
systems at CG units. 

1 2.1. Case files on electronic nave
gational aids containing requeEts for 
autf1orization, approvals for install
ation ,  photographs , blueprints, corre
spondence ,  related papers on changes 
and maintenance. 

_ 123. Reference files on electronic 
parts ; des ignat ion, description, 
price of parts , s tock record inventory 
value of equipment, tabulation sheets , 
ailowance lists , changes in allowance .  
lis ts and correspondence on installa
tion and conversion. 

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 fi le"'. De-

' stray when file becomes inactive"'. 

PEIMANENT .  Transfer to FRC when 
aid is no longer active . Offer to 
NARS 1 0  years after aid is no 
longer active. 

DESTROY when obsolete or superseded. 

/2�. Specifications for all electronic DESTROY 2 yaars after equipment is 
declared obsoletei 

125 . Drawings of electronic equipment , 
loran maps and navigation charts � after equipment is obsclete (1 �PI) .J· 

drawings"', blueprints and photographs"'. 

I 26 . Electron Alterations R�quest and 
Ship Alteration Requests. 

DESTROY when s uperseded or obsolete. 

121"'. Submarine cable data reports 
made"'."'when cable is tested, relocated 
or repaired. ·

DESTROY 6 months after cable leaves 
Coast Guard control. 

radio beacon charts, s �ation plans , 

delivery am.1 gene ral ma1.ntene.nc8 of 
land line equi.pment. 



DESTROY 10 years after termenation 

of the right of way. 
of agreement and discontinued use 

3 years after termination of agreement 
·Transfer to FRC 

and discontinued use of the right of way. 

sunnnary whi"'ch is destroyed when 

139.  

RA 
Description of Records 

129.  Telephone construction and main
tenance · records on building of lines , 
purchasing of materials"', etc"'. 

130. Telephone line location reports"'. 

131 .."'. Telephone l:lne and cable number 
s ystems index. 

FEB 2 5 LS177 
Authorized Dispos ition 

DESTROY when 6 years , 3 months ol d .  
Transfer to FRC when 3 years old"'. 

DESTROY 6 months after line leaves 
Coast Guard control. 

DESTROY 6 months after superseded. 

132 . Correspondence files on acquisi
tion and maintenance of CG land line 
right"' of way.  . 

·1 33 .  Acquisition, construction and DESTROY when 5 years old . 
improvement (AC&I) and operating 
expenses allotment files ."'. 

· 134 . Resource Change Proposals . DESTROY 3 years after completion . 

l3S . Reports developed from elec DESTROY when obsolete or superseded 
troni�s installation, changes and except equipment parts failure 

· maintenance systems (EICAM). 
3 years old"'. 

Naval Engineering Records 

136 .  · Correspondence ,  reports and re
lated materials on cutter/boat con
s truction . 

137 . Correspondence, reports and 
related materials on cutter/boat
repair and maintenance (routine) .  

1.38.  Reports of cutter dry-docking 
repairs ( (CG-2926) or equivalent). 

DES,TROY 1 5  years af ter delivery of 
cut ter/boat"'. Transfer to FRC 1 0  
years after delivery of cutter/boat . 

DESTROY wffen,. 5 years old"'. 

DESTROY whel!2· 20 years old· .  Transfer 
to FRC when 10 years old"'. 

Quarterly report of hull and DESTROY when 5 years old"'. 
machinery (repairs ). 

140. Technical manuals ; material DESTROY 3 years after life of 
failure .reports"'. equipment • 

1 4 1 .  Cutter/boat alteration records ; DESTROY 1 year after life of 
case files"'. cutter/boat class .  

. , 
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.Deacription dt Records 

lh2 .  Cutter/boat eyaiuation/inwa
tigation cue tiles, hull am -
aacbineey spscifications . 

. . 
a .  lior r,-rst &\! laat&1·&1cutter/
ooet of a cl�s � �ifieations 
which.&1ei.pitieantly,&1d@vi&te 
troa oth@rs in the clss_a&1. 

b .  - -All othere . 

l lt-3 .  · Cllt�/boat p,i�·· a.mt tracings ' 
and �hlet ot Gerteral ·Pl�, Line 
Drendngs, e� : ; � - , 

a .  For f'irst and last c:utter/
boat of a class and modifications 
tthich s ignificantly deviate 
from others 1il the class&1. 

b .  ill oth®ra • 

1 45 .  Record of Cutters Che.rector
. imtica&1. 

· 146. Machineey &11.ova.nce and repair
- lists . 

147. Original as BUILT drawings (tracings ) 
of aid.a to na:riga.tion equipment and 
minor structures,  oceanographic and 
marit:ime enviroment&l protection (HEP) 
equipment em oensor systems . 

· Oeetm en,;in�ring · Records 

148. A.cquioitU.n, construction, &nd 
1.mprovewuit (Aec?d )  project files 

- including budgeting, genero.l pro
curement files end l@dgen&1� 

FE B 2 5 1977 
Authorized Disposition 

P�. Of'fer to NARS after 
disposal of the cutter/boat class&1. 
(I Cff�) 

DESTROY 1- year after disposal 
ot the cutter/boat class . 

PERWJralff. Ofter to llARS after . 
disposal ot the cutter/boat class&1. 
(I Cf FY) 

DES':froY .1 year after disposal. of 
the cutter/boat clasa&1. 

DESTROY 5 years after boat disposal. 

DESTROY 10 years after life of 
cutter. , Transfer to FRC e.i"ter life 
of cutter;>",. 

DESTROY 10 years &f'ter lite of' 
cuttt!r. Transfer to FRC 5 yee.ra
e.tt0r life ot cutter .  

Permanent offer� to NARS 5 years
after obsolescence . 

DESTROY e.t Headquarters 5 years
o.f'ter close of project or when 
superseded or obsolete . 

. I . 



149. Original AS BUILT drawings 
(tracings) of buoys , buoy ap�endages . 

150 .  Copies of plans of marine science, 
MEP and short range aids to navigation 
equipment and s tructures . 

· Gi,) · Short range aids to navigation, 
'1-iEP and rnax:ine science equipment in.�·"'
ve�tigationiS and evaluation case fi.les. 

15 2. Photographs of major aids to 
navigation s tructures ( lighthouses ) 
the original negative and a caption-
ed print fo r each b lack and white 
image and the original c o lor trans
parency or co lor negative , a cap
tioned print , and an internegative 
(if one exists ) for each color 
image"'. 
1 53 - �tog:raphs of mi.nor aid et:t'Ucturea , 
@Q.uipment and systems"'. 

154. Operat ing expense files; copies of 
proc urement contracts, purchas e orders , 
invoices of material shipped, shipment 
orders"', acceptance and delivery reports 
and related material. 

155 . Resource Change Proposals"'. 

156. Flasher Installation Cards . 

l57 .  Stmctural., El0ctron1c, �ge iiav-, 
Jgational. �oys and lt&r1De lmviromiontal. 

:::?���c�-!��->��:f\fZ:��2��.�� ·�·-�-(�.:�-1�1"�15 aud . 
IS'!f�"'--� l,;.ater'ial''1'af'iuti: 'Rttpcr .. tt'J:,�1�----""'

159 . Instruction books for marine 

PERMANEN'l'. Transfer to FRC after 
disposition of equipment or sys tem. 

Offer to ffARS 25 years
·af ter disposi tion . 

- (1 CW!·) 

Permanent offer to NARS when super
seded or cancelled. 

•- 1. � ·  . 
.

-! •. • , r �  

PERJ.'18.NENT. Offer to N.ARS when 20 
years oif. ( 1 /1 0  CFPY) 

DESTROY 8.'fter completi-on o-r project
and disposition of the equipment 
or system 

'· ' 

DESTROY :When 5 years old"'. 

DESTROY at Headquarters 3 years
after comp letion, . if not funded , 
3 years after fiscal year for wh ich 
written. 

DESTROY at Headquarters when 5 
years old"'. 

DE�TROY at Headquarters 5 years
after comple ti on"'. 

-· 
--,;;,. DESTROY at Headquarters a f t e r  dis -

posi ti on of . equipment .  

DESTROY at Headquarters after dis-
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SECTION 6 FINANCIAL MANAGEMENT RECORDS 

The r ecords in this section relate to the management of' the financ ial affairs 
of the --Scast Gua.rd , i . e .  f iscal travel and supp ly proc.e.dures , acc ount ing , ·  ."'
paym£m&s and cl,"im&11 • supp ly · t�gfati(ta , ·supply services and procurement . 

Descr iption 
ll'L!Cli 

of Records Authorized Disposition 

Records created by the Office of 
·Qom:ptroller , docu- ' 
menting the or[�anizational development
and administration of the Office of 
Comptroller consisting of the following: 

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

b. Studies/Surveys conducted by
the Office of Comptroller. 

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

( a) Which are forwarded to 
higher authority and are included in a 
formal publication by t4e higher authority. 

(b) Which are not forwarded 
to or published by a higher :1'..lthor.i t;:,r . 

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

,,a. . Primary records containing formal 
policy and procedural issuances and 
deve lopmental data on the p lanning and 
administration of the financia l ac tiv
ities of the Coas t  Guard  ; case f iles 

. of ms.nuals , d irec tives , regu lat ions , 
st.1imdards e �c"'. 

PER11Al'°ff:lil"T. Transfer to F·nc when 
5 yea.rs old.  Offer to NARS when 
20 years old. ( . 5CFPY) 

., 

DESTROY , 5 years after publication 
of  the study by higher authority 
or when usefulness has been served 
whichever i s  later. 
PERMAN.El�. Transfer to FRC when5 years old. Offer to NARS when 
20 years old.  (.5CFPY) 
DES'l'ROY when 5 years old or ,1hen 
usefulness has been served ,  which
ever i s  later. 

PERMANENT. Transfer to FRC when 
5 years old . Offe r - to NARS when 
20 years .old .. ( 2CFPY) 



- - - -
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Descrjp:tfon of Records 

171. Background material and deve lop-· 
menta l  data for publications cover ing 
fiscal procedures· for appropriated 
funds and fisca l  procedures for non
appropr iated fund activities. 

1 1.J. G,enersl administrative correspond-
, enc e ,  reports and related material 

(exc luding primary records above ) for 
the various a,::tivities of financial 
�nagement no·t listed elsewhere • 
. •; 

/7�. Correspondence f iles of a routine 
administra t ive or housekeep ing nature. 

Accounting Records 

1 75• Servicewide appropr iat ions a.n-i 
allotment s tatus reports. 

I 1,� General Ledger Trial Balances � .  

- . . . . .. .  • . - . .,.._ - .·- ·- .-· - .... . 

. ··._ ·- "''"" ··- ....

J..uthoriz_e_d Disposi ti.on 

DESTROY.· Destroy 20 years after elose 
of FY in which issued. Transfer t:> FRC 
S yea.rs after close of FY in which issued .• 

DESTROY when 5 years old"'• 

DESTROY when 2 years old • 

DESTROY"'· fisc al year ending reports 10 
years af ter c lose of FY ; all others 5 .r 
years after c lose of FY"'. Transfer to 
FRC 2 years after close of FY. 

DESTROY 
fisc al year ending trial balance 

10 years after close � FY ; al l others 
5 years after c lose of FY � 1.ransfer 
to FRC 2 years after c lose of FY o 

. •-·- - . •  - . · ·-·- . ... . . . . .  . 
- - ·-· 
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p�ocript ion of Records 

''• Accounting Reconc iliation State
ments and copies of support ing documents .  

78.  Consolidated Commissary reports 
and copies of s tores s tatements 
received from Districts.  

1 9 .  CG Supply Fund Financia l State
ments"'. 

J
1 10. Copies of Accounts Current and 
Statements of Transactions. 

f Sl . FHA mortgage insurance case files 
of terminated mortgages .  

1 12 .  Reconc iliation Statements for 
Treasury Cash (SF 654} and work papers. 

1 83. Photosta t  c opies of ind ividual  
ret irement records (SF  2806) for 
separated c ivi lian personnel."'· 

1 14 . FICA wage credit and federal in
C 0ille tax l ist ings of Military . personnel .  

I IS. Al lotment Statue Reports , 
Regis ters of Transact ions Allotments ,  
Obl igat ions and Expenditures . 

1 36 . "'· General Ledger Accounts and 
Journal Vouchers. 

> 

' $7 .  Closed Obligation documents . 

1 ,S .  . Closed Accounts Payable documents. 

. ,  

FT Author ized D ispos ition 
FEB 2 5. ·DESTROY when 3 years old.  · 

OOSTROY fiscal year ending reports or 
statements 10 years after close"'· of FY : 
all others 3 years after close of FY .  
Transfer ft en,ling J:�rorts to FRC 3 
years after ciose of FYf 
D�STR0Y fiscal year ending statements 10tyoars after close of FY; a..q �tbars 

years �ars after close oi. FY. '!'rans-.er to ·FRC 2 years after close of F'i. · . 
- J ( - -

DESTROY when 4 years old.  

· DESTROY 4 years after case  f Ues 
are c losed. 

DESTROY when4 years"'. old. 

DES.TROY when- 4 years old. 

· DESTROY when 50 years old"'. Transfe � 
to FRC when 2 years old. 

DESTROY when l(i) Y.ears old .  Transfer · 
to· FRC when 3 years old.  

DESTROY when 10 years oltl .  Tra nsfer  
t o  FRC when 4 years old. 

· DESTROY records created prior to July, 2 .
1975 l0years 3months a.:fter the :Qeriod
covered by the account"'. DESTROY records
created arter July 2 ,  1976J 6 years 3
months after period covereu by the 
account . T�s.nsfer to FRC . 3  years after 
�riod covered by the account (NCI-217-

DESTROY records created prlor to July, 
2, 1975 10 years , 3 months after the 
period covered liJy the account. DESTROY 
records created after July 2, 1975 6 
yea.rs 3 months a.f'ter period covered by 
the account"'. Transfer to FRC 3 years
a:f'ter perioc covered by the account 
(IJCI-211' ·•76-31• 

,1'· .- .. - · .; ,• . 

I 
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: ri Destroy when 4 vears old. 
I un:i t Commissary and Clothing Reports 

J 46 . Cross-Disbursing Statements of 
•,l. . 

Transactions 

/(4? . · CrossVoucher copies supporting"'
Disbursing Payments . :; 

lfJJj,0. Allotment Documents and Financ_ial 
Plans 

•Accounting Posting Media 

uescri2uon Kee I - - -- . e,r.uu: I u uu;p�e-�13 5 1977 
Accounts ·Receivable doC"UBantsDRAf�TROY records created after July2, 1975 

ID years , 3 montha after the period. . covered by the account . DESTROY records 
created atter July2, 1975 6 years , 3 
months after period&1- covered by the 
account . 'J.'rsnsf'er to FRC after collec;. 
tion action is completed (NCI-217-76-3)&1. 
DESTROY records created prior to July 2I ,o. Voucher SCh�es with original

iD1'01ees am supporting papers .  1975 10 years , 3 months after the period
covered by the account . DESTRPY records 
created after July 2, 1975 6 years 3 

-months af'ter period \irovered by the 
account&1. 'fransfer to FRC 3 years e.f'ter 

·period covered by the"' account (NCI--217-
76'°3 ) .  

lfl-• Statement of 'rransactiona ,SF-244' 
(Account Current) with copies of paid
voucher schedules ,  schedules of cc.m
celled cheeks , certificates of deposit, 
debt vouchers , aJ.lotment listings , 
p�lli � other supp:,rting papen1 • 

I (Jil,. Accounts Current of State Depart. 
ment Disbursing Officers together with 
origin&J. invoices and supporting papers 

·I 'f3 .  Copies or contracts , purchase orders 
Wld related. files on accounting data. 

DESTROY records created prior to July, 2 
1975 10 years , 3 months after the period 
covered by the account"'. DESTROY records 
created after July2, 1975 6 yes.re 3 
months a.tter period. covered by the 
account&1. Transfer to FRC 3 yeo.rs after 
period covered by the account (NCI-217-
76-3)
DES'l'OOY records created prior to July, 2 
1975 10 years , 3 :months after the period
covered by the account&1. DESTROY records 
cnated after July 2, 1975 , 6 years 3 
months after period covered by the 
account . 'l'ransfer to FRC 3 yea.rs after 
period covered by the account (NCI-217-
76-3 )  
DESTROY 3 years after final. action . 

Household Goods Shipment Record DESTROY upon separation of member /f'I·{ailitary) (copies ) .  from Coast Guard. 

Destroy when 6 years old.  
Transfer to FRC whe� 2 years old 

Destroy when 6 years old. 
Transfer to FRC when 2 years old 

-.,.. 
Destroy when 10 years old.  
Tran sf er to FRC when 4 years 

Destroy when 10- years old.  - -1.9 • Allotment Controls · Transfer to FRC when 4 years old  • 

·- Destroy when 10 years old.P.i}O•<cash Controls Transfer to FRC _when 4 years old. 

AA_t 
' 

Destroy when 4 years old.  
Transfer to FRC when 2 years o l d . 

i 
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6'.@ie General subject files conta ining 

correspondence , reports and related 
matters on planning and administration 
of CG Supply Systems. 

,03 .  lnterse�vice Support Agreements 
between CG and other government 
egenc ies. 

�Ort• Host/Tenant Agreements between 
Coast Guard and other government 
agenc ies. 

185. General subject f iles containing 
correspondence,  reports and related 
matters on CG partic ipation in the 
Control led Materials Plan Program ; 
District correspondence  files. 

c2,ft6 •"' .. Contract and Procurement Files : 

{a) Procurement files involving 
transactions of $ 10, 000 or less  
( except construction). 

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

DESTROY when 4 years old . 

DESTROY 3 years after expiration 
date. 

· .. .. • · . . 

·D,ESTROY 3 years after expiration 
date. 

DESTROY when 3 years old .  

DESTROY 3 years after fina l payment . 

DESTROY 3 years after final payment . 

. ( 
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Unsolic ited Contract proposal file s .  

tlS'• Monthly Stores Statement. 

e. 
t �J �FE 8 2 5 �a7--::;;,.DR FT 

Desc�iption of Records Authorized Dispos ition 

Contract files involving DESTROY 6 . "'years after final payment
t.ransactlons over $10 , 006 but Transfer FY block to FRC after 2 years· 
leas than $25 , 000 ( except 
construction) .  

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

(e) Contract files involving 
· transaction of $25 , 000 or· 
more. 

'107 . Memorandum copies of Government 
Bills of Lading. 

Bil ls of Lad ing Registers. 

�9 - Issuing office memo copies of 
.passenger transportation requests.  

1,JO . Passenger transportation records 
(correspondence , household applica
tions"', etc."') .  

#ti-1 • Transportation request registers. 

lJa,. Reports of Excess Personal Pro-
. -petty and Boards of Survey covering 

boats , vessels , aircraft and weapons. 

11,3 • Reports of Excess Personal Pro
perty and Boards of Survey except
boats , vessels , aircraft, and weapons • . 

=-- · -·· · ·--· 

Aff/1 } MPtJ7ff{ 

DESTROY 6 years a fter final payment. 
TransferJJ?Y bl ock to FRC when 2 
· years old"':, 

t .f-3 14·MJ'fl4 ,I 

DESTROY m:· years1 after final payment
Transfer FY block to FRC after 2 years . 

DESTROY when 4 years old.  

DESTROY 4 years after final entry on 
register. 

DESTROY 4 years after period covered 
by related account • 

DESTROY when 3 years old .  

DESTROY 4 years a fter a l l  entr ies 
on records are c leared . 

DESTROY."'20 years after disposal action 
completed. Transfer to FRC 3 years 

·"'after disposal action completed. 

DESTROY 3 years aft:er d isposal action . 

·., __ . ... -
DESTROY 3 years after final action. 2:1/.r• 
DESTROY wheh 3 years old .  

- --·----· ----· ·- ------ -·· 
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J)!ac:ript,igp, oAtecor- ft .tbo.d Dispo s /f fJ/ 2 5 1977 
�.J.U,.- Cor:respandence o� p�=Y matO�R DESTROY when 6 years old . 

affecting CG participation in Federal \ 
Cataloging program. 

�l'l •. · OOD Federal ,supply Cataloging DESTROY wheri superseded by revised .Material.  edition. 

�S, Federal  and Military Standards DESTROY when superseded or complete 
and Spec ifications Qualif ied Products revision occurs. 
List  inc lud ing CG MIL spec ifications 
and Purchase Descriptions. 

�Ji'I• Concurrernces (with or without DESTROY when CG ±s no longer regis
· . : comments) on Standardization pro tered as a user of the item. 

jects and s implification studies. 

f'!O• Federal Item"' Identification DESTROY"'.as superseded. · 
Guides . 

�11 ° Title papers and easements for PERMANENT . Transfer to FRC 3 years..., 

CG property .• after properity leaves CG control . �-;r 
()�fer to NA.RS 10 years after proper � �-

i�- fermits and l icen'.�es -� leaves Coast  Guard contro l�--- . %-�. ·granted by the Coast Guard. --: - DESTROY. 1 year after expiration . 

tfJ . f)armit:s and licenses DESTROY 2 years after expirat ion. 
·.. granted to  the Coast Guard. 

'-tff� Boards of Survey relating to real  
, and related personal property ( land 

. •  ;,and appurtenance)"'. .o . ' _, 
DISPOSAL NOT- (a) . Land and Ior appurtenances. PERMANENT. Transfer to FRC 3 years

APPROVED 
after comp leted d isposal .  Offer to 
NARS 8 years af te r disp osal ( 1 CFPY)' I

j •  · (b) Appurtenances. Transactions DESTROY 3 years after f inal endorse
of $1, 000 or less. ment . 

(c)  Appurtenances . Transactions DESTROY 3 years after final endorse
' of more than $ 1 , 000 and less than ment . 

1. $25 , 000 and over. 

(d) Appurtenances."' Transactions DESTROY 3 years after fina i endorse· 
of $25 , 000 and overi. ment. 

Payrol l  and Pay Administration Records 

�eSCJiption of Record !?thorized Disposition 
.I • 

i!t'f!,IfoW,)rkin.7,files  of d irec t ives 8nd poncy DESTROY when obsolete or superceded. 
making materiial pertinent to payment and 
claims ac t ivities . A-t-ir 
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it6. Jo.ekete containing original allot
meat autbo�izations origina.1 or copies
of fOY\litS e.pproving and disoppx'Oving of 
dependency allotnients paid to d0pend
tents of mctive duty mlitru:-y permoxmal 
u4 pertimtnt info�tion. 

��7. Cloaed mili ts.ry pay recorda of 
separated mel:lberao, 

Cla:1.rul files containiIJg claims 
for mil:ltary pay and al.lo,irmcea with 
supporting paperso. 

f�9- . GAO Exception tileso. 

�i\O• Uncollectible owr-pa�:ant files . 

�Ji.• supporting documents submitted 
by Mavy Disbursing Officers and CG 
Authorized Certifying Officers. 

P., 'fja,. Schedul.e of pa.yments ( compreben
oi  ve machine listings with related 
statistical. inf'on::.ation) for e.ctiw and 
inactive duty for training of CG Re

� 
-

. ee� peroonnel 

2J!. Reserve Pay files on deceas&d 
�rs (final Pl.'l.ywmt, d.&.te .ot death) 

.. �- ..., ... ;;' ·....-.•. z: .R. - - -· -FT FEB  2 5  FJ77 
DESTROY records created prior to July 2, 
1975 10 yearso, 3 months &:f'ter the period 
covered by the accounto. DESTROY records 
created after July 2, 1975 6 years 3 
months after period covered by the 
accounto. 'l'ra.nsfer to FRC 3 years after 
period covered byo.the account (NCI-217-
76-3 ) .  
DESTROY records created prior to July 2,  
1975 10 years , 3 months a:rter the period
covered by the account . DESTROY records 
created after July 2, 1975 6 yew-a 3 · 
months after period covered by the 
account . Transfer to FRC 3 yea.rs after 
period covered by the account(NCI-217-
73-3 ). 
DESTROY records created prior to July 2 ,
1975 10 yerar, 3 months after date of' 
settlemento. DESTROY records created 
after July 2, 1975 6 years , 3 months 
e.tter date - of settlement . Transf�r to 
FRC 2 years after dAte of settlement 
(HCI-217-76-3 )  
DESTROY 5 years after completion of
GAO l:1--ai ,rer . 
DESTROY records created prior to 2 July
1975 10 yearso, 3 months after date of- d 
detenuin��ton of uncollecitbility . 
DESTROY NCOI'@Jll cre8.ted after Jul.y 2,  197� 
6 yes.rs , 3 months after date of detemina•• 

· tion ofouncollectibility. 'rransfer to 
me 2 pare n:er date of determi_ nation 

�2 7-7o-3 
�fm reco s created prior to July 2 

1975 10 yea.rso, 3 months after . the period
covered by the account . DESTROY records 
created after July 2, 1975 6 yea;rs 3 
months after period covered by the 
accounto. Transfer to· FRC 3 yetgs e.ft�r
period covered by the account \NCI-21·r-

ht��Y records created prior to July 2 
1975 10 yearso, 3 months after the period 
covered by the account . DESTIDY records 
created after July 2 ,  1975 6 years 3 
:months after period covered by the 
account . Transfer to FRC 3 years after 
period covered by the account (NCI-217-
76-3 )
DESTROY records created prior to 2 July
1975 10 yea.rs , 3 months after date of 
settlement . DESTROY records created 
a:fter 2 July, 1975 o years , 3 l!lODths 
after c��ta of settle�ent . 

. • 1Tan.sfer to FRC 2 years a.:fter 
date of aettlement . (NCI-217-76-3 



- -
De's�r1pt1on ot Record 

,�e. · JfemoraodWll copies of mili t&ry 
�yroll£ie, cg:rtification shoots and 
fioeal. BChooulea in.folV\00. in m.111-
� �y.roll ]?l'OCl!!3G1iiig . 

its; TD Fo� w ... 4 -0Employee With• 
hold ing Exemption Certificatese. "  

�6 Control Registers and copies of 
change s lips on ret ired payrolls 
(mi U. tary) • 

. . 
Retired Mil it_sry Pay Case files . 

�JfJ. Copies of Comprehens iveo. Listings 
· (civil ian) cover ing a pay period . 

a.!/f/ • . · Copies of Employee Service Record 
· llecord Report . 

; -� ·� 

. ti..�- New normal pay listings for re
tired military personne le. 

�'fl •, Support ing documents submitted 
by HQ Authorized Certifying Officer s .  

• 
\ .  

FEB  2 5 ': 177 
Authorized D�sposition 

DES'fROY when 4 years olde. 

·--

DESTROY 4 years af ter Form is super-
seded or obsolete . 

DE STROY 2 years a�er ts'sue �ate . 

DESTROY 25 years after termination 
of retirement status . or pa�end' of an
annuity of' benificiar:les under the 
P-rovisions of the Retired Serviceman ' s  
Family Protection Plru.1e, and Survivors 
Benefit Plan whichever is later . 
Transfer to FRC 2 years after tennina� 
tion of retirement or payment of 
e.nnui ty under RS.b'PP .and SBP whichever 
is later . 

I 

DESTROY after 3rd pay per iodo. ( 1 e0CFP�
Or iginals are kept by FAA Aeronaut ical 
Center , Okalahoma City , OK. 

DESTROY on rece ipt of subsequent 
_listingse. . 

DESTROY 6 years 3 months after issue 
date . Trans fer to FRC 3 years a fter 
issue date . 

DESTROY records c reate·d-pr<or to July2 , 
197 5 10 years , 3 months after the period 
covered by the account . DF ST:ROY records 
c reated after July 2, 1976, 6 years 3 month:; 
after perlod covered by the account . ·Trans: 

. to FRC 3 years after period covered by the 
account (NCI-217-76-3)o. . . 

A-t- fl 
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A UTOMA T I C  DATA PROCE SSING RECORD S  

Data  Au tom a t i on. This  t ab l e  c over�  do cumen t a t i o n  relat i n g  t o  o b
j e ct ives , con cep t s , p o l i ci e s  and p lans i nv o lving  dat a  a u t om a t i o n , 
and the des ign o f  m anagement  and  o p erat ional  i n f o rm a t io n  s ys t em s "', 
inclu ding equ ipment s el e ct ion and  evalua t ion. 

P../f;/a,. P l anning do cumen t s ; mas t er 
p lan ; fea s ib i l i ty s tu di � s  w i t h  
a s s o ci a t e d  char t s , a n d  d iagram s 
and s u pp o r t ing da t a. 

1.'tJ• Do cumen t s  relat ing t o  
p l anning and p r epar ing f o r  
acqu i s i t ion of  a u t oma t i c  
da ta  pro c� s s ing equ ipm en t , 
aux i l iary  equ ipment  and 
a t t a chmen t s  for  ex i s t ing 
equ ipmen t ; s y s t em s p e cifi
ca t ions , manu-fa cturer ' s  
propo s a l s  and evalu a t ions  
thereo f ; do cumen t s  r e l a t ing  
t o  ins t a l l a t i o n  of  equ ipment 
rep o r t s  of  rea dines s r ev i e ws . 

'.�If'!:/• P erfo rmance eva luat i o n  
repo r t s. 

Ben chmark repor t s . 

tl/1•  . D o cumen t a t i o n  rela t ing 
t o  Nat i o nal , Feder a l , DOT 
and Co a s t  Guard A DP s tan
dards. 

�ftf. . Do cumen t a t ion"'
r ev i ew and 
. r e l a t ing 

t o  e s t a b l i shment , 
approv a l  of  DOT / CG s t andard 
data e l em en t s  and rep r e s en
tat ions.  

A u tho r i ze� D tspq� i t i o n  
P ERMANENT. Tran s f er t o  
FRC 1 year  after  do cu
ment s  a n d / o r  s y s t em s  a r e  
supers eded. Offer t o  
A rchives  2 0  y ea� s  a f t er 
supers e ded. ( 2-C-FPY )  

DE STROY 2 year s  a f t er 
equ i pmen t i s  released.  

D E STROY 2 years  a f t er p er
formance eva luat i on .  

DE STROY 2 year s  a f t er in
s ta l l a t ion  o f  s y s t em .  

DE STROY when super s eded o r  
o bs o l e t e .  

DE STROY 2 years  after cu t 
o f f  o r  p ub l i ca t ion o f  da t a  
elemen t s  and repre s en t a t i o n s . 
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This table covers documentation !,1�':l':i'" �.·8� 
These relating 'oo all aspects of applicati<t:;Ll-{��i a.�lopment operation. 

include ADP eyste:ms specifications , applications program manuals , systems
operating iuti:uction and various mana.gament aids .. 

tion of input data and 
the interpretation ot 
results 

File designation 

Data system
apeeific&tions 

:'t�cf File speci
fications 

Consisting ot 

Documents containing
definitions of the 

'b )  for an approved 
system tor which all 
related magnetic 
data files are. auth

c}: tor t.m·,,apprmred 
· system .. i"or wh±ch-- any
related magnetic 

orized for disposal 
· 

system including 
functional. requirements , 
data requirements , de.ta 
requirements , system/ 
subsystem spacifications 
request for the systera
and authorized directives, . .  

definitions of the logi
cal and physical. charac
teristics of ea.ch record 
element or item of data 

. in the file , including 
names and tags or labels 
relative position, form, 
format and size of data 
elements ( record layout}
specification of all 
codes used, cross refer
ence code manua.1; 
security and privacy
restrictions ; integrity 
and vaJ.idity character
isticso; update and access 
conditionso; recording
medium a.nd volume 

information which suffi
ciently describes the 
f'u.nctions of the system 
in non-ADP terminology 
so that users can deter
mine its applicability 
and when and how to use 
it; serves for the prepara

�J:t) User guides 

a) for a disapproved 

Which are Then 

proposed system one yero- after 

a) for a system for 
which all. related 
magnetic data files 
are authorized for 
disposal 
b )  tor a system for 

magn�tic data file 
is' 'not · authorized 
tor disposai 

which any related 

handbooks , guie.es to 
date availability, 
and procedures for 
querying files 

dispose of 

final action 
dispose of one 
year after ter
mination of 
system 

maintain with 
related magnetic 
dataofile . 

destroy with 
final related 
u.agnetic data 
f'ile 

ma.inta:tn with :·e
lated magnetic 
data file 

maintain with 
data systems
specif,ications 



� l,hi&qu. Report printed lna.1. 'port 
containing the statis
tical tabulation and 

retention of related data 

. � -·-··-·.....................____...,_
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maintain one copy
with related file 
spectifications&1. 

e.n analysis of the 
findings of a study 
or survey including 
a narrative descrip
tion of methodo-
logy employed 

:ll't.,, Infor
mation 
retriev-• 
al rou
�ine 

Series of' ma.chine 
instructions de•• 
signed to re-
trieve information 
f'rom specific data&1. 
systems 

a) general. purpose pro
grams
b )  special purpose pro
grams for data files for 
which disposal is auth
orized 
c )  special purpose pro
grams for data files for 
which disposal is not 
authorized. 

dispose of when no 
long�r needed 
dispose of with re
lated data file&1. 

maintain with re
la.t'ed.,. data file 

Erasable Media. The term"erasable"media refers to tapes"', drums disk packs"', data 
cells , and other devicts that store data in an erasable form. The term "dispose 

· of" is synonomous with the terms "scratch 1 , "erased" , and "blank. 

Scratch 
tape
(bl-ank
tape ) 

3_1/f Test 
tape 

1t � Initial 
· data 

I .  

· temporary magnetic ·&1
tape used by the 
console operators 
or .tape handlers 
to facilitate 
general. computer 
runs such as sort 
and merge runs 

magnetic tape used 
in testing a pro
posed system 

mooia containing data 
abstracted from souree 
doc:umants or other 
media and entered into 
system for tint time 

new tape or tape not 
included in a tape
librS17 control or 
files 'Whose retention 
dates have expired · 

t1.) used by. programmer 
for individual run 
testing pd not under 
��brary control 

lt) system debugging 
test data. or system
'&Cce_ptimce test data 
&)used for updating and 
required to support 

. Nconatructi.on ot 
me.ster file 
b) oot·&1required to sup-
port·&1reconstruction of' 
master file and/or 
used as input for one-
time study, s�y or experiment 
c )  of':fi�ially designated 
to replace or serve as 
the basic source data in 
lieu of' the hard. copy or 

uuant 

available tor im
med:l,ate use or 
reuse 

dispose of after 
system has been 
accepted or discon
tinued, whichever is 
sooner 
retain until re
lated program is 
discontirmed 

dispose of after third 
update cycle 

dispose&1, of after raw 
data is satis'f'actorily 
processed into final or 
reduced ·data, •&1. 

dispose of in accordance 
with instructions ap-
plicable to the hare copy 
or other files doc�-::!:?:otir.J 
the s�r:ie proce8;J , t:r::1:B
aetion, . or CG.Be 

A • ... I 

https://Nconatructi.on
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subsequent ·magUK/m\r I --
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. dispose of ai'ter 
.

netic files that 

tJ'!1, Intermedi
ate d.atA 

media containing output . 
within or from one run 

� ��pdated system .&1

to a subsequent run 
· contain thethat manipulates ,  sorta, 

. tmd/or moves data 
through the system; in

. eludes check-point, 

. e�it, correction, re
ject list,unm.atched 
data eliminating error, 

· a.nd rerun files 

Mdia eontaini?lg data&1. 
created by the mierpng&1· 
of prior muter file 
vi th valid tnwa��ioa· 
dats to create a mw 
�ter fil@ . 

mstio. that is ideuti-
c&l in fon.,at to t,uter
tilee� retained u 
security in cMe master 
file 1.1§ �cl or 
inadvertently erased . 

l
r f  

�a containing
essentially duplicate 
data from the master 

"<1 : data file but wich is 
. . 

created tor use vi th 
other computer hard
ware 

' i' '  

accepted detail 
data have been 
created and 
proved satim
fe.ctory 

b )  used in e. one-time study dispose of after 
or eurvey master data file 

has been prown
satisfactory 

a) cumulative index to, . diripose of after 
scientific mid technica.1 third update cycle 
publico.tions , and biblio
grQphic and other non
record&1·material 

...
a) upd&ted disposed or after 

third update
cycle

b)  one-time study or: sur- dispose of in 
vey accordance with 

• standards for 
disposal of 
correspon.ding 
master file 

a) created for the speci dispose of as 
fic purpose of information provided for 
interchange related master 

data f'il.e 
b) ot specific application dispose of wen 
for s,geney computer hard dete�tio:n 
ware systems is made that 

such format is 
unnecessary 

- .... 
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lo n era sab l e  Med i a .  Nonera s abl e med i a  r�fers  t o  ADP p u n c h ed card s , 
p a p er t ap e ,  and o th er n o-n er asab l e  machine  r eadab l e  m ed ia . 

-� /11 S o u r c e  pro gram d eck and  
c o n tr o l  c ar d s  contain  s ou r c e  
pro gram.  

P r o  gr
.
am obj ect  d ecks -:f..6 t 

and c o n tro l c ard s .  

Job c o n t r o l  cards .  ;(t1.. 

:l.,&'tl P un c h ed card s o r  pap er 
. cfp e  c o n tain ing d a t a  ab s tr a c t ed 

from s o u r c e  do cumen t s .  

. Card f i l es and  nonerasab l e  1.-GJf.
med i a  wh ich  h a s  b een c onver t ed 
to  erasab l e  med i a .  

· �65 Punch ed c ar d s that  c o n t a in 
o riginal  en try d a t a  o n  f i lm o r  
wri t t en ins er t s .  {Ap e tu  r e  c a r d s )  

Author i z ed D i spo s i t i o n  
DES TROY when n o  longer 
n eed ed.  

DES TR OY wh en n o  l o n g er 
n eed ed . 

DES TROY ind ividu a l  card s o r  
s et s  of  card s wh en n o  l o n g e r "'· 
n e ed ed .  

D i spo s e  o f  i n  a c c o r d an c e 
w i t h  u s er ' s  p u b l i s h ed 
gu idan c e. 

DESTR OY wh en n o  l onger 
n eed e d .  

D i s p o s e  of  in ac c ordan c e  with  
ins truct ions  app l i c ab l e  to  
the  hard  copy  o r  o t h er f i l es 
d o c umen t in� t h e  s ame p r o c es s , 
t rans a c t io n , o r  c a s e. 

< " ·  

•...J 
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2 66.  Budget Development 
Sys t·em (BUDS ) • This 
system processes Re
source ChangeProposa ls 
(RCP ' s) int9 budget re
quirements, provides for 
the ana lysis 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 a l low
a·nces; i. e . ", officer and 
enlisted billets by grade
and specia lty for all  units .  
�ssists three Personnel 
Divisions in furnishing 
personne l resources to meet 
their operationa l commit
ments . 

268". Program Budget-Vessel 
Aircraft ,  Shore S tation. 
Provides "dollar data" that 
is matched with unit opera
tiona l 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 a l l  classified 
materia l at Headquarters 
and produces a yearly in
ventory listing of all  such 
materia l held by each 
Division . 

Programs Division 

DRAFT 

Programs Division 

Administrative 
Services Division 

• e FEB "' r.� ,, ,..,..,.,., · Dispose of in acc6r&ik�ei i:./ f 
with user pub lished guid- . -
ance. 

Dispose of in accordance 
with user pub lished guid
ance. 

Budget Division Dispose of in accordance 
with user pub"lished guid
ance. 

Dispose of in accordance 
with user pub lished guid
ance. 



- -

Dispose of in accordance 
with 
ance. 

System Description 

270 .  Motorboat Registra-
tion System. The system 
aids in administering the 
numbering of certain un
documented vessels which 
are required to be num-
bered by the Federal 
Boating Act of 197 1 .  The 
file contains 150 , 000 
records of boats register-
ed in Alaska , New Hampshire, 
Washington ,  and American 
Samoa. 

2"
° 
7 1.  Motorboat Accident 

Statistics (MBA).  System 
provides annual reports of 
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
t ion. 

272 . Boating Safety Infor
mation System-Campaign 
Evaluation Share of Defect 
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
p orts to facilitate the 
monitoring of manufacturer 
campaigns. 

System Description 

273 . Electronic Installa
tion Change and Main
tenance (EICAM) . Provides 
the status of equipment by 
CG Unit and fa i lures by 
type of equipment. 

Management Support 
Staff 

Management Support 
Staff 

Boating Standards 
Division 

OFFICE OF ENGINEERING 

Electronic and Naval 
Engineering Division 

FEB 2 5 fff/7-
Disposition 

Dispose of in accordance 
with user published guid
ance 

Dispose of in accordance 
with user published guid
ance. 

user published guid

Disposition 

Dispose of in accordance 
with user published guid
ance. 



- - -

· ·R,:�. 

Sys tem Description 

274. Reporting of Federal 
Outlays by Geographic 
Location (OEG) .  Report-, 
ing of Rederal Outlays by
geograph{� lqcation . Pro
vide a sem.i-anmia l report 
to the Office of Economic 
Opportunity , which c laa si
fies Obligation and Fund 
Accounts by geographic 
location. 

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

276. Cost Target Reporting 
System. This system, an 
extension of the Financial 
Accounting Integrated Data 
System (F INAIDS ) ,  provides
operating units and higher 
management with an ana lysis 
of actual costs incurred as 
compared to targets", and 
calculates meas ures of per
formance. 

277.  District Interim 
Accounting Sys tem (DIAS ) .  
This system mechanized the 
accounting procedure."- Re
ports , printed on terminals 
are primarily for disti·ict  
use. Certain summaries are 
a lso sent to HQ to provide 
an overview of the unit"' s  
activity, to enable Coas t 
Guard-wide reporting and 
reconciliation . and to pro
d uce a his torical record 
of a l l  financial transac 
tions proces sed. 

Financial Management 
Staff 

Accounting Division 

Accounting Division 

Accounting Division 

FEB 2 5  1977 
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. 

Dispose of in accordance 
with user published guid
ance. 

. t.
;-e�:' 



-System Descript. 

2 7 8 .  Plant Property · 
Reporting System. This 
s ystem provides an interim 
p lant property system for 
the Cape May and the York
town plant property officers". 
A mas t'er inventory plant 
property file is maintained. 

279 . Supply Logistics-Phas e  
I I  (Buoy Body Inventory
System)". Supplies an annual 
inventory of buoys by type 
for each buoy support base . 

2 80 .  Rea l  Property System . 
Supplies an inventory and 
management type report on 
real property holdings owned 
by or leased to the Coast 
Guard. 

2 8 1. Proj ect Analysis and 
Control System (PAC)". 
Provides a tool for manage
ment to control the cost of 
systems deve lopment and pro
gramming , measure performance , 
control a ll proj ects , report 
progress , analyze actual pro
gre s s  and costs in comparison 
to planned ,  maintain a history 
of projects and costs , deter
mine work load and employee 
availability and take correc
tive measure s . 

282". F IS Job Accounting 
System .  Specific information 
about each system and its pro-
grams is maintained and pre-
s ented via reports to enab le 
the various leve ls of manage-
ment to control and coordinate 
the day to day operation of the 
Information Sys tems Division . 

283 . District Disbursment and 
Check-Writing System.  This is 
an adjunct to the District 
Interim Accounting System . It 
p rovides facilities for moni-
tor ing and reporting d isburse-
ments and for printing vendor 
payment checks". 

-

Supply Logistics 
Division 

Property and 
Resale Division 

In�ormation Systems 
Division 

Information Systems 
Division 

5TH D istrict 

-DispositThli B 2 s ' 1977 
Dispose of in accordance 
with user pub lished guid
ance". 

Dispose of in accordance · 
with user pub lished guid
ance". 

Dispose of in accordance 
with user published guid
anc e .  

Dis pose of in accordance 
with user published guid
anc e ". 

Dispose of in accordance 
with user published guid
ance". 

ance". 

Dispose of in accordance 
with user published guid



System Descript- - r��Ua\ FT•
284 . District Plant Property. 5TH Dis tr l.C t 
This sys tem maintains control 
over personal property by 
cus todian . · Fields incl ude 
unit , cus todian, building 
number , room number , decal/  
a llowance/seria l  number , 
F SC ,  a llowance quantity and 
item name. 

285. Dis trict Subhead 
Managers Al lotment/ 
Allotment by Quarters 
Sys tem. Provides facili
ties for maintaining _an 
a l lotment by Quarters file. 

286. S imp lified Unit 
Reques itioning and Follow 
Up (SURF ) System Support
Program. The two support 
computer programs print 
MILSTRIP requis ition data 
on form 1348. 1 and inter
pret the Advice S tatua Code. 

287". Dis trict General 
Ledger . A sub-sys tem of the 
Dis trict Interim Accounting 
Sys tem. It maintains each 
dis trict ' s  General Ledger
by editing transactions , 
adding new accounts", chang
ing descriptions and data 
e lements , deleting accounts , 
updating the General Ledger
with new transactions and 
producing a Monthly Trial 
Balance Report for the 
Dis trict and Headquarters. 

288. Dis trict Mils trip 
reformat . The Military 
Standard Requis ition and 
Issue Procedure is part of 
the Interim Dis trict Sys tem. 
It  is the financial account
ing procedure for bil ls re
ceived by the dis"tricts in 
their overa ll MILSTRIP oper
ation. 

a .  · . �EB  2 5  

accordance 

I 

1977 
� 1.spos 1.t 1.on 

Dispose of in· ·"
with user published guid
ance. 

5TH Dis trict 

All  Dis trict 
Comptrol lers 

Office of "f" in 
each District us ing 
a computer terminal 

Office of "F " in 
each Dis trict us ing 
a computer terminal 

Dispose of in accordance 
with user published guid
ance. 

Dispose of in accordance 
with user published guid
ance 

Dispose of in accordance 
wi th user publ'ished guid
ance. 

Dispose of in accordance 
with user pub lished guid
ance. 

A -/  1 f?  

https://�1.spos1.t1.on


Dispos"ition 

to 

Des igned 

Aids to Navigation 
Divis ion 

Dispose of in accordance 
with user pub lished guid
ance. 

Sys tem De scription 

289 . Standardized Aids 
Navigation Data System 
(SANDS ) Phase I .  
to provide accurate and 
time ly ass is tance _in the 
adminis trat ion and manage
ment of the aids to naviga
t ion mis s ion . The primary 
obj ectives are to s tandard
ize aids to navigation 
e quipment terminology , in
c rease the amount of servic
ing data collected, and re
duce the data entry effort 
on the part of the servicing ·"
units". It is a Dis trict 
oriented system ,  utilizing 
Dis tric t  data process ing 
termina ls .  

290 .  Simp lified Aids to 
Navigation Data Sys tem 
(SANDS ) .  Sys tem for the 
adminis tration and manage
ment of the aids to naviga
t ion miss ion of the Coast 
Guard dis tricts". Informa
t ion gathered inc ludes unit 
work reporting , equipment 
failure , aid rep lacement 
data , aid s tation servicing 
data and equipment inventory . 

29 1. Hazard As sessment 
Computer Sys tem (HACS ) .  
This sys tem is the automated 
por tion of the Chemica l 
Hazard Response Information 
Sys tems (CHRIS ) .  The sys tem 
cons is ts of a Chemical Proper
ties File , an edit/update 
module , a series of hazard 
asses sment models  and a report 
generator". 

292 . Pol lution Incident Report
ing Sys tem II (PIRS ) .  Gener
a tes  a data base of pollution 
incident , response , and en� 
forcement data . Satisfies the 
s tandard po llution inforrna tion 
report ing requirements and 
provides a data base which can 
b e  used to s tudy the effec tiv
nes s .of the po llution enforce-

Aids  to Navigation 
Divis ion 

Aids to Navigation 
Divis ion 

Marine Environmental 
Protection Division 

FE B 2 5 1977 

Dispose of in accordance 
with user pub lished guid
ance". 

Dispose of in accordance 
with user pub lished guid
ance. 

PERMANENT. 

a .  Transfer any
his torical files of records , 
de leted from the data base 
t o, the Nationa l Archive s 
when no longer needed". _"

b.  Transfer the da ta 
to the Nationa l Archives base 



Sys tem Description 

2 93. 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 
s upplies 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 enlis ted member . The 
sys tem wil l  provide. personnel 
management reports , payrolls , 
leave and earning s tatements , 
financial acco�nting and 
find management reports", and 
other internal control and 
audit reports". 

295 . Retired Pay and 
Pers onnel Accounting Sys tem. 
Produces month ly 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-
rol l  change s lips , and 
personnel s tatistical reports". 

296 . F ICA-W-2 Wage Reporting 
(FICA-W2 ) .  Provides a balanc-
ing and reporting system for 
active duty pers onnel at 
dis tricts and HQ units ; 
establishes direct input to 
the central F ICA-W2 sys tem; 
Provides F ICA and income tax 
data ; as s ists in adjusting 
payments made on estimated 
ma tching funds  to the Soc ia l  
Security Adminis tration ; 
prepares magnetic tapes for 
the Social Security Adminis-
tration, I nternal Revenue 

OFF ICE- OF PERSONNEL 

,,,_)! ':.-..1. �"' ,.l#�f-"iR�D f:"'ls, J\ . (�·•· �;\'" j 

Civilian Personnel 
Division 

Personnel Support
Division 

Personnel Support
Divis ion 

Pers onnel Support
Division 

· FEB 2 5 1:-r�7-' '"J .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. 

Dispose of on accordance 
with user published guid
ance 
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Sys tem De scription 

2 97 .  Head quarters Military 
Payroll  Sys tem. Produces the 
s emi-monthly payroll and re
lated accounting information 
for all  military personne l 
whose pay records are main
tained at HQ. 

2 98. Military Allotment 
Sys tem. Maintains a current 
file of authorized allotments 
for a l l  active duty and re
tired members. Magnetic tape
files  are prepared monthly 
for the Treasury Department ,  
where a l lotment checks and 
U.S. Savings Bonds are pro
duced. 

Sys tem Description 

2 99. Operational Statistics 
(OPSTAT ).  Produces statis
tical reports on aircraft, 
boats", and cutters for each 
district . Reports ref lect 
the activity within current 
Coas t Guard programs and 
represent a bonafide method 
for p lanning , programming ,  
and budgeting the program. 

300.  Operating Facilities 
Publication Sys tem. Main
tains a mas ter file of all  
units. System contains 
name , geographical location, 
city/state , OPFAC number , 
Dis trict/OPFAC, remarks , 
mis sions (coded ) , boats 
aircraft al lowance , geo
graphic code and cutter 
specifications". 

301'. Inves tigative Case 
Control Sys tem. The data 
base is a five-year his tory 
file of a l l  cases processed 
by the Inte lligence Staff . 
The fi le is updated with 
cases being opened, c losed , 
changed , or de leted. Re
ports con�is t of cas0 lis t
ings according to certain 
R P l Pr � i nn r r i �P r i R  Rnrl rRRP 

-
Person�e Ji F$;u fTDivision."' Ill,,,➔�·"!§ \.  

Personne l Support
Division 

OFFICE OF OPERATIONS 

Plans and Programs 
Staff 

Plans and Programs 
Staff 

Disgose of in accordance 
with user published guid
ance. 

Dispos e of in accordance 
with us er pub lished guid
ance. 

Dispose of in accordance 
with user pub lished guid
ance. 

Dispose of .in accordance 
with user published guid
ance. 

Dispose of in accordance 
with user published guid
ance. 

Plans and Programs 
Staff 

Disposition 
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This system is S ubsystem. 

- - - •• I 'd / ., -/., ·FEB  2 h'System Description Dispos ition FT
302. Boat Administration Search & Rescue 

. 

Dispose of in accordance 
and Management Report Divis ion with user published guid
Sys tern (BAMS ). Main-
tains a history of cost and 
maitenance data on all  small 

ance. 

boats. The cost data includes 
standard construction , and 
maintenance costs in three 
categor iese: hul l ,  machinery , 
and e lectronics. Maintenance 
data includes maintenance cost 
and man-hours. 

303. Search and Rescue 
Statistics (SAR).  Provides 
�tatistics for the Search 

Search & Rescue 
Divis ion 

Dispose of in accordance 
with user pub lished guid
ance. 

and Rescue Divis ion on three 
categorie s of datae: Cas e ,  
Response and Sortie. Source 
data is from the As s istance 
Reports in the Districts. 

304. OFFICE OF MERCHANT MARINE SAFETY 

System Description D ispos ition 

304. Merchant Marine Information and Dispose of in accordance 
Information System , Vessel  Analys is Staff with user pub lished guid
Inspection Deficiency _ ______e ance . 

·- to assure more effective 
cost benef icial examina-
t ion of ves s e ls subj ect 
to CG inspection . 

305. �erchant Vessel  
Casua lty System. Provides 
statistical data concerning 
the occurrences of ves se l 
casualties , personne l injur
ies , death, or a combination 
of the above. 

- 300."'"Merchant - Seamen- - -
Locator System. Maintains 
f i les  on. active seamen and 
merchant vessels  on active 
voyages .  

Merchant Vessel  D ispose of in accordance 
Insp�ction Division with user published guid

ance. 

Mercliari.te--Vessel  D ispose of in accordance 
Personne l Divis ion with user published guid

ancee. 
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"System Description User Disposition 

307 . Merchant Ves sel Merchant Ves sel Dispose of in accordance 
Documentation System (MVD ) Documentation Division with user published guid-
Provides the capabilities of ance. 
updating, maintaining, and 
publishing the Merchant 
Vi= s s el Register (CG-408)  on 
a timely basis and to inte-
grate the information and data 
handled by this system into 
the Merchant Marine Information 
Systeme. 

OFFICE OF RESERVE 

308e. 

System Description · User Disposition 

Re serve Pers onnel Reserve Administration Dispose .of in accordance 
Accounting Sys tem . A Division with user published guid�
centralized file that is anee. 
used by Headquarters for 
management of the Reserve 
officer and enlisted 
personne 1 .  

309 . Reserve Pay and Point Reserve Administration Dispose of, in accordance 
System . Maintains pay Division with user  published guid
records and is sues  pay checks ance . 
for drill duty to reservistse. 
Also includes record-keeping 
functions to accumulate the 
member ' s  points earned for 
retirement and promotion 
purposes  based upon his 
performance (drills, active 
duty for training, and 
educational courses ) .  
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-eivil Rights-- , --- · --·"'·"------ -- docu-

i!.···._T ..· •  . .  
{-- · F·.· 11 DR,. ·. • 

>tc;·_· FEB 2 5 1977 
SECTION 1 CIVIL RIGHTS RECORDS 

Thes e  record reflect civil rights activitie s in the Coast 
Guard covering implementation and evaluatiqn of programs
re lating to the civil rights of civilian arid mi litary per
sonne"'l and"'_ equal opportunity ccmpliarice required by
Title VI of Civi l  Rights Act of 1 964 and Execu.t-ive 

as 
Order

1 1 246"', ·· ·,, 

. Description of Records Authori zed  Di·spo�i  ti on 

321 . Records created by the Office of ··----.. 

menting the organizational development. 
and administration of the Office of·"'civil Rights consisting of the following: 

a. Official record copy of each PEWi.ANENT. Transfer to FRC when 
directive/publicati on issued by the .5 years old. Offer to NARS when. 
office with significant background 20 years old .  ( . 5CFPY) 
material . 

b. Stuo.ies/Surveys conducted by
the Office of Civil Rights. 

,, 
---·- \ 

( 1 )  Studies/Surveys which resuited 
· in Coast Guard wide adoptian of policy or"'.,· -· · - -management pr_ols!'�m . 

(a) 'Which are forwarded to DESTROY , 5 years after publication 
higher authority and are included in a of the study by higher a.uthori ty 
formal publication by the higher authority. or when usefulness has been served 

whichever is later. • 
(b) Which are not forwarded PERMANENT. Transfer to FRC when 

to or published by"'� highe= ��thority.  5 years old. Offer to_"'NARS when 
20 years old. (. 5CFPY) 

(2)  Studies/Surveys which did not DESTROY when 5 years old �r when 
result in Coast Guard wide adoption of usefulness has been served ,  which
policy or management programs. ever is later. 

3�a,. Gene ral administrative Destroy when 5 years old. 
corre spondence , reports and 
related material ( excluding 
primary records) for the 
various acti viti e s  of civil 
rights. 

J :t.3 . Re c ord material of a routine De s troy when 3 years old. 
adlninis tra. tive or housekeeping · 
na tu.re"'. 

"· 7 -·l··:•-·· ."; 
.4·. - ' :_,_ - tt1AR 2 5 1977 ·· 
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Description of Records 

J1..lf • . Records pertaining to 
c ontract  and Ti tle VI ccmpli
ance ·including mediation 
ma te rial case files and relate d 
ma terial . 

j -:J, �c Records created in receipt  
and proce ssing or ccmplaints  
of di sc riminati on by  civilian 
employe es  and mili tary members . 

a e  Civilian Employees  

( 1 )  · Civ:1.lian Employee s  
Official Equal Opportun1 ty 
Case  File s �  as  described  
by 5CFR 71  3 . 222 

( 2) Copie s of case fi les  
submitted to  DO T  per  above 
i tem .  

B 'e Mili tary members case files 
and all backg·round documents 
pertaining to the caaeee 

Authorized Disuosi'tion 

Des troy 1 5  years after sub ject 
contractor is no l onger activee. 
Transfer to FRC 5 years after 
inac tivee. 

Original submi tted to the 
Department of Transporta tion for 
res oluti on and disposal acc ording 
to their ins truc tionse. 

Des troy 1 year after final adjus t 
ment of the case b y  DO T  o r  USC SC 

Des troy 4 years after final 
�d jus tment of the casee. 



e .DR F E B  2 5 1977 
3:1.6 . Rec ords of appeals and 

de scisions in de scrimina tion 
c anplaint cases&1. 

Jl? - Periodic reports  on pro 
gram review and minori ty 
group. emplo-yrnent , e tc&1. 

3'-- 8. Seminar Repor ts&1. 

De s troy 5 years after final 
adjus tment . 

DESTROY when 1 0  years old. Transfer to 
FRC when 5 years old. 

Des troy when 5 years old o 



sa.fety program . 

- -
. FE 8 2 5 19t7 . 

- · : Records creat�d by the 33 1 • · docu-Di vision Safety Programs"'· -
nting the organizational develonment ·me

smd administration of 
Safety Programs consisting of the 

.following: · 
Tran sf er to FRC when PEfil"iANENT. 

Officlal record copy of each Offer to NA.RS when a.  S years old. 
directive/publication i ssued by"'.the ( . 5CFPY) 20 years old.  
office with Gig.1ificant background 

. material"'

Studies/Surveys conducted by b. 
., · -Safety Programs. · the Office of 

( 1 )  Stud.ies/Surveys which resulted 

in Coast Guarcl wide adoption of policJ'.' or ·· 
management program ,:�= 

5 years after publication 
(a) Which are forwarded to , DESTROY

of the study by higher authority 
higher authority and are included in a 

or when usefulness has been served 
formal publication by the higher authority. 

whichever is later. 
Transfer to FRC when . PER.....,,-.ANENT"'Which a,re not forwarded (b) Offer to NARS when 5 years old. . 

to or published by"'� higher authority PY) 1(. 5C]. 20 years old

DESTROY when 5 years old or when 
Studies/Surveys which did. not (2 )  

usefulness has been served,  which
result in Coast Guard wide adoption of 

ever is later. 
policy or management programs .  

J31. .  General achninis tra tive corre DE:STROY wen 

spondence  and related ma terial 

( excluding primary rec ords)  for the 

various ac tivi tie s pertaining to 
· 

the&1'&1

MAR 2 5  197Z 

FT 
, $EC�ION . 8 SAii'E'I'Y p·ROGRAMS RECOROO 

These&1reoords relate&1to the development.,  imple;��ti on and admin-. 
.1s trati on . of&1a. saf'e ty program to provide maximum prac tical degree
of saf�&1ty for personnel ,  e quipmen t ,  and&1. other re s ources  for whi ch 
the Coast Gua,:-d i s  respons ibAe , ,  erabrs.cing the fields of general 
safety, llight . �afet:r, surface vessel safe ty·· , fire safe ty,  driver .safe ty, and indus trial. safetjo . . •·.&1

�'3c ri:ptiori of Records Authori zed Di&1sposition 

5 years old. 

A-Cf- I 
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3 years old. 

• • r • 
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-

- Description of Records 

333 . Routine correspondence of an 
adminis trative and housekeeping 
naturet. 

1J '# • Original accident reports and 
annu.al sumxua.rie s relating to per
s onal injury, motor vehi cles  and 
property damage casest. 

J3 $. Aircraft ac cident and inci dent 
analysis reportst. 

), J
·! i"R" · .  

Authorized Disposition 

DESTROY wen 3 years ol.4. 

DESTROY wen 

DESTROY when 30 years old • .  
Transfer to FRC when 5 years 
old .  

t. 

A-g: I o 
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FT SECTION 9 t@};J:CAJ;, AND DENTAL REDORDS 

The reco:9de described in this section relate, _ to the development and administration -
of a medical care program for Coast Guard personnel and their dependente-• , and the ad.:!lJ..�$ion of a health �ervice program for ci�ian emplo�ees, 

Authorized DisR9si"'tion 

the Office of Heal th Services 

' :.!. .,..  
·.:; . , ' -

D FER  2 5  1977 

�.§£!.Iigt,io,n of Records 

341"'. Records created by the Office_ of 
HeaLth Services docu-
menting the organizational development
and admini stration of the Office of 
Health Services consisting of the 
following: 

a. Official record copy of each Pl!�iAJ.IBNT. Tran sf er to FRC when 
directive/publ:Lcatfon issued by the 5 years old. Offer to NARS when 
office with significant background 20 years old. ( . 5CFPY) 
material. 

Studies/Surveys conducted 1y 

. . . b .  

,- . .. 

( 1 )  Studies/Surveys which rc�ul ted 
in Coast Guard wide ad.option of policy or 
management program 

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

(b)  Which are not forwarded 
to or published. by a big.tier authority. 

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

.J t/>2. General administrative correspondence, 
reports and related material (excluding 
primary records) . 

3"41• Rot?,tine correspondence of an adrrd.n

J tf/J,,, 

rer,ords (daily)"'. 

istrative and housekeeping nature. 

�fil• Dependents and �tirees ."'

M,xlical and dent.al appoL,tmerrt 

DESTROY , 5 years after publication 
of the study by higher auth:,rity 
or when usefulne ss has been served 
whichever i s  later. 
PER.i"'1ANENT. Transfer to FRC when 
5 yea.rs old. Offer to NARS when 
20 years old. ( . "'5CFPY) 
DESTROY when 5 years old or when 
usefulness has been served ,  which
ever is later. 

DESTROY when 3 years old • 

DESTROY when 3 years oldo 

DESTROY whe,n 6 months olde 

A -9� 1 .�.-,·--· ·1•_,. D .f"l r '--, ; 11 'fff .. , ·, ·./. � \ :'"'.•- i' r !  
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DescriEtion of Records 

341[{. General correspondence files 
relating to Physical E.'valuation Boards. 

11/6• Case files of Physical. Evaluation 
Boardt s proeeedings (copies) .  

Jf'V• Index card of Physical. 
Evaluation Board caseso 

Sf8o Medical Board Report 

. 3 4/ 9., Reports of medical examination 
· · and report.a of medical histories 

such as SF--88, SF-930 

- • 

•
Authorized Dispo sition 

DESTROY when 2 years olde 

DESTROY 1 year after final aetion is 
-directed by the Command.ant. 

DESTROY when 5 years _old. 

A. Original report filed in official 
HQ health recordo Dispose of with 
official HQ health record,

Bo DESTROY all other copies when 2 years
old • 

A. Original report filed in HQ health 
record. Dispose of with health 
record..,

B. DESTROY all other copies when 2 years 

. .  3.SOe · Laboratory Reports such as Ao Transcribe information on to SF-600 
·. SF-545a through SF-557q• and file in individual' s  health record. 

Bo DESTROY all copies when 1 year old. 

· · . 351. Laboratory records DESTROY when 2 years old. 

/-



� c q  2 5  1977 
Chapter 4, Medical Manual&1 Trans!'er . 

(MPR) 9700 Page Boule vard to NPBC&1, 
st . Loui&1s MO ( 6) months afte r 

File in individual&1' s  official HQ health 
record. Dispose of with official HQ 
health reeordai 

- ·· _ ___ :_.c--, �'-�-���� .. L-· --·"· - .'.,..,;...,. • .;c;c..:__._., __ _ · · '-'-•--'--�c.-

�-.�.:. ·/ ... .. RAFT 
m.mtne 1D u.coordanee withS.!.2o Official military health

r0cord, iDcludea the dental record. 
. ,  

-separation . _ 

*.·Medical x-rays other than those 
covered above&1, x-ray logs or index 
records relating to military personnel 
and their dependents .  These x-rays
consist of photographic negatives made 
with aid of x-rays which are used in· 
medical diagnosis  to locate fractures , 
malformations and pathological con-

. ditions of tissue . 

l!Pr Depend.etrt.a ' medical. and dental 
. recorde 

c1 S5'c Interns.tional Certificate of 
· Vaccination (P-tlS Form 731) 

· . J� .• Prosthetic case records such as
NAVMED 9520 

J!J.'1• Prescription files containi.Tlg 
general alcohol, narcotics and 
barbiturates required by military 
personnel and their dependentse 

3:,.�1J. �QQhol pr_�scrl.�icm i9g, ----· _ _  _ 
controlled drug log and narcotic 

, prescription log. 
, .; 

- 39-90 Records of Public Health 
Service officers detailed to 
Coast _Guardo 

3 d!Jo Health care and dental records 
for retired military personnel. 

· J '!o · Reports 11 logs, a.T'J.d forms not 
otherwise provided for and used 
for the administration of medical 
activities :1\nd in the treatment, of 

, patient.a. 

DESTROY when 20 years old by salvaging. 
1Pransf er to FRC when S years old. 

Transfer to NPRC (CPR) lll Winnebago Sto , 
Sto Louis, :t-".D, 2 years after last . . &1. 
activity; DESTROY 25 years from the 

· date of tlle ;Latest document_ in record. 

Upon final separation from Coast Guard 
deliver Certificate to individual. 

DESTROY when 1 year old. 

DESTROY when 3 years oldo 

DESTROY when 5 years old. 

Upon completion of CG assignment, trans
fer records to : Commission Personnel 
Operation Division, Parklawn Building, 
Rm: 4A-10, 5600 Fisher Lane, Rockville, 
MD, 20852 (PHS Disposal Schedules apply)&1. 

Transfer to NPRC (CPR) lll Winnebago St. ,  
St. Louis, MO, 2 years after last 
activity. DESTROY �O vears from the 
date of. _t_� latest document_&1· in recordo 

DESTROY when 3 years oldo 

ty-><fvt' ��� 
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Be Where information is not summarized 
elsewhere 

3 @30 &w.th record case files co�rising 
forms, correspondence and related 
papers docu..�entirg employee medical 
history. 

J @!� Pre-employment physical exami�- .
tion Health Qualification Placement 
Records, disability retirement 

. examinationo 

3 6G: Q.2.� of statistical summaries 
and reports relating to employees 
health retained by reporting unit, . 
and related papers. 

3 6'o Reports, logs and forms not 
otherwise provided for and used for 
the administration of medical 
activi.ties and in the treatment of 
patients. 

DESTROY 3 months after last date on log 
or register. 

DESTROY 2 years after date on log 
or register. 

DESTROY 6 years after date of last 
papers in the filee 

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

DESTROY 2 y�ars after date of summary 
or report. 

DESTROY when 3 years old. 

:r,..,.;_ 1-.>l. \ µ>-



- -
I 

FF B 2 5 ·1977 
:i�lr\letJrmtnations of  the 

in support of Coast Guard programs and records relating to the Coast Guard legis
lative program, military j ustice ,  claims and litigation , enforcement of federal 
maritime l,!'ras and other laws affecting the Coast Guard and its personnel. 

The. re.cords in this se.ct:Con relate DD f\, r:T 
Chief Counsel 

Description of Records 

37 1"'. Records created by the Office of  
· {lhief Counsel docu-
menting the organizational development 
and administration of the Office"'. of 
Chief Counsel consisting of the 
,following :  

a. Offidal record copy of each 
d;rective/publicatLm issued by the 
office with siL�ificant background 
material"'. 

· ·  

Studies/Surveys which resulted 
in Coast Guard wide adoption of policy or 

b .  Studien/Surv-eys conduci;ed )>Y
the OffiP-e of _Chief ,Counsel. 

( 1 )  

management program 

( a) Which are forwarded to 
higher authority and are included i n  a 
formal publication by the higher authority. 

(b) Which are not forwarded 
to or published b:t r.. hiGher au-tho:d ty. 

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

312. Routine correspondence of  a gen
eral administrative or housekeeping 
nature. 

113. Files covering claims for and 
against the United States incident to 
operations of the Coast Guard. 

3 7 4. Files relating to all litigation 
by and against the United States in 
which the Coast Guard has an interest. 

3 7!5. Fore.al Bon.rds of :r.nvesi�igc.tion. In
cludes �ignificunt (wub5t��ti�i less or 
de1.1rtf11ction ot pro�rty or :p?rsonal 1n
.1'1.P':.'1' J Lilw of Duty 1..nveetigations-Boarde 
o:r sun-ey, and Casualty Investiga.tions 
:renul.ting from- motor vehicle , a1.rcrl!U't, _ 

Authorized Disposition 

PERMANE.'NT. 'l1ransf er to FRC when 
S years old. Offer to NARS when 
20 years old. (. 5CFPY) 

./ 

DESTROY , 5 years after publication 
of the study by hig..":ler authority 
or when usefulness has been served 
whichever i s  later. 
PEfu'iANENT. Transfer to FRC when 
5 years old. Offer to NARS when 
20 years old. ( . 5CFPY) 
DESTROY when 5 years old or when 
usefulness has been served, which
ever is  later. 

DESTROY when 3 years o-Id. 

DESTROY 8 �ears after close of case. 
Transfer to FRC 1 year after close of 
case. 

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

PE&.�ANENT"'. Transfer to FRC 3 years
after close of case. O"'ffer 
to NARS 20 years after final 
action is taken"'. (3CFPY) 

' · R. r;:,!l,.l ti K  ? - -;1-r -.R�:R! _1 ; . . J  
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Descriution of  Hecor� n - . ·· - · ... - . · · ·· - ··-- . - --- .. -·-

31 6. Administrative reports including 
exhibits and final action sheets re
lating to incidents o( minor importance. 

h-1:1-_t.h_?TL7,_ed _J)ip_o_s_i_j_;_i_on 

DESTROY 4 years after clos e of cas e .  
Transfer t o  FRC after clos e of cas e .  

J 

.:P��_!�OY. _ Destroy 20 years after.. .l.egal 
opinion rendered. Transfer to FRC 1 0  
years after legal opinion rendered• 

,.. _ _ __ ..., 

__

J'l1. Applications for patents by CG 
personnel and recommendations by the 
Chief Counsel and related correspond

. ence and backQround papers , for which 
patents not issued. 

37S• Legal opinions as rendered 
· by the Chief Counse l .  

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

b .  Opinions other than 
those covered in a . , above . 

PERMANENr". Transfer to FRC when 
10 years old .  Offer to NARS when 
20 years old ( 1  CFPY )  

•f' 

f:' t<4 ,.,

DESTROY", 10 years after opinion is 
rendered or when usefulness for 
reference or research is served , 
whicheve r is later .  

A- IO - (  C-( 
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� Legis lative and" regulatory fi les". _" ---- a .  PERMANENT. Transfer to FR�"S years 
after date of fina l action. Offer to 
NARS 10 years after fina l action. (2 CFPY) 
b. DESTROY". when 20 years old. Transfer 
to FRC 1 year after app licabl"e Congress  

A-- t o -,1� 

· · - . i"' C. 0 

nR A FT Auth_z.,ispo�itio 1!11\'I Y!,11 . 

Des"cription of Records��. -��--- !\I 

a. Legis lative history of CG" __-
roposed legis"lation. 

b. CG prepared comments on other 
�gis"lation. 

adj urns 
c .  Background materia l on items 

1blished in the Federal Register and 
Jde o.f Federal Regulations. 
JS.! . Merchant Seaman Appeals . Origi

nals of final agency actions consis t
ing of Co�ndant ' s  appeal decisions 
in suspens ion and revocation proceed
ings against merchant seamen 1 docu6
ments . See Section K for related data. 

Civil ptmalty appeals cas e files .1$-2. 

i �. Navigable waters determinations 
and research tUterials provide.d 1:.y
District Stnffa . 

3 84. Courts -Martia l Case Files 

a .  All  Genera l Courts-Hartials", 
and Specia l Courts involving Bad 
Conduct Discharge . 

b .  Special Courts-Martia ls  other 
than those involving Bad Conduc t Dis 
c harges 

c . 

( 1)
5 :May-· 1950 

Summary Courts-Martial Files . 

Courts convened after 

(2) Courts convened prior 
to 5 May 1950. 

385.  Court of Military Review 

c .  Maintain at agency as an active work
ing file� 8estroy when inactive. 

Maintain at �eney (G-1.MI ) e.s an 
active �'Orking file� Destroy when 
i.nactive. 

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

Maintain at agency {G-LMI ) as an 
e.etive vorking file e.nd as documentation 
o_f ·further jurisdictional determine.'ciona 

PERMANENT . Transfer to FRC 2 years
after date of final action. Offer 
to NARS 10 years after fina l action 
(6 CFPY) 

DESTROY . 10 years after date of 
fina l action . Transfer to FRC 
2 years after date of fina l action . 

DESTROY . 10 years after _date of 
final action. Transfer to FRC 2 
years after date of fina l action. 

PERNANENT. Transfer to FRC 2 
years after date of fina l ac tion. 
Offer to NARS 10 years after date 

�6f final action . 

Upon comp letion of review transfer 
to appropriate case file and dis
pose of accordingly. 

D�S�Y !A) �re:-�-�:) !"�,�- !'  c lc .�e of c�;1e 
1e>4�e€� -te. F�t "'..t.tt-.e cloJt ce ca.5-a. 
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Merchant 1v1arine Safety consisting of 

the_ Office of Merchant Marine Safety. 

1112i. Gener<'! l admin i s tra tive corres _DESTROY when: 2 pondence , ·  repor ts  and rela ted materia"l 
( exc luding pr imary record s )  from 
var i ous ac t ivities  of  Merchant Marine 
Safe ty .  

�I�h& Record m a teri a l  of a rou t in e  ad  DESTROY when 1 year ol d .  , 
mini s t r.1. ti\re o r  

·• 
•
e.

r - ·-I 
R FT_.., F E 8  2 5  '1 977 

: , .; fh.e :::.e rec�r.ds rei :1 te t•o t h e  organ i iz.n t i on and .'.l drnin i s tr.sit i on of  the Co2:s t Guard 
:'· Com,ner c i z.l Ves s e l  Saiety P r o½ram w i th u l t imd te respon s i bi l i ty fer t be .,.n f circerr,cn t  

· · o f  navigat i on and ve s s el inspect ion lawsi,'lnd laws �ove.rning s a f e ty on s tr u c tures 
,. s•.ib j ec t  to the prov i s i qn s  of the Ou ter Continental  She l f  L:md s Acth. The r� cords 

refilect  relait i ons wi th mar i time indu�itty , 
,; ,. oper� torsh, shipbuihlders and manufacturers 

includ in� seameni' s  
of equipmen t ,  e tc .  

organ i z a tion s ,  ship 
on s a f e ty ma t ter s h. 

Description of  Re cord s Author i "zed Dihsoos i t i on 

40,. Records created by the Office ·of 
Merchant Marine"'-Safety docu-
menting the organiz::dional development"'· 
and administration of the Office of 

the following: 

a. Official record copy of each PEFJ'1AlifENT. Tran sf er to FRC when 
directive/publication issued by the 5 years old.  Offer to NARS when 
office with signifiqant background 20 yea.rs old .  ( . "',5CFPY) 
material . 

b. Studies/Surveys conducted by 

( 1 )  Studies/Surveys which resulted 
in Coast Guard wide adoption of policy <?r · 
management prograTfl 

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

(b) Which are not forwarded 
to or published byi� higher authority . 

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

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

1
PER."'1Al;JENT .  Transfer to FRC when5 years old . Offer to NARS when 
20 years old.  (. 5C'E'PY) 
DESTROY when 5 years old or when 
usefulness has been served , whi ch
ever i s  later. 

years . o l d. 

https://rec�r.ds


- - - -

Xes ct(J1E D 

4(,06'. Merchan t S eam;>.n Appea l s . Copies  
of f i n a l  a g en cy a c t i on s  c on s i s t ing of  

: Comman dan t 1 8 appe.i.l  dec i s ions j_n su s 
pen s i on an d r�voc a t i on proc e e d in g s  
agaiTa s( me rc han t �eamen ' s  documen t s .  

J · Inc l u.:led a,<? cross  reference f i l e s  a nd 
backgroun d ma t e r ia l . 

"fS6 . Merchan t Mar ine In dus try '!'r�. :!. n ing 
Progr:1m record s .  Con ta in s c orre s :->ond 

' enee be twe en s tuden t and Of f ic e  Chief  
�i ther direc t or v i a  the indus try 
trai ning faci l i t y .  

1 ' 

Maintain at agency as an active working 
:t'ile (2 UpY) De st!"9Y when ina·c tive . 

A .  Hold s o  lcn� a s  i n d iv i dua l re�a i n s  c, 
ac t i ve d u t y .  When i na c t ive s t a tu s  taKes 
p lace 1 

w i t n<l raw f in a l  r e no � t  and t r an s f , 
i t  totFRC . DES TP.OY when 30 ye ar s .old .  _ 

B .  DESTROY reDa inder  of f i l e .  

A D Ro 1 ') o< ' 

ffB  25  iD77 
De scription o f  Records 1\uthoriz_e_d_tI�i spo si tio_I! 
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(2 ) Case f iles  which have not 
been microfi lmed . 

b .  Load l inc c e rtificates  calcu la
tions ,  annual insp e c t ion reports . 

(1)  Load l ine c e rt ificate s /cal-
culat ions . 

(2 ) 

Di. spn · : i t i on 

Annual inspec tion reports . Maintain the annual  inspec tion re ports in 
the CFA . DESTROY l ycai:- after ve s s e l i s  
los t ,  abandoned , des troyed or sc rapp2�l. 

407 . Travcl i.nc Inspec tors  rec ords  c on
s i s ting o f  corrcspor:dcnc e , rC'ports il ncl 
o ther cl a ta t e L.1 tcd to inspec tion  ac ti
vities  o f  Me rchant :-n rinc Safety 

408 .  Extra copies of Intergove rnmental 
Mar i t ime Con s u l t2 t ive Organization (TMCO )  
document s n, lat i.n;; to tec hnical  mee tings 
a t  v,h i.ch tbt, Uni ted S ta te s  is rep resented 
on ma tte rs such as  f i re protec t ion, sub
d ivis ions a n<l s tctbil i ty ,  'fi s h ing ves sels , 
bulk car  gos ,  tonn;:; 6e me.:!surement , carra i ge 
of: hazo.rdous 1n.1tt, r i.2 ls  and o the r technical 
?.reas for which H,CO is respons ib le . 

4 0 9 .  l❖;rchant: Ma r ine Sa fe ty Project  F i le s l. 

4 1 0 .  CoIT'JUerc ial Ves s e l  Case F iles . 

a .  Correspond E.nce and forms relat
ing to in<l ividual me rchant ves se l s  on al
teration , cons t ruc tion,  convers ion,  de
s ign , equipment and ins ?ec t icn,  plans , 
some "type 1 1  approva l anci dangerous arti
cles data . 

' < 

(1) Case f ile s which have 
been microfilmed . 

c .  Admeasurement case fi les c on
ta ining p l;,ns , forms , re lated data , ex

411  . 
412 . 

c lud ing Subchapte r T Ves s e l s . 

RESERVED 

Pla ns and corre s po ndence for 
' ' type" approval  equir ::ier:t  for  ,,1e rchant 
vessels . Inc lud ed but fi. led se:pera t e ly 
nrc  : 

a .  Life s�v i�g Equipment 
(CG- 190,  160 Series ) 

b .  Elcc t r i c � l  ��u ip�c nt 
(CC- 190 ,  161 S,,r i.cs ) lt ' I  -r: 

/'..J ..... / ,:: .. /i ! i '  \·-

Trc? n s fe r  t:o c ommerc ial vessel  case  f i. l cs  
on comp l e t ion o f  inspec t ion o r  rc L:: u .:d  
a c t ion .  Sec  i t ems 10  and 20.  DES! ROY 
w i th rcl.:1ted f i lel. 

lbinta in � t  a gency as an jc �ive workin�/ 
i:-e fcrcnce f i le . DESTROY when s u pc rceucd  
o r. obs o le t e  or  usefu lnes s  has: been 
s e rved , wh i.ch ever is  la te r .  

DESTROY 3 years after completion of 
project . 

DESTROY after ves s e l  case file  is  mic ro
fi lmed and qua lity c ontent edit  o f  
microf i lm i s  comp l e ted . DESTROY mic ro
f i lm 1 year after ves s e l  i s  lis ted a s  
lo s t ,  abdndoned , 

'Microfilm i.n accordance ,,; i ti! 
non

tc be he ld .for 10  years  

d e s t royed , o r  scrap?ed 
(llillS ) .  
FPMR 101- 1 1 . 5  applying s tandards for 
permanent rcccrd6 
or more . 

DESTROY 1 year after ves s e l  is  los t ,  
abandoned , des troyed o r  s c rapped . 

Separately ma intain the c e r t i fica t e s  a.:d 
calculat ions in the CFA .  DESTROY 1 ye:�.;r  
after ves s e l  is  les t ,  abandoned , d e s t r oy
ed or s crapped . 

Seperate ly mai ntain pa per  copy in CFA . 
Subehapter T adrneasui:-ement  case f i las  re
ma i n  a t  HIO ' s .  DESTROY l year a f t e :
ves s e l  i.s lo s t ,  abandoned , des troyed o r  
s crapped . 

_r to  F �ZC 3 yc�'l r-S �L:_ L c r  

,_ 

s f c r  2 y :  ;i f t c r  tc r::i in-,l

(,� 
DESTROY 15 years after  te rmina tion 0 [  
t: ppr· uva l .  _, 'I ran.sfcl
tc ;.�mi!1�t i,-6 !1 o f  approv.:il .l.,....l
·uEStJ�.-f)X_ 5 years 3. f t c r  t -·- ---:-:� 1.n.-� t i. on  o f  
2fp1.: ov:.1 l .  Tr.:1 ql
at ion of  approval . 

https://S,,ri.cs
https://Travcli.nc
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1 1MICROFILM after vessel,  or 

last vessel of a class has 
been completed. DESTROY 
microfilm after vessel or 
last vessel of a clas s  has 
b een officially listed as 

los t ,  scrapped , destroyed 
or abandoned. 

years from date of 

. f> �  "Pcs�1p1'IJH f't/!�()�-.e . . 
-c . E 1"' 1nc(• . r .1. ) l ;�". :.,:; . , J.F ''ii-:. , . 

CG-190 ,  i62  :, c:: i"ia:s )  

�-At1t'HOl.i.p 
iJP"7".• .•;', R:i. . _Y 1 : " " a r-. -. -I/- t 

�I 
I _".""";"

_ 

r_:
"' "' t  I ,S , . . ,_

IJf'J/rtl�N,... 

. f ter termin :-i t f on p'f:-1 ·t,,"
aoproval . Trans f�r to F «.� 3 
t;:? rm fo � L "ion 

ve::. c; -�, C t: ;; -:  • ,.,",,";;. 
of : . ;:,rova l ._/\,.. . 

· Na teri:\ l s  
( CG-190, 164 Seri e s )  

Acceptable Fiyclraul ic  Com• 
ponen ts  (CG -190) 

. . 

l.  Watertight Door& (Letter o f  
Approva l )  (CG - 190 , 1 63 Series)  

· . g. ' Nuc lear Pres sure Ves sels (P lans 
and Lett�r of Approva l)  

_.-'\' 

• - " ·  •. ,J -!,'::s1,'.·11 i 5 ye'" r s  afte r termination of 
a pprova l ". . Tr an sfer  to  FRC 3 years a f ter 
termination cf ap proval . 

DESTROY 5 years a f t,�r  l i s ting i s  tern:inate:d 
( i. e . ", becomes a s tandard)i. _i

DXSfROY 20 y�ars after me.nuf'e.ctuer dis
continues design . Transfer to me wen 
mmmtaetuer discontinues design. 

DESTROY 20 yea.rs a:rter nuclear iremsel ia 
de&cti n.t.ed. Tran.et'or to FRC when miclear 
�ssel is d.eacti w.ted. 

Boiler Drawings (Plans and 
Letters of Approval)"1 1  

1 1  

· A •
-

Pressure Vessels (P lans artd 
Letter of Approval) 

DESTROY 5 years a fter last activi t y .  

,J � - Welding and Nonde structive 
'E�.am:i.na tiori Procedures 

· ·. 1(. · Electrical Equipment Listing 
(CG-293) 

l@J. Aifidavits  for va lves , f i t
ting s ,  f langes (Form CG-93SA)  . 

Manufacturers"' P lan File  ( alpha--

be tica l  by manufac t urer and 
chror.olo;ical by date of plan 
review"; cons i s t s  of plan ( s ) of press
ure vessels and piping system( s) 
component( s ) ". 

' It\.  �- Affidavited Ma.nufacturers"'· Cata log 
( CG-190) 

Unfired Pressure Vessel  Data 
Report (Manufacturers"' Certi
fication) CG-29 3 6 .  

Main taf.n .at agency as an active working 
file . Destroy when inactive. 

DESTROY when cancell ed .from lis t ing . 

DESTROY 2 years af ter termina ti on .  

DESTROY S years after revi.ew date. 

DESTROY after S year s or on receipt o f  
new ca ta log . 

DESTROY 15 years after · 
receipt from marine 
inspection office ( 20 

• j
approval)". "  --�..:i::;�:.:..��---:�- :1 - .J

j
'W!�. · Gorresoondence of dirnen:.::-i.cn s  and DESTROY S year s after initial  submis s i on o?.... '\ 

design wi th bui lders and nava l er chi des ign if project  is canc� l l ed. Me r�e  wi th 
. tccta  fc= pro?o�ecl ship bui l ding .  co,,, ;:ier c i ;:i_l ve s se l  case f i le if ;-;r e j e c t  i .s  

devc lo� .  S e e  i tern 10 . DSSTROY wHh 
related f i b .  



- -
D6 se".'iEt i 011 o f  E!,· c-o_r DR 

-: -�--
<l '-'_'· _· \  Ta o, e  rna intil ricd 

Automa ted c ,-.,•nrnerc.ta l Ve s se l  C�"s-
"fl$. 

1.�a"l ty F i  le  - Automated s ys tem cc,n ta in

ins da t a  rclatin ;  to ve�scl  c � sunlties  

as  defined by  46 CfR 4 .05 . · 
Tape ma intained .. t Upda ted mon thly . Automa"ted 

tor lite o� the Agency. Autcmn te� Vessel  F i le .  �l6.  
system con ta in"int certain dat3 ele�ents 

on a vessel ' s  Cert i f icate 
whi ch appeat· 

Merchant Marine Techn ical kecords 

D!:�STRW on r.ecc ipt  of  ��hi ir, te cardse: Whi. 
renewa l or �l�e termin a t i on c3rd . 

il�STROY on receipt  of white  r e i �  
�lue cards : 
statemen t carde. 

. ,  . 

DESTROY one year after vessel  is 
des t rayed or lost , abandoned , · 

. 

t. I I 

·eat agencyUpdated �nnua l ly .  
for life of Agency. 

.... agency 

of Inspe cti.on � 

4 17 .  RESERVED. 

�!; . a .  Equipmen t  Approva l ( 5x8 cards)  

b .  CGHQ-10030 f l imsy ( advance 
ccpy) 

'/lf . Sh i p  S tr 11cture Com:ni t te e  records 
conta in ing minu t,� s  and age:ndc1  of meet
ings , reports  I corresp ond ence an d a d-

• mi�i a tra L ive � apcr s of join t  5 n terdP-
• partmen ta l inve s tigations and me e t ings. 

On receipt of a'.)prova l \.7h itf1 card , tran s f.<.• t· 
to S year renew.ii  su8pease r i l e ; n ·-s-: . .-kJ:' C'.1 
compl e:tion or renewal  acti oue. I f  appr ova i  

i s  tc�r!llinnted use f l imsy  to prep2re ;-. lue 
terminati on c2.rd ; DESTkOY on cc:.iplction o i:  
d i �  trubuti  on of blue ca::de. 

PERt1AN!-.t-.'.T . Tran s fer to FRC a f ter 2 f i sca l  
yearse. O i :f  e �: t o  NARS 20 - � years a f ter 
even t .  ( l  CFPY) 

Merchcm t  V e s s e l  In spect i on Rec ords 

420 . Merchant Ves se l  Inspection F ilese. a. Maintain active records in 
Active certificates of Inspect ion Amend .G-MVI CFA. 
ments , Applicat ions for wa iver of navi b .  Transf�r inactive records to

Nh(Jli gation laws and waiver orders and Divi FRC tffl-¼� vessel  becomes inactive . 
s ion Inspection records . Permits to 
carry excurs ion party pas senger ship 

' scrapped. 

https://renew.ii
https://Inspecti.on
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S a fe ty Cc r t i !: i c a te 3 ,  f<.�!port  or S truc t 
ur a l  F.:ii lurc on l n :.: [� e c te d  '/(' s ,, e l ,  Re � 
por t o .C E q u ipmen t L-i i lu r c  \,n ln s p t:: c t.c<l 
Ve s s � l ,  Car�o Ship  S a f e l y  Cer t i f i c6 t e s � 
r-:C por t  o f  Travr liw� lnsre c t o:- s  an d 
r e l a t e d  rapers , ·  l e t t er s  repor t in �  change 
of s t � t u s  of  ve s s e l s .  

"/�! . ?£ por l s  o f  i-la t e r i a l  In spec ti on ,  
For.m s CG- 2801. 

1#22 .  Annu.;. 1 S L1tn:,1ary R�por t s  of 
Ma ter ia l  l1, sr,ec t i 0n , F on1 CG -28O 1 . 

�23 . L i R t s  o f  me rchan t ve s s e l s  under"· 
con s truc t i on ')r conve_r s i on , F orm CG-
2,3O1.'\ .  

112'1, · L � t t e r  r :- por ts o f  l o s s , the f t ,  or 
tran s f er o f  c u s tody to anotter of fice  
of to i l � r  s ea l in � p l i er d i e s . 

1/2.S. C . · :, ,· .:i J ty i �oard ,_· � s e  f i 1. P. s  E c t  1.;p 
to inve .r, t i,{a t e  ::_i::a_J_�_ r,iar i n e  d i s a s t e r s  

.J :-i d t1 d i n g  ,., .:::) er :c .::u.:- ; -, .. .  ::: � 1-: :-: s e  pe r.t a :i n 
in g t o  or? � n i za t 1. o'.1 o f h· :_:i , e  l:'. o:i r cl ,  pro
_ce ed ln 6 s h, hl.'!.J Licg i deci s i �,n :: ,  "' '1 d  the 
invc s t i �a i: ive re;:,(hr t  ;; r. cl  t h; Ac t i on o f  
th�  �� a t. i on ,1 1  Trau s por ta t" i <m s ,1 f e ty 
Board ( NTS B )h, tog e t her w i th inqu i r i e s ,  
ex!i i ti ts , p l :otograph s and ADP pr i n t 
ou t s . 

'/ 2.6. Cas u.:: l ty case  fi le s o f  inve s t i 1 -
a t i on s  o f  mar i n e c � s u a l t ie s  in cluding 
per a 0n a l in j u� i c �  c on t a in ! n �  rcfor � s  
of ma rine _  ca sua l t i e s  and r e c or d s  in
clud ing tra:, G c r i p �: ::  �o f tc s t ! r.!0n}' ,  in 
qui r i e s ,  exh i b i. t s ,  p h o t ogra ph� a n d • ,\JP 
pri n t - out s h. 

/12'1 . Ni s ee l lan�Ol.S  Ve s s .:; l  ".:a s u;.i !t i e s . 

��e rchan t V e s :; e l  �-· e r � onne l i tecords 

(Cus tocl i�n 0 f  record copy of  h i � r ory o f  
endor s c�en t s  and shipLl2 n t � n d  d i s ch�r�c 
o f  1r,e rcha n t  st,.::inen } h. 

OESTRUY when 1 year old . 

DEST�,)Yh. ·;,11cin l 'J  yea.rs old . 

-DESTROY - when l year o ld .  

, D'.:STROY when 1 year old . 

a. Record copy of investigation report main
tained at agency as active reference file 
b. Case File-DESTROY 25 years after report · 
1s published. Transfer to FRC 1 year af'ter 
report is published . 

'l'ran s f e r  to F rtC when 5 years old. DESTROY 
when 10 years o ld .  

DESTiWY when 5 year s o ld .  

https://exhibi.ts


- - - -

• •  

f in a l  ? d ll; j.n i s tr,1 t i v c  ;i c t i c ci. . Offer to NARS 20 
years af'ter final administrative action(2Cr'PY) 

• 

'121 . �; c. :,1r1 1cn ' s  p1•r- :: cn n E,hi j ;1 d-. ri t� tr n 1l -
i n rl ,, >'. <.- :: · t b e :  e t c .  

i21 . 0r i 1 in� l Card Rec ord s u �  l i c e n s e s  
i s su i=:: ::  t o  :n i-.:r ci ·,.:i.nt  :n.:ir i r. e  c U: i. c e r s  con 
ta in i n C; rl at f! ;; n d  p 1 & c e  o f  b i r tl : , c i t i. 
zen sld p .• t y re mi d �; c r L, 1 rnw,ber o f  l i 
ce1, S t:: :,:1 (� �+e1.·e .J T' C1 w;� en i S S U  2d , S ll s 
l.)en s i o:. , r"'• ;o <� :1 t i on ,  n, ::; c ora t 1 on ,  r�; 
;1 ew.'t l , n ot i .:: c: o f  f ::: i l L:re i n  examin::t t l oh 
an d ,  r e cord o f  cn d o� s �men l 0n l i c en s e h. 

1/ 30 . Od. ,; in a l o f  ,:; i, i :-:1 r> in�  'x t i c l e s  con 
taini n:.-:, .:� •--:-: r-r· ! · :1 : en L �. �· �' t 7 • •: r-::i :� '::;·:1:;: c: "1 <.l � � C! 
mas tcr :; :-, ,·,(_; / : .,  c ,� ,)·:,,: :, ,-: i c '-' • 

�3 i .  C oA s t  �ue rd A <lrnin i s 1 r 2 t i ve L&w 

F E B  2 5  1977 
Tran � f e i: to F ..-,C J yea r s  a i  t e e  l .1 :c; t  

c.i s c i iar : '.P  i s  ,1 ,_i d ,:: d t o  j a cl', e L  or E:'·,.1hLi.:!: ,cc 
o f  cie !l th is  rt:•ce ivn- L:whichever is sooner 

D'.�STI�CW 50 ye,, r· �  ;; r c e r  l a s t  d i f' c : 1.,. ! • ,
0 

or cvi d en cf: o l  des0- t h  i s  r e c e i v ed) whichever 
is sooner 

DESTROY 30 years after licenue expires"'. 
'rTMsfer to FRC 12 yea.rs a:fter license 
expires . 

DESTROY when 50 years old. Transfer to FRC 
when 3 years old. 
( 

'".t.l E F�·-L·\N � �\� 'i' . ''!' ·c .:, n  .. : C Cl" t :-=, r r� .. c 5 y e �  .. r- �: :1 t � E:hth
Juclgc-: s  Dcci  ::: i.0T1 2 n d  ' · r � cr s h. 

_.,,.. Tr:1:1 s f 0.r t ,:. F !.!.'.:: when l y,,.h�,r o ld , DESTROY 
when 25 ':' e a r s  o ld . 

+'32, . >:cr �: l , .:. :  :� � t. :.-. :·n .�::� s t� � p c. n .�, : r:,n an 6 
revoc;: c i on ,i ,mc::i. l 1: i l ::: s .  R�,: c or d  c opy 

• l ' > 

of trao :-. c c .i. p i..  �;[ ; , i. ,.n.: ..;, ._ _-; 1 1 ,,,; ::; .,..-, J. r z •· 
l� t ed c o= r c s pc�d0� ce . 

Tr� n s fcr t o  s e aman ' s  j � �k L t  �?en n n c i c e 0 f  
dea th . (S e e  i t 2m 2 8 ) h. O t i , e r•:-1 i s e  r c L ;.·, i• :  ir :  
CFAR. 

D SST.8.0Y when :o year s old . 

Tran s f er. to F RG .:-. f t E: t· C c1;a,.1an d:rn t ,1c t .i. f l -:: s 
hol d er o f  ciocut:1 , n t  c,r a p p l i c ,1c t f o e  Q ;� •.: -..,: , . (.L L 
t b a  t a pp e a l  i s  den i edh. o:·:s·i':.:�oY 25 years 
after appeal is denied . 

DE s·r R.(; 'l '! • ..;" c.-:h"' , i i1 £ •:1:-��J t i  on i .s t� -:1 �·; s f'?. r-r t· d r_ (,  
Cer t i f i c a t e  of S :.! ;, , · • ,1 ::1 : s  S e rv i. ceh( c :;- 7 2 :S ) h. 
S e E! i tem 28 . 

'133 . Di .s c.: i p  l i.rnr y 1.·e c ocd card s h. 

'131/ . S tn. t i s t k J. i. r 12 cor t 1,  o f  mar i n e  
inv� s t i �n t i o� � , h c n r in� s ,  a� i pmen t and 
di sc h a r � e s  c ,:: '.1 U.!i n i n1� r E: :: m:· d s  o f  rnc r 
c�ant v€: s ::e 1  c .:" r s ot1n � l  �1 c t J on s  \li th 
r e l a t e d  s u, 1,:r.,1 r i. c: s . 

'13.>. i{� c or<1 c e ::-y o f  1·: a :� i o,1 -1. l ,\ ppe a l  
.h fBo:-t t·d '� c c Jr i  ty , �t=" ;: r  i.n 3  ..: i  � ( � r e c :.:i -c :� s , 

s t c1�:0_;4 r c: ph i. c  t ::1. ;, ,: s or. :1 0 t '.c: s  i n  a U  
c a s e s  :-1: , i !'.: '' ! '. r1v 1� t' (:� �·, 1.'. l U�d i n  c on c j n :. ,ed 
den i a l  f or � or t  S e c ur i t y  � n rJ �r M�r -
1ncrs D,:, �t,"cn t .  

1/36 . C 0 r t' i r i c ,� 1; e ,_, r. Dih;.; ciia r -: e  t o  
?1c ::-- c.: ! : :. � .:'\ :.: S (! :; , : 1cr? ( C �� - 7 1. �t  ... ) :: r: ci Rec ord s 
Qf ::: i t :.•h·. in  C0:� t-:-'..c1u.•"',J :-, D i <; ,-::: ! ,.1.r :-;c! �ook 
( c�; -- �' ! ·;. :· � _1h. 

l, .1,  .C. P'!,  - -

https://Servi.ce
https://DSST.8.0Y
https://trao:-.cc.i.pi
https://ci�,.:i.nt
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ha r;.z , .: ni l l\d ;,,a t,2 r :. ; ._;_i.:"':1 t .1 on 1.n .,rc ;:"'l u s e:cl 1"'
�f"'-n;ocedur 8 s  on rlocu�cn tat i 0n , ·  i � c l ad 

s: ::r. t� ,  rn c, r t 5 a •� i n ,'. ,  h0rnc  i 1. ?Ort,  1r.d h ;.1.

;� ; s; � e .  f � s 0���e o f  docu�en t s co l l -, 
pen�; 1 t i e  S e � �:! S �; (:' S S ?TIC n t -;,; ) f . e C t  -� t)- ! l +

:-
Q P S  , (-, 

yec:..r s a f t c -:  Trt�e s f  ,� r to  .FP.C L · T. 1-�NZL\!"'P 8Rl'· 1 
, ves -. ; e l  h a s  bee�'"" re��1 !)\.'ed f rom doc 'J i ;H..!"'n"'t2 t :i ,)::-!"'·

inc .::x o f  o f f i ci a l  ntJmbers 'II/A,. Can! 
showing �1 i s  tory of VE::;&e )_ . aw;:i rded , 

• ..__..-�_ .......,,. _ _ _  ...... 

-
FFB 2 5 LJ7:FT 

437 .  File folders ( covering currently PERMANENT. Transfer to FRC 2 years
documented vessels) labeled with current ."' after vessel has been removed fromvessel name ,"' filed al�habeticall:y , and documentation. Offer to NA.RScontaining documentation pertaining to 20 
designation of home port and correspondence . Jyem.rs after ."'removal from documentation . 
"relating to the specific vessel. {3 ,CFPY) 

438 .  Files containing DESTROY when 10 years old or when 
usefulness has been served whichever is 

._ 

t i t l e and :)Wne!'
sooner. -

ing h•.d i d  .,;n d  r e ,iuil<l"', 

� h :, n .. t ,  �� r r V j_ f'" (� 2: n .. J l.! S €! 0 f . 
,., .� � i 0 � .. �r ',  ! 

J/39- Generw. correspondence files concerning 
requesta tor procedures in e1"'fect Wid info
rmation concerning doc-tmentation. 

e.. Preced�nt f'iles conta.i1dng Maintain at  Headquarters as  an active 
unique cuee m.nd. specific legal de•"'· working file . DESTROY when inactive. 
ebions. 

b .  All others D�TROY 1wiaen 2 years old. 

/lfJO. Or5. � inal  repor t r. o f  Non thly DE�TROY when 5 ye;ir s  old. 
Doc.Lt ,11 en t: :.u.:"': 0:1 ·>.:- ,: : :,"': , ::. t. .;_ ::. ,, ·.,. . 

441 . Marine Documents (License , enroll
ment and license"', or Register) filed 

OZter to llARS 30 years after vessel haanumerically by official number and con� 
_ __heen removed from documentatiorust. (3 CFPY)taining"'a cbpy oi ihe award of official 

number, original of last surrendered 
document and a copy of the current marine document. 

Maintaing at Headquarters as an active"'' 
working file.  DESTRO'M t,1hen inactive. 

q43 , Ca rd index o f  h i s t ory of  vessels Maintain at Headquarters as an active 
by name whic� have be£n wi thdr�wn from working file. DESTROY when inactive. 
cioc1.• .i1en  t: a t  ion. 

Hazardou� >ia terL1 l s  .t'l ccc�·cs  

i :  .. : l . :• s . ir �--� ·:: ·� 1. J t .� on a  ,"\�i d j j r� c� t � v� �; · .,,, . ,  
r j  ! ;·}- :=. · , ... ,__;p"'::_ •1 ·j : :. J n "'• �  �.' l C �- � · · 1: 0 '..\�P� :-: :a r. r� ;. -

DESTROY 30 years. after. publication. 
Transfer to FRC 10 years after publication. 

https://�1�j::.Jn
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met � 

DR 
114$' •-. . Ci ·. f:rnica l EngirH! 8 J7 j.n � f � l e s  (:on 

t'1 iti :i n:; corr�spondE:n c c ,  n.: ,1 m· t s  a r,d 
:.:- �. l a tt: :! r,:;. tcr: i...: l .; 0n :;cr,c-r:il r, cl i c i e s  
for tra n spor t ing che � i ca l s  and o tter 
hatdr dous rua teri�lsTs 

44,,o Cer t i f ication s  f or rlanf;erous 
article s ,  as shi p s  s tores  and supplies  
incl udin g pertin e:1 t corr.:>. s pondr�r ce , 
" type" app r ova l case f i le.s  (CG-190)  . 

I/ 41 o Speciai extl!up t i on s  ( l e t t e r  o f  
P.JCcept i on )  for e x p l o s i ve s  and otherT· 
d angerous ar t i c l e s  inc iudirig corre s 
ponden c e  ( ca s �  f i l e ) . 

'148. Ctipy of DE' par trnw t of Tran s 
por t.a t i on EYemp t i or, wi th co;, cm:rence . c· . .�y ;o n s t  r:,,;,1T·,rc, , an o • re ,-. .1 .:: �- •. 1 c o r r e s?on a -. 
encei. 

· t .  · .-

DES TR, :Y ,:hen a.:.:m fr, i s tr a tivc need s have b�e,, 

DESTROY iO years  af ter expira t i on o f  
c. p�rova l • .  

DESTROY 10 years after permit is  exnired 
or revoked. Transfer to FRC when p�rmits
expire or are revolted. 

DESTROY when expired or revoked . 

\ 

.-.."'.

A i i  h 
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Operations consisting of the following; 

-�. �·· •� •• :�":.t; 

-

FTSECTION l2 0PERATIONS AND READINESS RE 

These records descri•e  the operational responsibilities of the Coast Guard 
as they relate to search and rescue , mari ne sciences ,  military readiness ,  
intelligence and communications activities.  

B::scription of Records Authorized Disposit ion 

45• . Records created by the Office of 
Operations docu
menting the organizational d.evelopment
and administration of the Office of 

a. Officia.J. record copy of each 
directive/publicat:i on issued by the 
office with significant background 
material"'. 

b. Studies/Surveys conducted by
the Office of Operations. 

( 1 )  Studies/Surveys which resulted 
in Coast Guard wide adoption of policy or 
man�gement 1:rogr§l,m . 

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

(b)  Which are not fon:arded 
to or. published by a hig..'ler authcri ty. 

result in Coast Guard wide adoption of  
policy or management programs . 

( 2 )  Studies/Surveys which did not 

�n,. General adminis trative correspond
ence , reports and related material 
( excluding primary recordse) for the 
various ac tivities of operation . 

1/JJ . Correspondence files of a routine 
administrative or housekeeping nature"'. 

If.Ff. Special programs project files 
cons i s t ing of correspondence , re 
ports , etc . on administrative matters  
such as budget , coordinating operation
activities .  

PERMANL'NT . Tra,nsfer to FRC when 
5 years old. Offer to N.A.IlS when 
20 years old.  ( .  SCFPY) 

DESTROY , S years after publication 
of the study by higher authority 
or when usefulness has been served 
whichever is later. 
PERT1AN"ENT. Transfer to FRC \-ihen 
5 years old. Offer to NARS when 
20 years old. ( . SCFPY) 
DESTROY when 5 years old or when 
usefulness has been served ,  which
ever is later. 

DESTROY when 10 years old . 

DESTROY when 3 years old. 

DESTROY record material from case 
files when 3years old. 

I 



- -

----... --------...... �----Auth0ri zed Di snosi tio:ri 

-

Ile scription of  Re�(?E_ds _
�s6. Annual Inventory of Operat ional PERMANENT. Transfer t o  FRC wh.en 

statist ical report of Cutters , Boats 
and A/C . 

· �$t. Operating Plans with Change Orders 

tMO. Longterm impact or policy studies 
with related ro.aterial pertaining to 
oper•tional plans". 

10 years o ld. Offer t o  IJARS 
when 20 years old. (.,:1 CFPYO 

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

DESTROY when 30 years old. Transfer 
to FRC when 12 years old . { lCFPY ) 

MAR 2 5 Fl77 
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F E B  2 5  
Description of Records Author ized Dispos it ion 

Intelligence Records RAFT 

�,i . Intelligence files (personnel
type folders consisting of v,arious 
intelligence data incl uding coire
spondence , reports of investigations 
on military and civilian personnel ,  
(merchant seaman and waterfront work
ers previous ly sent to FRC)pursuant 
to EO 10173 and"' l0450 with alpha
betical index thereto. 

fQ4. Operational intelligence case 
files corttaining correspondence ,  re
ports and collected intelligence in
formation pertaining to law enforce
ment , foreign fishing vessels , merchant 

, marine vessels , Coast Guard sea 
·"'patrols and general i"ntelligence 
·activit ies within the Coas t Guard. 

1,/&!J. Index cards showing appr�val 
."'and/or disapproval of applications 
' for Port Security Cards maintaineq 
as central control. 

"''"� Records of Port Security Cards · 
iss ued (CG-3177) . 

Communications Records 

, .
"/6$'. Communications Summary. 

,,,. Inventories , reports s uch as 
transfer and destruct ion reports and 
�elated papers on registered publica

, �ions used as controls over security 
of class ified records held throughout 
the Coast Guard. 

'/6,f. . CoilllD.µnication Center copy of 
mes sages sent and received. 

DESTROY 20 years from date of trans 
fer to FRC. Transfer to FRC 1 year
after .  date of last ac tion . Trans 
fer will be held in abeyance for any
individuals still on active duty in 
the Coas t Guard .  

PERMANENT. Transfer to  FRC"'. when 3 
years old.Offer to NA.RS �� 15 . yeara · '  

old. ( 2CFPY) 

DESTROY . s uperseded cards 10 years
from date of iss ue. 

DESTROY 10 years from date of 
iss ue/denial. 

DESTROY when 2"' years old.. 

DESTROY in accordance with effective 
editions of CMS-4. 

DESTROY when 6 mon�s old. 

1 
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FT F� B .2_g_ l§77
Description of Records Authorized Dispos ition 

Search and Rescue Records 

41£@. Flag Plot duty officers logs '.of 
daily operations. 

6',f. Correspondence files containing 
inquiries :from congressional and civ

."'. ilian per sonnel about current opera-
t ional activities"'. 

"l,IJO. Copies of Inten ational Civil Avia
tion Organization :files { ICAO} con
s isting of manuals published by the 
organization , preparation for meetings , 
records of significant meetirigs , etc . 

�•I •  Copies of m�etings of Interagency 
Group for International Aviation { IMCO ) "'. 

·44,a, Copies of Intergovernmental Maritime 
. Consultative Organization { IMCO ) SAR 

documents and correspondence. 

lf(!Jj. Mas ter files cf Interagency 
Committee on Search and Rescue ( ICSAR ) 
Meetings , Establishment and Membership . 

'/ff. Flag Plot Search and rescue case 
. fil.es cons isting of correspondence and 

reports on specific cases which have 
0 been retained for their importance for 
= his torical reasons or otherwise. 

'1'8• Message Situation Report Files.  
.- I' . 

"/ff.• . Ass is tance Reports. ( CG-3272 ) 

' , ,...  

PERMl\.NENT"'. Transfer to FRC when 
5 year old .  O:f:fer to NA.RS when 

. 20 years old. ( . 5  CFPY } 

DESTROY when 10 years old. Transfer 
to FRC when 2 years old • 

DESTROY as superseded. 

DESTROY when 2 years old , after re 
moval of items of historic value . 
( CG policy input"') 

DESTROY when 5 years old , after re
moval of items of historic value . 
(CG policy input"') 

PERMANENT. Transfer to FRC when 
15 years old. Offer to NARS 
when 20; years old"'. { .  SCFPY ) 

PERMANENT. Transfer to FRC when 
3 years old . Offer mARS 
when 20 years old . ( . SCFPY) 

DESTROY when 2 years old. Remove 
those to be f iled with SAR case 
files"'. 

DESTROY when 10  years old. Transfer 
to FRC when 1 year old• 

. . · MAR 2 5  \977 -
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Desc�iption of Records uthorized Disposi tion 

Aviatj.on . Records (SAR) DRAFT 

FEB  2 5 1977 

1/�1 - Aircraft records concerning s tatus , 
ass ignments ,  overhc>-ul.s ,  IRAN and 
deployment. 

'/fl• . Copies of Aircr��t acc�dent and 
· incident reports subm1.tted in accord

ance with CG-405.  
', 

'/'/9 . • Aircraft disposal documents and 
attached history card. 

IJl)t,. Aircraft Inventory Reports .. 

Semi-annual. Pilot and. · ,., ,._ .
Qualification Reports .  

11n. Executive Flight Schedules.  

q� . Executive Flight Requests and 
· �asse�ger �anifes ts .  

Surface Facilities Records (SAR) 

SAR Cutter·"'files cons isting of4'1i•
, action documents giving brief operat
ional and biographical history of 
each ship with information on building , 
acquisition ,  commiss ioning , alter
ations , movements and actions . 

q,S. Shore SAR units"', Group offices 
and facilities files with copies of 
;correspende·nce ;> pictures and related 
materials on the operation of each 
SAR unit or Group office from 
establishment to disestablishment. 

· ¥ff� Small boat case files containing 
construction and alteration records 
for , small boats used by Coast Guard. 

·. 1/,8'1. Files containing correspondence " 
with districts and units  on use and"'· 
allowances of small boats .  

DESTROY 3 years after aircraft 
leaves CG control. 

DESTROY when 3 years old. 

DESTROY when 7 years old. 

DESTROY when 20 years ald. Transfer 
to FRC when 10  years old • 

DESTROY when .3 years"'· old. 

DESTROY when 3 months old. 

DESTROY when 3 months old. 

PERMANENT . Transfer to FRC when 
vessel leave CG control. O:f:fer to 
N.ARS 5 years after wssel leaves CG 
control. (2 CFPj) 

PERMANENT. Transfer to FRC when 
2 years old. Offer to NA.RS 
when 20 years old. ( . 2CFPY ) 

DESTROY 3 years after boat leaves 
Coast Guard control . '  

DESTROY when 3 years old. 

A-12 - 1  
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Description of Re · ·,rds 
- UKAl- 1 "  

►• High Endurance Cutter Ship records 
1d charac teristics cards documenting Nd .:atus and movement. Ql!�-. w. I'\< •,"'

,. Enforcement of Laws and Treaties 
1c ident report and Data report. 

Military Readines s  Records 

f. Periodic inventory , s tatus , train-
19 and competition report concerning 
:dinance and munitions ( including loss 
: ) "', weapons systems"', unit  training 
1d achievement and s imilar reports 
1 readiness training. Reports of 
:eakage or loss of radiac sets and/ 
: operational test s ources . 

t• Reports on mobilizat ion of re
Lred regular and reserve personne l .  

) @  Summaries of Gunnery and ASW 
�aining Exerc ises. 

� Monthly summaries of operat ions 
1 Vietnam. 

Ice 0perat2:_ons 

ji Ships , files ( Icebreakers ) as 
1 ELT section above . 

�J Icebreakar Cruise Reports"'. 

I/.§ Icebreaking Report . 

P.PC J n hip is no 1011g@t a CG 
-IY�"' i,.,Jl!'!li�1!�:,,-,· ,,....-i8"' f�"' ��5-'--�0r-,y"e!':a"' saee..i"' 8'£f� e!"!r�tt,o,-i1Mflt6"' 1�"' !'!11'."S"'
arrt!er 1!!!&!'13:PC!! 1!e PRO, (lOFPY) 

PERMANANT"'. Transfer to FRC 25 years
after date of report.  Offer to 
ffARS ' �0 3b years after date of 
report .  { lCFPY"') 

5C. 1-13-71  

DESTROY when 3 years old. 

DESTROY when , "'2 years old. 

DESTROY when 5 years old. 

PERMANENTe Transfer to FRC when 
5 years old. Offer to  l'l.A.RS 
'Wh@n 20 ;fee.I'll old. 

PERMANE_NT . Transfer to FRC when ship 
i's' ·no longer a CG facility. Offer to 
If.A.RS 10 years after transfer to 
FRC. ( lCFPY ) 

PERMANENT o Transfer to FRC when ship 
is no longer a CG facility. Offer to 
JU,...TIB 10 years after transfer to 
FRC . (lCQlPY ) 

DESTROY when 5 years old. 

https://l'l.A.RS
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Description of Records Authorized Dispos ition 

Marine Sciences Records RAFT 

CffJ8. Reports of oceanographic ope-ra:.. 
t ions and s tatutory patrol ( includes 

· International Ice Patrol Bulletins and 
CG Oceanographic Reports ) .  

'f89�  Ma:ii'.ine Science Cognizance Report. 

' 'f'II International Civil Aviation 
Organization forms and reports. 

PERMANENT. Transfer to· FRC 20 years 
after date of report. Offer to MARS 
20 years after date of report .  ( lCFPY ) 

I 

DESTROY when 3 years old. 

DESTROY when 5 years old. 

CG originated operations plans PERMANENT. Transfer to FRC when 5 
and ordeis for all spec ial pitrols years old. 
and operations. ye&r/3' old. 

Offer to MARS when 10 
(1 CFPY) 

i,J-• Non-CG originated plans and DESTROY when 5 years old. 
orders for all special patrols and 

_"'operations. 

t/'13• Ship files ( oceanographic ) docu PERMANENT. Transfer to FRC when ship 
menting construction, acquisition, com is no longer a CG facility. '! '- ; 

. missioning, alteration, movements and Offer to MARS 10 years after 
other actions . transfer to FRC ( lCFPY ) 

Enforcement of Laws and Treaties 

1-/tJl,J. High Endurance Cutter Ship allowance .  DESTROY when IO ."'years old. 
· riles containing reques ts, authorization 

and related papers on equipment allow-
':clllces for housekeeping and operational 

· needs 

1./ftr. High Endurance Cutter Ship allowance DESTROY 6 months after obsolete or 
memorandums, lists to individual ships s uperseded. 
and listings iss ued to  entire Service 
relating to approved equipment allow-
ances for various types of ships . 
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SECTION . 13 MARINE ENVIRONMENT AND SYSTEMS RECORDS 

These records relate to the management and coordination of marine environmental 
protection, po1:t safety and law enforcement , aids to navigation and bridge ad
ministration activities"'. 

Description of Records 

51"'1 •"' Records created by the Office of. 
.- -· Marine Environment and Systems docu

menting the organizational development 

iviarine Enviroment and Systems consi sting 
and administration of the Office of 

of the following: 

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

b .  StudieG/Surveys· conducted by
the Office of i\!arine Enviroment and Systems. 

( 1 )  Studies/Surveys which resulted 
in Coast Guard wide adoption of po�icy or 
management program .., 

(a) \</hich are forwarded to 
higher authority and are included in a 
formal publication by the higher authority. 

(b) Which are not forwarded 
to or published  by & higher au�hcrity. 

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

.S/2 •  General administrative corres
pondence files (excluding primary 
records above) from various activities 
of marine environmental protection and 
ports and waterways activities . 

.}.. {3 . Correspondence files of a routine 
administrative or housekeeping nature. 

Sli/• Reports ,  summaries and routine 
correspondence from other agencies 

_J__ _ 1t  - - - - ,_  ___ _.., 

Authorized Disposition 

PEID"iAN1,'NT . Tran sf er to FRC when 
S years old. Offer to NARS when 
20 years old .  (. 5CFPY) 

DBSTROY , 5 years after publication 
of the study by higher au thori t:t 
or when usefulness has been served 
whichever i s  later. 
PEID1ANENT. Transfer to FRC when 
S years old.  Offer to NARS when 
20 years old. (.SCFPY) 
DES'11ROY when 5 years old or when 
usefulness has been served ,  which
ever i s  later • 

DESTROY when 3 year s o ld. 

DESTROY when 3 years o ld . 

DESTROY when .2 years rflA • "'� " O  
r,.MA� � o 1 ...;77 
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5'/S: Message report s of
, -

ves sel movement. DESTROY when 6 months old .  

$/ ,.  Aid.a to navigation ��er 1-:filee 
consisting ot applications and 
mithori ties granted. to them by the 
Comwmd11nt wit�,"supporting papen , 
charts and photographs for estab-
11ehment , chw:ige or discontimumce 
of aids to navigation. 

dl<I-'- Iv\/n o✓ 

J'tJr 
r-l
b ;
,_)f � 

ti 

., 
. ,.r".J a. Najor

/\ 
Aids 

L,. 0 1 
·11 u,aH' J..H,a <f;I 

J>i1. · DMAHC Notices to Mariners concern
ing changes to _aids to navigation. 

SI 8 .  Local Notices to Mariners concern
ing changes in aids to navigation 
forwarded from CG Districts . ·  

3 
·PJIRMAtm'I°� Transfer". to FRC when � 
yes.rs o;Lcl. Offer to NABS when 20 
yee.rs old (1 CFP!'). 
PFBMOWiffc 'l.iPsrnleP 'ie PH9 tthca =J 
pnrs old Qtta• �e HJ.P.:0 eheu ee yew-.;;,
gJci; (1 �). 

DESTROY when 10 years o ld .  

DESTROY when 5 ,year s  old .  

/1 
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Desc�iption of Records 

Sl 9 ,  Monthly report s furni shing tech

Authorized Di"sposition 

DESTROY when 1 year olde. ff B 2 5 1977 nical data", etc .  on loran stations 
and compilations . 

.,f'2,0. Monthly compilations of reports DESTROY when 1 year old". 
on loran stations. 

f[l(-t1',;{ C t'f>I � $ o-.; 

..f1f", Light lists  of aids to naviga DESTROY when 25 years old.  
tion"; bound copy. 

. .
J'l,2.,. Light list s  0f aids to naviga PERMANENT. Transfer to FRC when 

tion , loose-leaf master light list 15 years old .  otter to NARS when 
with sources of information for .a� years old. (2 CFPY) 
correction". .j,_f::-

s.a,. Copies of reports of Internat ional DESTROY when 3 years old . 
} J Marine Pollution Prevent ion Convention _L Violations". :] 

Permit s for bridges across  naviS2,�.
gable waters (case files ) .  

- • - . • -- ---· -

$25'. Drawbridge operation regulations 
( case files ) .  

i
i:. 1 
S2,6. Obstructive Bridge (case files }. 

S'l,,"'I .  Deepwater Port License Applica
tions.  

S"a8. Deepwater Port Licenses". 

s,.9. Copies of American Bu�eau of 
Shipping Classificat ion for Single
Point Moorings at Deepwater Ports.  

SJfJ. Proof of Bonding for Removal of 
Deepwater Port Component s. 

SJi . Deepwater Port Environmental 
Impact Statement". 

Sia- Annual report to Congress on 
Deepwater Port Act. 

PERMANENT". Transfer to FRC l year after 
completion of the projecto. Offer to NARS 
10 years after completion of project ( 3CFPY) 

Destroy 2 years after bridge is made a 
" fixed bridge" or briq:ge is removed rrom 
waterway. Travs1·er to FRC when 5 years
old.. 

DESTROY 2 years after bridge is removed 
from the waterway. Transfer to FRC. 1 0  
years a1·ter a.i.tera tion. 

PERMANENT. Transfer to FRC l yer-.r e.f'ter 
termination of license .  Offer to NA.RS 5 ,yem-r 
af'ter termination of license (1 CFPY)
PERMANENT. Transfer to FRC 1 year
after termination of license. Offer to 

llARS 5 years after termination (l/10 CFPY) 
DESTROY 3 years after port license 
is terminated. 

DESTROY after port component s removed. 

DESTROY 3 year s after termination 
of license .  

PERMANENT. Transfer t o  FRC when 
5 years old . ( 1/20 CFPY)  Otfer· to 1lARS 

�ell �o �t:t+"s old:. 
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Authori zed Dispos:p,f1?I3 2 5 1�7; 

- · r)· RA FT e • 
DESTROY when 3 years old.  

D6scription of Records 

S'Jl. Report of Deepwater Port Oil 
Throughput. 

SJAf,. Report of Deepwater Port Casualty 
or Accident 

SJ5', Report of Sabotage or Subversive 
Activity at a Deepwater Port. 

Letters cf Personnel Qualifications· SJ&.
for ,Deepwater Ports . 

Deepwater Port Operations Manual. $31· 

DESTROY when 5 years old. 

DESTROY when 5 years old. 

DESTROY 3 years after termination 
of employment"'. 

PERMANENT. Transfer to FRC 1 year s.:fter 
port license terminated. Offer to :NARS 
5 years a:rter termination. (lCFPY) 
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SECTION14�� 
- - - -

FEB  2 5 19  71, 
The records described in this section ·r"e��Ao tfie planning and administration of pers onnel programs for military (Coast Guard and Coast Guard Reserve) and c ivilian P:r�onnel"; �h: items are grouped as fol lows":. Mi"litary Pers onnel Records (General) 

. 

. 

M1.l1tary Tra1.n1.ng and Education Records - Mi"litary Pers onnel Services Records -Civilian Pers onnel Record s )  - Mi"litary Recruitment Records"

Description of Records Authorized Disposition 
• /J 

.. 
541. .Records crea tcd by the Office of 

Personnel docu-
menting the organizational development 
and administration n f. the Office of 

. Personnel consisting of the 
following : 

a .  Official record copy of each PERJWili'NT .  Transfer to FRC when · 
directive/publicati"on issued by the 5 years old. Offer to NARS when 
office with siguificant background 20 years old. ( , &15CFPY) 
material". 

b ,  Studie::i/Surveys conducted by
the Office of _Military Personnel. 

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

(a) 'Which are forwarded to DESTROY , 5 years after publication 
higher authority and are included in a of the study by hig,.'-ler auth•:>!.'i ty 
formal publication by the higher authority. or when usefulness has been served 

whichever is later� 
(b)  vn1ich are not fo:rwarded FERN.ANENT. Transfer to FRG when 

to or published by :::. hig.11.er authc:!:'i ty. 5 vears old. Offer to NARS when 
20· years old. ( • .5C]'PY) 

(2)  Studies/Surveys which did not DESTROY when 5 years old or when 
result in Coast Guard wide adoption'"of usefulness has been served , which
policy or management programs. ever is  later. 

Sf1 . General administrative correspondence 
(exc"ludirig primary records above)", covering 
personne l administrative activities . 

SfJ • Routing correspondence of an admin� 
istrative or housekeeping nature. 

S�f·· . Stud ies , es timaties , repo:ts ·and DESTROY when 10 years old .  
related ma. teria l  on th e admin , s tra t ion of  
funds.  

/l . I I I 

DESTROY wheri 10 years old. 
• 

DESTROY when 3 years old. 

https://hig.11.er
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i:Jf$'. Proceedings of officer personne l boards 
·for promotion7demotion vith related papers . 
(Selection Boards Investigations ) 

Sf6 .  Records pertaining to the administration 
of the Permanent Uniform Board and main,. 
tenance of Regulations. 

SE/7o. Military personnel service records 
including medical folders and fitness report
folders , service record cards . 

Sf8 .  Personnel rosters showing location and 
s tatus of personnel at Coast Guard units". 

e. PMIS source documents and roster 
created subsequent to l October 1974-

.5f9. Service number index logs and regis ters". 

,.I.SO,: Identification cards for military 
personnel and dependents with related 
Appl icat ion Froms (CG-401 1 and DD 1172 ) . 

PERMANENT . Transfer to FRC when 10 
years old. 
years old. 

Offer to NARS when 2 0  
� 5  C:FPY ) 

PERMANENT". Transfer to FRC when 10 
years old . 
years old . 

Offer to NARSwhen 2 0  ,s CFPY ) 

Transf e r  to NP RC (MP R) 
St". Louis 3 to 6 months after dis-
charge , death or retirement . .r  

DESTROY- IJ!ranster to F'RC l year after 
date .  DES'g!?Y 5 years- a:ftsr run 

Maintain at agency as a..� active work 
file. Destroy when inactive . 

DESTROY "turned- in" ID cards upon
is sue of new card . File Forms DD-
1 172 in military personne l files 
and dependents"' cas e file . 



· DRSSl. . Record of Identi:fication Cards 
Issued (CG-3133 ) (Military) . 

.$$1.. Or iginal e l igibility l ists and 
authorizations for advaricement in rating". 
and proficiency pay. 

S$.3 .  Servicewide examination results 
with supporting documentation for career 
advancement. 

Sf!f. Listings and re lated material on 
approved personnel". retirement. 

.5'$'5. Enlisted Transfe r Orders issued by
' Headquarters. 

$'$.6. Officer Summary Records (CGHQ-
4255) on individual officers. 

..f$.7 . Records and related corresrondence 
relative to the Reserve Awards Programs • 

.S.!J.8. Correspondence documenting personnel 
action on appointment , promotion ,  retire
ment etc. 

Training and Education Records 

S.S9. Training and course materials re lated 
materials (case files) including Volunteer 
Training Unit and Aviation Training records 

$SO. Requests for end-of-course examination 

''5£i .  School and training files containing 
correspondence , reports and re lated pap,ers 
on CG and Navy schools,  the Institute , 
training aids and courses. 

s,a.. . Individual app lications for post
graduate , petty officer and other refresher 
or short courses. 

S63. Records of Boards of Visitors to the 
Coast Guard Academy.  

"iC.""'9 

- t..�. Records of CG Advisory Committee to 
the Academy consisting of minutes ;  
correspondence , reports ,  l ists of personne l 
� �A -� , � � �A  �� � - - � � , �  

'1 fJ1/ 1 ,..,;  • _t 

DESTROY when 6 yea.rs old .  
DESTROY when 2? years oldo. Transfer 
to FRC when 5 years old. 

DESTROY when 25 years old.  Transfer 
to FRC when 5 years old .  

DESTROY of CG Reserve (inactive) 
results when 2 years old. 

·DESTROY when 3 years old. 

DESTROY when 5 years old or earl ier 
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-se lection 
or completion of training. 

PERMA?IBNT. Offer to NARS when 
20 years old . ( 1/10 CFPY) 

PEIDWIBNT. Of'f'er to NARS when 
20 years old. ( 1/10 CFPI) 



- -
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Description of Records DR FT 
Officer Educational Record (CG-4082) .  File original in service 

record. 
DESTROY off ice copy when 2 years old. 

l� L_\,) 011.\ Requests for Procurement of materials DESTROY af ter 2 years for off-duty 
and services for officer and enl isted training ; 5 years for full time"r 
training and procurement . resident training ; 3 years for pe

personnel procurement requirements .  

J/J"/. Conformed copies of Navy PostGraduate · DESTROY after 3 years if utilized 
School Contracts. by CG ; end of FY for o thers. 

$68. SF- 1080 copies with sup'port ing DESTROY when 3 years old. 
papers covering re imbursements for 
a l l  types of aviation training. 

Sff. Copies of requests for reimbursement DESTROY when 3 years old. 
for monies expended for required tests", 
copies of University invoices for books 
and suppl ies , approval correspondence,  e �c .  

t 
Mil itary Personnel Services Records\  

t 
. - - . -- l� ; 

.\ i :.t :  ;, 
-
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$'7J . Claims files of correspondence and DESTROY 5 years after death of 
related papers pertaining to decedent affairs member or death of survivor receiving 
of deceased military and former Ligh thouse Retired Serviceman ' s  Family Annuity. 
Service  personnel .  

,512,, Claims files of corres pondence and DESTROY 5 years after date of c laim. 
related papers on military personnel 
rembursement c laims. 

•.s,s. Card file containing summaries DESTROY when d isestabl ished. 
of c laims processed by the office • 

. Sf4 . Agenda and minutes and general PERMANENT . Retain at HQ. Offer to 
documentat ion of CG Board of Awards .  NA.RS when !2Q year� old. '5 CFPY )  

' .ffS. Case files of copies of ind ividual DESTROY up�n �eperation from C G  or 
c itation and awards ,  actions by Board CGR. 
of Awards and the Commandant"; 
general documentat ion information • 

.1f6. Reg is ter of rec ipient of Lifesav ing PERHl>i.NENT. Offer to NARS whetn20
I1edals. years old. (J. CFPY) 
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S17• Case files on approved plans , policies , 
programs , proj ects and procedures concerning 
military discipline includ ing clemency ,  
mental incompetency appointment of trus tee/ 
guard ian, and remission of indeb tedness . 

S'j8 .  Interagency agreement and case files 
on approved plans", policies", programs and 
procedures concerning dependents"' identifica
t ion cards , recreation and morals , �ovies 
and inter-service f, ports COi'ipetion. 

. , ; ,_} t,. �+). ( ; .. �,.._, (. . : ,: ... ''l 

S t9. , Case·, " subject , planning and control. 
and legis lative his tary files on military 
and civilian personnel security boards , 
programs , policies and procedures.  

Stjo. Significant and subs tantive information 
in individual civilian and mil itary personnel 

· security files". 

$Ji . Atomic Energy Commission C learance 
Record Cards • 

. $IJ&, Cas e ,  s ubject , planning and control 
f i les �n approved family housing p:i;9jec t.s 
with corr es pot!dence . al].d memor�nq.u�_ con
cerning the program, other than items 

- . contained in item 1 of this seCtion. 

Mili tary Recrui tment Records 

583. Officer candidate file containing 
copies of application in the appointment 
in the Coast Guard, interview reports,  
medical examination reports and related 
papers. 

584". Direct Cormnis s ion Programs, Application 
Files containing copies of applicantion for appoint a. Selected Applicants -File irl 
ment in the Coast Guard , interview reports and related Official Personnel Folders. 
papers". 

s heets w ith qua l i f j "cQ"ti"on 
Used exam:l.n::it i  ons nnd a ns •. :er 

tes ts". 

DESTROY when dises tab lished. 

DESTROY 5. years after dises tab lished 

DESTROY 20 years- after obsolescence. 
Transfei· to FRC 5 years after 
obsolescence. 

DESTROY 5 years after termination 
of employment or re tirement except 
DISPOS� O.f inves tigating and non
s ignificant information in accordance 
with DOT Order 1630". 2 .  

DESTROY 1 year after termination of 
clearance". 

years old. 
DESTRO:Y at Headquarters when 20  

a. Selected Applicants -File in 
Official Personnel Folder . 

b .  Non Selected Applicants -Destroy 
6 months after deadlines date 
for clas s  whi ch applicant is  
made". 

b. Non Selected Applicants 
Destroy 1 year from date of 
board by which cons idered". 

shredrli. �g 1rh �-!n. Tf::·'.�Sl11?0Y b:r 1,1:r�--ni.n-.r; or 
� .Y �-:· . _: ,x. -w o 1 ::.l .. 
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Discription of Records 

S@� · Correspondence files �i i th the 
public on officer"'procurement _"'
programs. 

S fllf General information files on 
recruiting and enli stment. 

�'1/i Periodic reports of enli stments 
received from districts"'. 

569 Reports and forms used by examiners 
in a c counting for examination books or 
certifying that examina tions �ere given
in a ccordance �ith ins tructions . 

Authorized Disposition 

DESTROY when 1 year old. 

DESTROY:... when,. 2 yea:cs .. old. 

DESTROY when, 3 years old. · 

DliJS'rROY_ wl:le11, .{ years old.."'

A ... - •  
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SECTION 15 MARINE SAFETY COUNCIL 

These records relate to the Coast Guard regulatory system, administered 
•;,'by the Marine Safety Council", and include items of a public and non
! 

public nature •"'. .. 
Description of, Reco.rds Authorized Disposition 

591. , Records created by the -
:--..'Marine Safe-ty Council 

· 

docu-
menting the organizati onal development 
and a.dminist!:a tion of the ,
Marine Safety Council consisting of· th.e following: 

a. Official record copy of each PERJV'JAlIBNT. . Transfer to FRC when 
directive/publicati.::m issued by the 5 years old. Offer to NARS when 
office with significant background 20 years old. ( . 5CFPY) 
material"'. 

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

,I 

( 1 )  Studies/Surveys which resulted 
in Coast Guard wide adoption of policy or 
management program"'�· -- ·. ;  . , . ..,•:..- - -·-

( a) 'Which are forwarded to DESTROY, 5 years after publication 
higher authority and are included in a of the study by higher auth:>rity 
formal publication by the higher authority. or when usefulness has been served 

whichever is later. 
(b) Which are not forwarded PERMAUENT. Transfer to FRC when 

to or published by a higher �uthority.  5 yea.rs old. Offer to NARS when 
20 years old. ( . 5CFPY) 

( 2 )  Studies/Suryeys which did not DESTROY when 5 years old or when 
result in Coast Guard wide adoption of  usefulness has been served,  which
policy or management programs .  ever is later • 

.J'"f1. General administrative corres DESTROY when- 3 years old • .  
pondence, report s  and related material 
(excluding primary records).  

,S'fJ. Record material of a routine DESTROY when 1 year old. 
administrative or housekeeping 

.nature. 

\ 
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il i,.,' t''-f°.<-vJ t'-t,, - ,,.._
.J°f"T• Rules , regulations and directives 

files with background material used 
in preparation of rules and reg
ulations published in the Federal 
Register and/or CG issuances. 

SfS. Records and transcripts of public 
hearings held by Marine Safety Council 
and written comments received con
cerning proposed regulations • 

. s,,. Records of meeting of Marine 
Safety Council .  

5 9 7 . Records of Marine Safety 
Council Advisory·"committee con
sisting of decision · making cor
re spondence ,  Committee Agenda & 
Minutes of mee tings 

J"1S. Printers"' copy , galleys and 
page proofs of CG marine safety 
publications". 

\' ·  
I 

A-IS-4 1 <fa- ( 
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DESTROY when 20 years old . Transfer 
when 5 years old. 

PERMANENT. 
Transfer to FRC when 5 years old". 
Offer to !iARS when .20 years 
old. ( 1 . 5 CFPY) 

PERMANENT. Transfer to FRC when 
5 years old . Offer to KA.RS when 
-Z.. o '1l-0-� µ,l.

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 CiTilicm ��rsonnel Records 

Coast Cuard civilian personnel records relate to the supervision over · 
and management of F@deral Civilian !mployees&1. This Schedule covers 
the disposition of all o��icial peraonnel&1- folders of civilian employees 
W1d. all ot�er record relatillg to civilitm personnel . 

. DESCRIPTION OF RECORDS 

6() 2&1. Correspondence and subject 
til�s relating to the adminiatra
tion wid operation of personnel
functions @t Diotrtct of:fie@s 
or l!®&d.quartera umts level. 

6 () 3. Correspono.ance, reports Md 
nila.too. ma:t�rl.Gll @n eirtl.iau tr-e.in.� 0'.nd&1s�rnce •a� pxiogram • 

. · -, · , ,  .... · · • -�· · · ·--· · · · ··--• -. - �---�-·-·---- . ------ - --· -
.60 4. Indi rtdual employee tiles on 

trai?ling. 

6 () 5 .  . Certificate files ( requests 
tor certificates a.nd certific&tea 
of eligibles )&1. 

Jl)6. Notification of personnel
actions-Journal.. 

1�7�  Heal.th improvement and health 
benefits �rograms and reports&1. 

6/J 8 . Personnel folders excluding
· · ( & ) f'older£1 or groups of folders 

selected by the National Archives ; 
(b ) folders covering periods of 
employment terminated prior to 
January 1, 1921; .  e.m. ( c )  papers 
on tbe left or the so-called&1· 
ntemporary" llide&1· of the folder,&1· 

· · · . which are authorized. for disposal.
by&1·General Records Schedule l, 

· item 10. . 

DESTIDY when 3 ;years old. · 

DESTROY 2 years a£tar completion
of' tra1):i:lng. 

DESTOOY after inspe:ction require
ments (by" Civi.1 Service Commission 
or Coast.&1Gulll'd) have been met . 

DESTROY wen 3 yrars old or 8.f'ter 
inspection requirements hmve been met .  
l , . . 

DESTROY wen 3 years - old . 

(a) See Ch�pter 293, Subchapter 
2, Federal Personnel Ma.nu.al. for 
instructions relating to �olders 
ot employees transferred to 
another agency. (b ) Transfer 
folders of separated employees 
to ine.ct1ve- file on separation 
in accordance nth tbe Federal 
Personnel Manual, transfer 
folder · to  NPRC, (CPR),  St . Louis , 
Missouri, 30 de.ya after separation. 

(COI\T} ·· . · 

/ 1 · 
,./} ·- /,,_. , ... _· . 

https://Ma.nu.al
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DESCRIPl'ION OF RECORDS AUTIDRI2'JID DISR>SI'l'ION 

60 fo Service Record Card (ita-.ndard 
· Form 7 or its · equivalent ) 

a •&1.. Cards for employees separated. 
or transferred on or before 
December 31, 1947. 

b .  ""&1Curds for employees separated · 
.· or transferred on or afte:.:
J·anuary l., 1948&1. 

· 61@. Correspondence , let·i.iers , and 
t�legrGmS offering appointments to 
potential.&1employees&1. 

6 u. Certificate files ., consisting
ot : 
a. ·  Requests for certificates 
of eligibles&1. 

· ·&1. b .  Certificates of eligibles&1. 

6 la. »aployee record cards used for 
in.fom�tional purposes outside per
sonnel ofticea (such as SF 7 ... i). 

(b) {OONT) DESTROY 75 years . after .
birth of employee or 6o years
after date of earliest document 
in the folder if date ot birth 
crumot be ascertained, provided
employee has been separated or 

. retired· fen•" at lee;st 5 years • 

Transfer, to. NPRC, (CPR) ,  St • 
Louis , Missouri . 

DESTROY 3 years after year of 
employee ' s  separation or transfer 
to G.n<?ther agency. 

(a.) If' appointment is accepted; 
destroy i!pmediately. 
(b) If' appointment ia declined.: 
( lT �eturn to C.i'\1'1.1 Sel"Vice 
Commfs:sfcn,:· vi_th'&1rapfy &'ld application, 
if ' naroe we.a received from certificate 
of eligibles&1; 
{ 2 )  File inside a:pplicat ion, if 
ottered as a result of applies.-

. tion for t'empore.ry or excepted
appointment and dispose of in 
accordance with provisions in 
item&1l5 ; (3 )  All others ; dispose 
immedi�el.y. 

DESTROY 2 years after date of 
cenif:teates .  

DESTROY 2 years after date of 
certificates .  

DRSTROY&1or&1t:re.rwfer to another 
agency or bu.reau or on oe�tiOn 
of �l""e 

https://t'empore.ry
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613. Poa1t1on d.Gscr1pt1onst. 

.... 
615 .  Duplicata case f'iles of 

performance rating boards 
ot review, copies of w:i,ch 
have been :forvarded to the 
Civil Service Ccmm11.ss ion. 

616.  All copies of correspondence 
and forms maintained as 
t·emporary records on the 
left side of the Official. 
Personnel Folder in accordance 

· . vi th the Federal Personnel Manual, 
Chapter 293, and Supplement 293-31 . 

617.  Position identifecation strips , 
used in service control file (such 
as Standard Form 7) to provide 
summary data on each position 
occupiedt. 

G18 .  Incentive awards case tilest. 

619. Reports pertaining to the 
· · 1ncentive awards program. 

620.  ffotifications of personnel 
- action:, exclusive of those 1n 
Official. Personnel Folderst. 

-•· a. C'h1--cn{)l.o,gice,;l file ccr,:i.ea ,  
i /�"'l_,;;J � '::lg X'::..C.-.a �l.il��·i.;Ll! • 

b.  All other copiest. 

DESTROY one oopy 5 �w."'iJ 
&fter position is &bo�hoo. or 
d��ertption 1s aupe:€- �;-. 
(b) DRSTROY other cop ::. . wen 
position is &bolisboo , � �crip.. 
tion :hv aupsr�.read.�d·., 

Pla.ce· 1n �iw' t'ile on· tnmsfer 
or sapat't'l,tion of w.;z_ployee Wld 

· · tlJ,tw:'t, �;, rtmr:· :t.uaet.ive · tt1.rl� G.'Veey 
6:;J.iiPlltli?J�;�t��-�"OY:'�i:i;i.'.:v:e . file 
6, oontll!i. v.ft�r, :1 t. iffl .. cl.oi:;0d. 1.1: 
filing �nt ditten from 
that auggested herein, DESTROY 
�cords 6 months after tra.nsf er 
or separation of employee • 

DESTROY 1 year aftey CQmpletion of• csset. 

DESTROY; Oll'.,• transfer to an.other 
. agency (exc�!pt in a trru-i..ater of 
functions ) ,  separation of the 
employee , or when 1 year old . 
provi ding pur.po s e  has b e en s e rve d .  

DESTroY wen position is canceled 
or new strip is prepared. 

.Aft�r closing case transfer to 
illti-Cti ve closed file· e.nd destroy 
2 years e.fte:r closing. 

DESTROY when 3 years old. 

DES'll}l()Y when 1 year old . 

https://ccr,:i.ea
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DESCRIPrIOM OF RECORDS 

,21. Applications for emplo�t
end related papers, excluding
(a) records relating to appointments 
end requiring S�nator:1.al confil"Wltion.,
wid (b ) applications I'(!Sultii:.g in 
appointment filed in the Official. 
Personnel Folder (covered&1� item 
1 of this o che--dul.e ) • 

I
�22., Si;atiatical reports in the 

operstiu0g personnel ofi"ice o 

6230 Correspondence end forms in 
operating personnel ofi'ices 
rela.tillg to individual employees 
oot ma:l.ntained. in Official. Personnel 
FoMers and not provided for else ... 
were in this schedulee 

a. Correspondence and forms 
relating to �nding personnel 
actions&1. 

b .,  Retent�on regis�ers&1(including 
card files ·and related papers&1) 
from which reduction�:i.n=f'oree 
actions have been'&1tBlten. 

. . . 

c .  Retention registers (illcl.uding 
.card files and related papers&1) 

from which no reduction°in•force 
ootions have been teken 

d. All other correspondence f'oms . 

G 24 e Copies . of document d.uplicated 
_in Official Personnel Folders and 
not provided for elsewere in this 
schedule . 

, 25 .  Records relating to inc1ividwd 
employee opero:tion _ of Governmant
owned vehicles , including driver 
teJtB : 6Uthorizatio11 to use 9 sa:fe 
driving r.i:wa.::rds , t!U'id ro:t."'1t,::,.,a. 

. fE;.:. u 0 r,;;. 
' 
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AUTHORIZED DISPOSITION 

DFSTOOl' upon recipt of 
�t �...Jil.'d re:por.t ot 
�, l.nSpection or wen 2 :fl.'larB old.,
whichever is earlier, providing&1· 
the requirements of Chapter 333, 
Section·&1A-=-4 or-·&1tne Fed.era.l 
Personnel M�nual GJ."G observe<:! •• 

DESTftOY: _\.'hen 3:. Y-e�;rs _old or after next 
progi�:; �'.V'ieJil ,,mjii,che:ve r is J.atex·. 

DESTROY when 2· )"et-l."ra old. 

DESTROY when supersoo.ed.. 

DESTROY 6 months after file 
1s c1osed · or 6 lliOnths &f'ter date 
of document 

DESTROY 6 months after file 
1s closed 

DESTROY 3 years a.f'ter separation
of mnployee or 3 years ot'ter 
a:f'ter rescission of authorization 
to o�rate Go��nt-o·wnoo. vehicle, 

https://supersoo.ed
https://S�nator:1.al
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1!26. Ikeords cr.@ated 1n Niceipt 
end.&1processing of' complc.:itlts ot 
discr.tmination by mIJ.)loyeea or 
applicants for om-ployment with 
Federal Civil Service. 

a. Official Equal Et.lploY2nt
Opportunity Case Files, as 
described by 5 CF.R j13.,222 : 

1) When case is resolved 
lf'ithin agency or origin 

2 )  'When case is res,olwd
by UaS o Civil Service 
Co.rmn:t.Bsion; or a u.s. Court; 

b • .., All other copies of BEX)
co,'T!plaint case files or duplicates 
of documents pertain:l..ng to case :files 
which are included. in file� retained 
under Item 26(a)  above; 

c.  All b&ckground documents 
pertaining to the case but not 
included in case files rete,:tned 
under Item 26(a)  above; 

,27 . P os i tion Managemen t i S tudi e s &1. 

. ·,j·i G 28 .  Inspec ti on Reports of
I positi on Managemen t .  

6 29&1. Posi ti on Clas sificati on 
Appeal s &1. 

· · F E B 2 5  l9l 

DESTROY 4 years a:rter1 fin.al 
final adjustment. · 

1'be official case file 
is retained by USCSC according 
to their racords control 
schedule . 

DESTROY 1 year after final 
adjustment"'. 

DESTROY 3 years a:fter final 
adjustment. 

DES TROY when 5 years old&1. 

DESTROY when 5 years ol d .  

DES TROY 5 ye ars after posi tion 
is  abolishe d .  Transfer  to FRO 

·3&1years af te r close  of case&1. 

mailto:cr.@ated



