w ®

|

REQUEST FOR RECORDS -+SPOSITION AUTHORITY
(See Instructions on reverse)

®
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LEAVE BLANK

JOB NO.

NC1l - 26-76-2

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

DATE RECEIVED Jm 3 19?5
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1. 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

3. MINOR SUBDIVISION
U. S. COAST GUARD HEADQUARTERS

be stamped “disposal not approved” or “‘withdrawn" in column 10.

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT.

Mr. Jim Doran 426-2365

Dute i Archivist of the United States

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records;
that the records proposed for disposal in this Request of __zQ__ page(s) are not now needed for the business of

this agency or will not be needed after the retention periods specified.

[] A Request for immediate disposal.

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

retention.
C. DATE D. &GN E OF AGENCY REPRESENTATIVE E. TITLE
9 JUN 1976
B. JORDA CAPT, USCG Chief, Management Analysis Division
' 9.
\ 8. DESCRIPTION OF ITEM 10,
ITEM NO. (With Inclusive Dates or Retention Periods) SAMELECR | ACTION TAKEN

schedule is broken down into 16 sections.

Guard 2 August 1973.

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
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

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.

RG26| 677 items

TF

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. T"unction of the Records Control Schedule. The records described in this

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

are not scheduled will maintain said records and advise the Management

Analysis Division (G-CMA) using procedures outlined in Chapter I paragraph 3el6)
45 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. Applicationof the Schedule.

a. The records described in this Schedule are grouped by category of
record. Material need not always be identical to that described but must-dec-
ument essentially the same information. Authority contained in the Schedule
should not be exceeded to cover significant. documents not listed. Although the

records are grouped in 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 mandatory. 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, 1r\wh1ch case the Federxl
Records Center will obtain Coast Guard cogncurrences prior to destruction of
the records. . S

B' &, The record copy of any pubhcatmn (Instructmn, Not1ce, 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 exerc1sed
to assure that they are not destroyed. . Te

& ¢. Records directly pertinent to litigation, investigation or exception by
the General Accounting Office or internal auditors|may not be destroyed until
all action is complete. It should be stressed that d1sposa1 of any record
before the retention period has expired is unlawful,

@. ¢, The disposal instructions for the records described herein assume
thul. all operating requirements have been complied with 1. e., posting or
ntries have been made, originals have been pLo*c-ctcd as incicated s', ATPTO-

pr1ate operating instructions and no obvious errors have been made in filing
permanent or leng retention records with records [of temporary value.

P
é{'ﬁ.éf”ﬁ%{



-

DRAFT 0 reszou
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COAST GUARD COMPREHEM&MBECONTROL SCHEDULE NO. 1F[~_B Zb ﬁ'f {

SECTION j, GENERAL MANAGEMENT AND ADMINISTRATTON RECORDS

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

Description of Records Authorized Disposition

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

13 or 14 of this schedule.

a. Studies/Surveys

(1) Management Studies Files.
One record copy of each fteasibility study,
management improvement study/survey, and
other studies made to evaluate Coast Guard -
programs and proposed programs.

(a) Final Report PERMANENT. Transfer to FRC 5 years
E after publication of the ¥inal Report. °
Offer to NARS when 20 years oid.(IcFPFY)

_ " (b) Interim and Feeder Reports, DESTROY 2 years after publication of
work papers. and background files. ' B final report or vhen usefulness has
' ' been served, whichever is later.

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

above) from various activities for the

administration and geneéral management

of CG affairs.

3. Record material of a routine ad- DESTROY when 3 years old.
mindstrative or housekeeping nature.

4. Congressional Relations Files

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

a., Correspondence, memorandum,reports
and associated material pertaining to
relations with Congress concerning sub-
stantive Coast Guard Programs.
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Description of Recordg. Authorized Disposition

b. All other Congressional corr- DESTROY as follows:
espondence and extra copies of (1) If signed by the Commandant or Vice
documents listed in a. above. Commandant retain for one year after

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

5. Coast Guard Budget Files

. a. Budget estimates with interna} PERMANENT. Transfer to FRC three years
justification relating to the financial after the close of the fiscal year covered
requirements of the Coast Guard. 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- DESTROY 2 years after close of fiscal year.
fment schedules, proposing quarterly inv@lded

obligations under each authorized

appropriation.

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

é§ Project working papers including back-.
ground materials studies, analyses, notes
rough drafts, interim reports and and related
papers pertaining to management projects,
exclusive of documents covered by items
1, L4, and 5 above



2t
5 )
a4

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

Description of Records

8. 'Organization Manuals aﬁd 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 Prommlgation, -

significant background and
printed copy).

RESERVED

16. Files, correspondence and research

papers relating to formulation and pro-
mulgation of 'USCG Regulations'.

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

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.

A

REFT o

FEB Zb 1977

DESTROY when 5 years old.

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

. PERMANENT.
after superseded.
years after superseded.

DESTROY 1 year after conference.

DESTROY after completion of 2 subse-
quent inspections.

DESTROY 2 years after completion
of each case.

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

(1 CFPY)

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

PERMANENT.
years old.
years old.

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

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

PERMANENT.
after superseded.
years after revision.

DESTROY individual form copy when
form is cancelled or superseded.

DESTROY 1 year after form is obsolete.-

’

DESTROY/Z years after report is

discorntinued.
[OZaN

-

) ‘ ¥
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Descrlptlon of Records _f

20. Worklng files and background mate—
rial used in establishing procedures tor

records management, correspondence and
filing systems.

-

~ 21, "Records d
ing descriptive inventories, disposal
authorizations; schedules for retire=

. ment of records (case files). '

22. Statistical reports of records
holdings.

© 23, Background material relating to
revisions of telephone directories and
' miIitary personnel directories.

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

- Headquarters.

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-
- meat 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
divieions by data system services.

'30;' Studies of specific applications’
of data processing and information
retrieval techniques.

Jinclud#.l

b »m;m
: F E B 2 5 z "f?
| Auﬁhéliggg_2£§2051tlon .

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

..DESTROYvwhen.obsolete or=supersede&.

-DESTROY when 3 years old.

DESTROY 3 months after issne 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.

'DFSTROY 5 years after completion of

s tudy.

CArE s



31.
DOT Annual Report submitted to the
Department of Transportation and re-
lated feeder reports.

32.

@%ﬁ%ﬁ?

Description of Records

" Copy of Coast Guard pégtion of

Copies of Management Improvement

Reports subnitted to the Office of
' Management and Budget, and related
analysis feeder reports.

33.

Postal Records consisting of

Post Office forms and supporting
papers.

34.

35.

36.

a.

‘Official Penalty Mail Reports.'

Audit Records

General Administrative
correspondence (excluding
primary records listed below)
on audit activities conducted -
at Headquarters, District ‘
.offices, Headquarters units,
afloat and ashore activities.
General Accounting Office (GAO)
audit report files including =~
audit reports, coordination

- papers, final agency replies,
‘and related correspondence
accumulated in connection
with audits by (GAO) of

- Coast Guard activities.

" Office of the Secretary of
Transportation audits reports
-issued by OST Director of
Audits, coordination papers,
and related documents accumu-
lated in connection y{th pre-

| m 051371

Authorlzed Disposition

DESTROY 1 year after year in which

_DOT Annual Report is printed.

DESTROY 2 years after subm1551on
of report. :

DESTROY whenv2 years old.

: DESTROY when 2 years oid.

"DESTROY" when S‘years old.

®DESTROY" Coast Guard action office-
copy when 10 years old providing that
recommended actions have been completed.

- "DESTROY" other cop1es when 3 years

old

"DESTROY" Coast Guard action office .
.copy .vhen 10 years o024 -providing ihat
recommended actions have been completed.
'""DESTROY'" other copies when 3 .years old.

paring Coast Guerd reply to OST.

Correspondence pertaining to

_Privacy Act Requests.

a.

b.

Accounting for .disclosures.

" Master log of requests.

- J% 480 Ho Reseaveo

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

DESTROY when 3 years old.
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T ANATIO“ AT‘RS RECORDS

()\-) \'—‘{/

These records reflect the development and admmxstratxon of Coast Guard proE‘rams positions

and relations in public and international affairs

Description of Records

L41. Records created by the Hffice of
Public and International Affairs d-cu-
menting the organizational development

and administration of the Office of .

Public and International Affairs consisting
of the following: '

a. O0Official record copy of each
directive/publication issued by the
office with significant background
material.

b. Studies/Surveyé conducted by
the 0ffice of Public and International
Affairs.

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

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

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

(2) Studies/Surveys which did not
result in Coast Guard wide adovotion of
policy or management- programns.

4#2. General administrative correspondence,
reports and related material (excluding
primary records above) for the various
activities of public and international affairs,

#32. Routine cOrrespondénce of a general
administrative or housekeeping nature.

44 . Documentation initiated by the
U.S. Coast Guard consisting of U.S.
Delegation Reportsg minutes of meet-
ings and related materials pertadn-
ing to internationad maritime cegani-
zations concerning U.S. position and
representation of various conferencese

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

P

Authorized Disposition

PoRfMANLNT fransfer to FRC when
5 years old. Offer to WARS when
20 years old. (.5CFPY) '

DESTRIY, 5 years af er publication
of the study by higher authority
or when usefulness has been served
vhichever is later. .
PERMANENT. Transfer to FRC when

S years o0ld. Offer to NARS when
20 years old. (.SCFPY)

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

DESTROY vhen 3 yeers old.

DESTROY when 3 years old.

PERMANENT. Transfer to FRC vhen
5 Yeers old. Offer to KARS vhen
20 years old. (1/5 CFPY)

PERMANENT. Transfer to FRC when

5 years old. Offer to NARS when

20 Years old. (1/5 CFPrze

-

S . g p .
. (.ﬁ'-ig'."_ 4 e
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Deseription of Records Authorized Desposition

; ' , ) R
46. Master files of photographs and PERMANENTe . Offer to NARS 20 years old.
slides of CG activities arranged by (7 cFPY) A
subject and presenting principally a -

pictoral history from World War II to N . CanS

the present including separate files Break Frle o0 ?O/WQ }’ ar _
of unreleased picture and negatives . CS) g
of unreleased pictures - the original .er\f\' (A) M‘Q, e < (’U. )
negative and a captioned print for * ' ‘ T
each black and white image and the <. \)S-(.’G-l ) lo-2©0 - TR

original color transpar@ncy or color
negative, a captioned print, and an
inter-negative (if one exists) for
each 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. (1% CFPY)
to consolidate historical information . .
into a published volume and the

published volume. Published volumes

generally consist of Commandants

Bulletins, Coast Guard Magazine,

Highlights of CG operations such as R
Deep Freeze, Vietnam, Coast Guard at -
.-War etce '

- - B e N . JP o eee—e e e . e e
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T - - pescription of Recards
& 8, Master press release and release
distribution files.

K¢, TCoriespondence pertaining to the
Coast Guard's participation in international
and national expositions, bicentzanlais, etc.

8@ Correspondence pertaining to exhibits
shown at Boat Shows, Falrs, etc.
51. Radio, Teievision, and Motion
Picture Productions.

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

i b. Sound recordings - the master
tape, matric or stamper, and one disc
pressing for each conventional mass-
produced multiple copy disc recording
and the original tape for each magnetic
audio tape recording.

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

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

e. Additional duplicate prints
and additional duplicate re-
b and c .

of a
cordings of

&&. Speeches, slide talks, and manuscripts.

. DRAFT

Authorized Disposition
'PERMANENT. Transfer to FRC
vhen 10 years old. Offer to FARS
vhen 20 years old (ls/_s CFFY) -

PERMANENT, Transfer to FEC vhen

3 years old. Offer to FARS when
20 years old. - (2 CFFY)

. DESTROY w‘ﬁ@n 5 y@am .Oid.

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

PERMANENT. Offer to NARS-when 10
years old or when obsolete which-
ever occurs first. ~(d1CFPY)

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

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

Destroy when 10 vears old or when
obsolete whichever occurs firste

PERMANENT Offar +~ WARA obhamn

;%

RERL



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,”
published or unpublished, such as
data sheets, shot lists, scenarios,
review sheets, catalogs, indexes,
scene descriptions, and other
textual documentation which is
necessary for the proper identi-
fication, retrieval, and use of
the footage.

S$Y-60 peccevep

. ‘ ﬁ.;g;% 25 ’%ﬂ“f

.
5

b il B

Authorized Disposition

"PERMANENT*.

years old.

PERMANENT.
years old.

Offer to NARS when 10

(35 CFPY)

Offer to NARS when 10
( 5 CFPY)
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These records reflect Lhc development and administration of programs for safe
boatiny in the Unitcd Stoates {.c., boat numbering system, boating accident
~activitics, enforcement of boating laws, cooperative activities with state,
. federal and privatec orpanizations and the role of the Coast Guard: Aulelary
‘. An_promoting nafcty and cffocting rescues. :

SECTION 3

Descri{ptfon of Rccords

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

and administraticen of the Office of
Boating Safety consisting of the'following:

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

b. Studies/Surveys conducted by
the Office of Boating Safetyf_:

”~

(1) Studies/SurVeyé which resulted

in Coast Guard wide adoption~of pollcv or
management pLograms.

e

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

(b) Vhich are not forwarded
to or published by a “;bher uu+hor1ty.

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

4. General administrative correspond-
ence files (excluding primary records
above) from various activities for the
administration and genecral management-
of CGC affairs.

€3+~ Record material of a routine admin-
istrative or housckeeping nature.

€ 4. Program planning and evaluation
studies (issuc studies, policy studies,
position studies},

4

6 years old.

Authorized Disposition

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

PERMANENT.
5 years old.
20 years old.

DESTROY, 5 years after publication
of the study by higher authority
. or vhen usefulness has been served
- whichever is later..
PERMANENT. Transfex to FRC vhen
& years 0ld. Offer to HARS when
20 years old. (.5CFPY) ‘
DESTROY when 5 years old or whan
usefulness has been served, which-
ever is later.

DESTROY when 5 years old.

DESTROY when 3 years old.

DESTROY issue studies when 10
years old, policy studies when
8 vears old,_ position studies when

Pl 4
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Description of Records

65. Vorking files of directives includ-
ing all those superceded and related

manuscripts of-publicatiosn and circulars -

on boating safety activities.

;45&1 Records pertaining to subcommittee
‘on government operations for boating
safetyhy

 £%. Correspondence and reports from
Dishrict on routine law enforcement
actxvit1esh

& 8. Boating Safety Detachment Reports
and reports on piloL programs.

qg.' Kerrative reports.of investigation, -

findingsb recomrendations] and approvals

fgjfa.v_Reports-on vhich a death cer-
.tifice$e has been issued.

*7L;b. Reports on which no desth cer-

tificete VeS| 1ssued or o body foundcv

* DESTROY when 10 years old.

N e D o e Ay
: !
o 0o

- Anthorized Disposition o
DESTROY when superceded or obsolete.

DESTROY 3 years after date of

hearing or publication of the
report whichever 1s earlier.

DESTROY when 3 years old.

DESTROY When 5 years old.

» [ 1 . Transfer
to FRC wvhen 5 years old.

DESTROY vhen SO years S}d. Pransfer

FRC when S years ol

;C/{,
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JD@aefiption of Recérds

n0. Acc1dent reports involving Coast
Guard jurisdiction.

1. Accident reports covering sole
state jurisdiction.

é;) Automatic data processing cards
nd disc files containing motorboat
accident data.

728. 1Index cards listing fatalitieé
by name, state and date.

“?/4. National Safe Boating Week Com=
.mittee history files.

#2§. Documents on approved boat num=
bering systems.

Q6. State/Coast Guard.coordinated
law enforcement agreements (copies).

49. Minutes of regional and national
boating administrators meetings (cop-
ies).

. 8. Current computer listings of
boat registration.

79. Coorespondence concerning actual
numbers of individuals' vessels.

- 80. Boat Consumer Complaints.

&l. Compliance Testing Results;
a. Péssing Test.
._-b.: Failing Test.
§&. Notifications of Defects or Com-
pliance Failures ‘and related documents.
3. Boating Safety A&visory Council

(BSAC) records; minutes, records, rec=
ommendations, etc.

&4 e 20 feservap “\"\,xq\fc\
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'DESTROY when 25 years old.

- 20 years old.

A3-2

AuthorPized Disposition

DESTROY when 10 years old. Transfer

to FRC when 5 years old.

DESTROY when 5 years old.

DESTROY when: 5 years old.

DESTROY when~ 5 years old.

PERMANENI. Transfer to FRC when .
5 years old. Offer to NARS when
20 years old. (2 CFPY)

DESTROY  when~ 5. years old.

Transfer
to FRC when 5 years old.

DESTROY when :5v 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 61d.
DESTROY when 20 years old. Transfer
to FRC when 5 years old.
DESTROY when 20 years old. . Transfer

to FRC when 5 years old,,

Transfer to FRC when
Offer to NARS when
(¢ CFPY)

PERMANENT .
10 years olid.
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TED
‘fhese ‘records cover Regearch gnd Development activities sffecting. policie& and, ex-
eCating PYOsTrens pg_to 1;‘19 (‘ﬁg& Guard_ E&D p;ogrm .
' Desc'ription of Records "~ Authorized Disposition
9. Records created by the Office of N
‘Research and Development docu~ S ' '

menting the organizational development
and adaninistration of the Office of

. Research and Development consisting of
“the foxlow1ng°' '

a. Official record copy of each PERMANENT. * Transfer to FRC wvhen

directive/publication issued by the 5 years old. Offer to NARS when
office with swgnlflcant background - 20 years old. (.5CFPY)
material. N ’

b. Studles/Surveys conducted by
the Office of Research and Develooment.

)

-~

(1) Stvdies/Surveys which resulted
in Coast Guard wide adoptlon of pollcy or
management program

(a) Vhich are forwarded to DESTROY, SIyears after publication

“higher authority and are included in a of the study by higher authority
formal publication by the higher authority. or when usefulness has been served
vhichever is later.
" (b) Which are not forwarded - PERMANENT. Transfer to ¥EC when
to or published by a higher a2utherity. 5 years old. Offer to NARS when
20 years old. (.BCFPY)
(2) Studles/Surve 'S which did not DESTROY when 5 years old or when
result in Coast Guard wide adoontion of usefulness has been served, which-
policy or management prograiss. . ever is later.

92. Research and Development project records, ‘PERMANENT. Transfer to FRC
refecting a complete history of each project after microfilming for reference
‘including procurment files. project authorizationPirposes. Offer to FARS when
documents, project cards, technical character- <20 Yyears old. (3 CFPY)DBmmALNor
istics, test & trial results, drawings, specifi- APPROVED
cations, and photographs essential to document the

project, and technical and progress reports;

“@9$. General administrative correspondence, DESTROY when 3 years old.
reports and related material (excluding
.primary records of various activities of : _ iy
research and development. _ o ' —

Q4. Annual appropridtion summary reports . DESTROY when 5 years old.
end related material. :

B-H-1
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Description of Records

9.%. Notebooks containing technical and

- sclentific information duplicated in project
reports or case material, or is of such a
nature as to be non-essentlal to pro;ect

' files.

$ €. Technical reference files.

9‘7. Control material consisting of duplicate

" copies of case material, non-essential
scientific or technical information,
Individual progress. reports and administra-
“tive correspondence.

9@ 'Copies'of office supplies and .

procurement requests (excluding prdJect
procurement) .

: _,"f-f'{%.meo koo fesotweno -

N mew e PR

Authorized Disvo sitiﬁoq '

DESTROY 6 months after
completion or termination of
related project.

DESTROY when superseded or
obsolete.

DESTROY upon complethn or

' termination of project.

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

_ These records cover engineering activities effecting policies and executing
“programs encompassing aeronautical, c1v11;\e1ectron1cs, naval ‘and ocean
engineering. , :

A Descrgption of Records - A  Authorized Disposition

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

a. O0Official record copy of each PERMANENT. Transfer to FRC when

directive/publication issued by the 5 years old. Offer to NARS when
office with sizuificant background 20 years old. (.S5CFPY)
material.

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

rd

(1) Studies/Surveys vhich resulted
in Coast Guard wide adoptlon of policy or '
management program

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

higher authority and are included in a of the study by higher authority
formal publication by the higher authority. " " or when usefulness has teen served.
vhichever is later.
(b) Vhich are not forwarded. . ' . PERMANENT. Transfer to FRC when
io or publlshed by-~a higher authority. 5 years old. Offer to NARS when
20 years old.  (.SCFPY)

(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.

102. General correspondence files, ex- DESTROY when 5 years old.

cluding primary records, accumulated
by engineering activities in carrylng

out their programs. ‘ e /
105. Rout:ine correspondence of a gen- - \ DESTROY when. 3 yeafs old.
eral, administrative or housekeeping :
o nature.

. AS-I


https://adoption.of

s
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Description of Records

Aeronautical En inéerin Records

le¢. Drawings, specifications and photo-
graphs of aircraft, engines and other
aeronautical equipment developed by
" the Coast Guard.

/6%5. Drawings, specifications and photo-

. graphs of aircraft, engines and other
-aeronautical equipment~used in but NOT
. developed by the Coast Guard.

§@6. Reports of unsatisfactory or de-

fective material and reports of air-

. craft and engines maintenance, use
~and effectiveness. .

VAA)@?j—,COpies‘of construction and procure-

© ment. contracts with related material.:

Civi1 Eog1neering Reéords 

IQS. 'Advaoce planning files containing

project reporta for AC&Io

%

R B RV S S

Authorized Disposition

POBSANENT. Transfer to FRC 3
years after equipment is no-

longer in use in the Coast Guard.
Offer to NARS 15 years after

equipment is no longer in %G us
DESTRGY at Headquarters 1 year CFPY
after equipment is no longer in

use in the Coast Guard.

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

use in Coast Guard.

DESTROY 5 years after completion

of contract.

DESTRUY 3 years after project is

3‘comp1ete. '

9
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Description of Records,

or equivaleént) and unit development

plans describing work proposed, cost

estimates, justifications with related
. charts, drgwings, maps and photographs.

_General files on budgets and funds
related to construction and maintenance.

120. Construction progress reports
(Porm CG-2617 or equivalent).

f12. Copies of construction contracts

© -~ with specifications, drawings and re-

lated material,

b2, Coples of procurement contracts

"+ and purchase orders.

'éhﬁe'zCard-records of vehicles in
rServ@ce; v

144, Files on obstructive bridge pro-
jects, including reports of public
hearings, orders to alter, orders of

 _apportionment of costs, contracts and -
plans, showing clearance and design

’ criteria. ‘

';IE5' Photographs of shore units and
construction projects-the original
"negative and a captioned print for
‘each black and white image and the
-~ .original color transparency or color

" ‘negative, a captioned print, and an

- internegative - (if one exists) for

each color image. .

186, 105mm negatives of drawing of

'~ contract sets of shore unit structuresa

: |12~ Microfilm from Districts and
- Headquarters Units of original AS
‘BUILT drawings (tracings).

" *Electronics Encineering Records

1i8. Avionics equipment manuals, air-
craft files, technical descriptions
." and drawings.

L s et S e 4 A bt &l Bd e s e S e S ae e & e

DESTROY'when,S'years

. 0
 FEB 25107

. Authorized Disposition

old.
DESTROY when 5 years old.

DESTROY 3 years after completiod-of

.contract.

DESTROY 3 years after completion of

-contract.

DESTROY when 5 years old.

}JD STROY 20 years-after-completicn Of

the project. Transfer to FRC 3 years
after completion of project.

PERMANENT. offer to FARS after
completion of construction project

‘end/or discontinuance of the unit

¢1 CFPY)

Malntain . at CG Headquarteté 48 an
active working files. IESTROY when
1nact1ve

Maintain at CG Headquarters as an
active working fi].e. DESTROY when

inactive.

DESTROY 6 months after equipment or
aircraft is no longer in Coast Guzrd
inventory.

MAR 0% .77 .



~ Description of Records
ll9 Office of Engineering copy
of contract  files for construction, -
-jnstallation, alteration, etc of
‘electronic equipment, including draw-
"ings, photographs, technical descrip-
tiOn, specifications and related data.

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

121.  Project flles pertaining to"
development and testing of electionic
systems at CG units.

AZ&. Case files on electronic nave-
: gational aids containing requecsts for
authorization, approvals for install-
. ation, photographs, blueprlnts, corre-
spondence, related papers ‘on changes
‘and maintenance.

. 823. Reference files on electronic

. parts; designation, desceription, .
-price of parts, stock record inventory

~“wvalue of equipment, tabulation sheets,
- allowance lists, changes in allowance .
lists and correspondence on installa-

- tion and conversion.

;12@ Specifications for all electronic

equipment developed by or for the Coagp
Guatie

j25. Drawings of electronic equipment,
loran maps and navigation charts,
radio beacon charts, station plans,
drawingsy blueprints and photographs.

126.v Electron Alterations
Ship Alteration Requests.

Request and

122 Submarine cable data reports

. made~when cable is tested, relocated
‘or repaired. .
528 Fcaa;ul COrTEIRORns

delivery ana general ma

land line equipment. -

RO O DrSRIEEEn
intenanca of

~ Maintain at Coast Guard Headquarters as
an active working/reference files De-
. stroy when file becomes inactives

PERMANENT.
.aid is no longer active.

DESTROY 2 years after equipment is
declared obsolete:

- PERMANENT.

C e . e e e eempene L e e .. ‘
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Authorized Disposition

DESTROY 6 years, 3 months after

“completion of delivery.

DESTROY Requests for Procurement

and Requests for Bid or Quotation

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

Transfer to FRC when
Offer to
NARS 10 years after aid 1s no '
longer actlve.

DESTROY when obsolete or'superseded.

O0ffer to NARS 4- years
efter equipment is ebsolete (1 GFPY)

DESTROY when superseded or obsolete.

" DESTROY 6 months after cable leaves
" Coast Guard control, e

DESTROY when 3 years 0ld~’

ﬁ_l:’.-? . hﬁf\@ [~ M‘x“r;-z



Description of Records

129. rTelephone construction and main-

tenance records on building of lines,
" purchasing of materialsy etca

§306. Telephone line location reports~

l3lc\ Telephone line and cable number
systems index.

'nl32. Correspondence files on acquisi-

tion and maintenance of CG land line
right~of way. :

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

:[34; Resource Change Proposals.
135. Reports developed from elec-

tronics installation, changes and
" maintenance systems (EICAM)

Naval Engineering Records,

-

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

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

© ]38+, Reports of gutter dry-docking
o repairs ((CG 2926) or equivalent).

'.139.v Quarterly report of hull and
machinery (repairs). '

140, Technical manuals, material
failure reportsa

f41. Cutter/boat alteration records;
.case files~ :

FEB 25 ia77

Authorized Disposition

DESTROY when 6 years, 3 months ojd,
Transfer to FRC when 3 years old-

>

DESTROY 6 months after 11ne leaves
Coast’ Guard control.

DESTROY 6 months after superseded.

DESTROY 10 years after termenation

of agreement.and discontinued use

of the right of way. Transfer to FRC

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

DESTROY When 5 years old.

DESTROY 3 years after completion.

DESTROY when obsolete or superseded
except equipment parts failure

summary whi-ch is destroyed when
3 years old\ .

DESTROY 15 years after delivery of
cutter/boat~ Transfer to FRC 10
years after delivery of cutter/boat.

| DESTROY when. 5 years 0lda |

DESTROY wher' 20 years old.

Transfer
to FRC when 10 years o0ld~ :

DESTROY when 5 years olda

DESTROY 3 years after 11fe of
equipment.

DESTROY 1 year after life of
cutter/boat class.




_1ks.
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.Deacription Sf Records

. k2. Cutter/boat ev&lua.tion/inven-
tigation case files , hull end -
mhinex’y Bpecifications.

. a. Por first amd 1&5&&11&1:@1‘/
boat of a class and m&iﬁcations
- waich sligeificantly elkviate
from others in the clagaseal

" b.  All others.

143, " Cutterfdoat plans and tracings’
- and BEpoklet of Gereral- Plans, Liae N
Drezwings » @tge: .

" a. For first apd last cutter/
- boat of a class and modifications
which significantly deviate

from others ia the classel

b. A ofh@ra .

Mas Roat Racords (caaasao)

Record of Cutters Cheracter-
'1stics&1 ' » :

o ‘th m}xinery allovance md repair
'lists. '

; lh.T . Original es BUILT drawings (tracings)

of aids to navigation equipment and :
rminor structures, oceamographic and

" maritime enviromentsl protection (MEP)
equipanent end gensor syatem

Oeeam mgin@erin,g Records

158, Acquisitiin, construction, end
. dmprovement (ACI) project files
“including budgeting, general pro-

. curement files end ledgersel

BSIRGAT B
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‘Anthorized Disposition -

PERMARERT. Offer to FARS after
disposal of the cutter/boa.t classel
Ciceey)

DESTROY 1 year after disposal

_of the cutter/boat class.

PERMARERT. Offer to FARS after .
disposal of the cutter/boat cl&ss&l
( cfpv)

DESTROY 1 year after disposal of
the cutter/boat classel

K

DESTROY 5 years after boat disposal.

"DESTROY 10 years after life of

cutter. Tra.nsfer to FRC after life
of cutter.”

DESTROY 10 years after life of
cuttzr. Transfer to FRC 5 years
aﬁmr l1life of cutter.

Permanent offer.to NARS 5 years
after obsolescence.

DESTROY &t Headquarters 5 years
after close of project or when
supserseded or obsolets.

fsds

Do
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Authorized Disposition

ggggggggggn of Re!!!;s

149, Original AS BUILT drawings PERMANENT. Transfer to FRC after
- - (tracings) of buoys, buoy appendages. disposition of equipment or system.
L R ‘ Offer to EARS 25 years
. I - after disposition. : -
(1 CFFY)
{50. Copies of plans of marine science, Permanent offer to NARS when super-
- MEP and short range aids to navigation seded or cancelled.

, equipment and structures.

'(zgzév'Short range aids to navigation, ” - '2 L e
MEP and maxine science equipment in- » L N Nz o .
vestigations and evaluation case files. » BT
152. Photographs of major aids to PERMAKENT. Offer to NARS when 20
navigation structures (lighthouses)- years oIf. (1/10 CFPY)

the original negative and a caption-
ed print for each black and white
image and the original color trans-
parency or color negative, a cap-
tioned print, and an intermegative
“(if one exists) for each color

imagea
153. Ppotographs of mipor aid etmcturea, DESTROY after completion of project

. equipzmrt a.nﬂ eystem—; A : . and disposition of the equipment
_ . o ' _or system

N

154, Operating expense files; copies of DESTROY When 5 years old-
procurement contracts, purchase orders, ' o
invoices of material shipped, shipment
ordersy acceptance and delivery reports
and related material.

155. Resource Change Propbsals-. v DESTROY at Headquarters 3 years
: e e after completion. . if not funded,
'3 years after fiscal year for which
written.
156, Flasher Installation Cards. DESTROY at Headquarters when 5

‘years olda

l57. Stmctur&l, Electmnic, Lexge Kav-, ) DESTROY at Headquarters 5 years
igatioral Puoys and MKarine Environmental after completion~ S
Protco @don Eouirront olserstiions apd

avaer. o)
38 a "" L.

vaT Givhdd A >DESTROY at Headquarters after dis-
- . position of equipment.

-

559; Instruction books for marihe DESTROY at Headquarters after dis-
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'”,The records in this section relate to.the management of the financial affairs
. of &£he Beast Guard, i.e. fiscal travel and supply procedures, accounting,
. peyments and clnixs, supply I#gistics, supply services and procurement.

Description of Records

170, Records created by the Offlce of
Comptroller i docu~-"
menting the organizational development
and administration of the Office of
Comptroller consisting of the following:

a. O0fficial record copy of each
directive/publicatiqn issued by the
office with significant background
material.

b. Studies/Surveys conducted by
the O0ffice of Comptroller.

-

(1) Studies/Surveys vhich resulted
in Coast Guard wide ‘adoption of policy or
management program . B '

¥

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

(v) Whlch are not forwarded
1o ox published by a higher acuthority.

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

I'71é. Primary records containing formal
policy and procedural issuances and
developmental data on the planning and
administration of the financial activ=-
ities of the Coast Guard; case files
.of meanuals, directives, reguiatians,
standards ech

Authorized Disposition

PERMANSNT. Transfer to FRC when
S years old. Offer to NARS when
20 years old. (.S5CFPY)

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

PERMANENT. Transfer to FRC when

S years old. Offer to HARS when
20 years old. (.S5CFPY)

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

PERMANENT. Transfer to FRC when
5 years old. Offer to NARS when
20 years old. (2CFPY)




Description of Records

172. Background material and develop-
mental data for publications covering
fiscal procedures for appropriated
funds and fiscal procedures for non-
appropriated fund activities.

l?ﬁ General admlnistrative correspond=~
- ence, reports and related material

(excluding primary records above) for
the various activities of financial

management not listed elsewhere. .

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

Accounting Records

195. Servicewide appropriations ard
allotment status reports. = -

Al

I‘?@ Ceneral ‘Ledger Trial Balances.

AL_Ir

U SR

- Authorized Disposition

DESTROYQ Destroy 20 years after elose
of FY in which issued. Transfer t> FRC
5 years after close of FY in which issued.

DESTROY when 5 years 0lda

DESTROY when 2 years Qld._-

DESTROY~ fiscal year ending reports 10

 _ years after close of FY; all others 5 r

yeare after close of FY~ Transfer to

~ FRC 2 years after close of FY,

DESTROY '
fiscal year ending trial balance

10 years after close ¢€ FY; all others

‘5 years after close of FY. Transfer

to FRC 2 years after close of FY.
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'DRAFT

7%. Accounting Reconciliation State-
ments and copies of supporting documents.

D*scription of Records

78. Consolidated Commissary reports
~end copies of stores statements
-rzeceived from Districts.

?9. CG Supply Fund Financial State-
mentsy

)§0. - Copies of Accounts Current and
Statements of Transactions.

lél.f FHA mortgage insuramnce case files
of terminated mortgages. '

182. Reconciliation Statements for ,
Treasury Cash (SF 654) and work papers.

|§3.. Photostat copies of individual
retirement records (SF 2806) for
‘separated civilian personnelu

fg&; FICA wage credit and federal in-
come tax listings of Military
personnel

’§5. Allotment Statue Reports,
Registers of Tramsactions Allotments,
Obligations and Expenditures.

[sé;ﬁ General Ledger Accounts and
‘Journal Vouchers.
81.

Closed Obligation documents;

133

Closed Accounts Payable docunents. '

" to FRC when 4 years old.

Authorized Disposition

tB 25 $G7 7
DESTROY when 3 years oljﬂ A 5\'-’?

PESTROY fiscal year ending reports or

statements 10 years after close-of FY:
“all others 3 years after close of FY,

Transfer ¥Y eunding wegorts to FRC 3

Bears after close of FY!
ESTROY fiscal year ending statements 10

vears after close of FY; all etnars
years_years after close of Trans-
er to FRC 2 years after ciloaze of FY.

., W
DESTROY when 4 years old.

‘DESTROY 4 years aftet case files

are closed.

" DESTROY whené year&aoid.

‘DESIROY'when'é years old.

: DESTROY when 50 years 0ld~ Transfer}
“to FRC when 2 years old - .

DESTROY when 1Q y_eai-s old.

_ Transfer
~ to- FRC ~wher13‘years old. :
DESTROY when10 years old. Transfer

. DESTROY records created prior to Julg,
1975 10years 3months after the perio
covered by the accounta T records
created a ter July 2, 197 years 3
months after period ¢overed b
account. Transfer to FRC 3 years after

6r§3d covered by the account (RCI-217-

DESTROY records created'prior to July,
2, 1975 10 years, 3 months after the
period covered by the account. DESTROY
records created after July 2, 1975 6
years 3 months after period covered by
the account~ Transfer to FRC 3 years
‘after perioc covered by the sccount
HCI-217-76-3).
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189 Accounts Receiveble documents ]

]§0. Voucher Schedules with original .
invoices and supporting papers..

l? ‘Statement of Pransactions, SF-21414

Account Currenrt) with copies of paid
voucker schedules, schedules of can-

~ ecelled checks, certificates of deposit,

-~ debt vouckers, allotment listings,

: pmlla ead other supporting p@pem.

-l% _ Accounts Current of State Depart-
~ment Disbursing Officers together with
-originel invoices and supporting papers

£$3. ‘Copies of contracts, purchase orders
- and related files on accounting data.

.- Bousehold Goods Shipment Record
(nilitm'y) (copies).

QB Unit Comrnlssary and Clothing Reports

)@6 Cross-Disbursing Statements of
Transactlons

I@l?- Voucher coples supporting~Cross-
"i.  Disbursing Payments

%@8 « Allotment Documents and Financial
. Plans : S
'@9 Allotment Controls

g@g . (Gash Controls

2@‘ . Accounting Posting Media

E?AF

Al-3

AT

.00 Y ;

@@ ““’E?%E}"SS 1977

TROY records created after July2 , 1975

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

- 1975 10 years, 3 months after the period
covered by the account. DESTRFY records
created after July 2, 1975 6 years 3
months after period wovered by the
accountal Transfer to FRC 3. years efter
pzric;d covered by the-account (NCI-217-
T6-3 A

- 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 years 3
months after periocd covered by the
accountal Transfer to FRC 3 years after
‘period covercd by the account (KCI-217-
76-3)

DESTROY records created prior to July, 2
1975 10 years, 3 months after the period
covered by the accountal DESTROY 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 (¥CI-217-

76-3)
DES’I’MX 3 years after final action

DESTROY upon separation of member
from Coast Gue.rd

) Destroy when 4 vears old.

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

Destroy when 6 years old.-

Transfer to FRC when 2 years old

- Destroy when 10 years old. -

Transfer to FRC when 4 years

Destroy when 10 years old. --

Transfer to FRC when 4 years old.

Destroy when 10 years old.
Transfer to FRC when 4 years old.
Des'troy when 4 years old. .
Transfer to FRC when 2 years old.



382. General subject files containing

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

2@3 Interservice Suppo*t Agreements
"between CG and other goqerrment.
&gencies.

206%. Host/Tenant Agreements between
Coast Guard and other government
. egencies.

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

a€6 .% _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.

S

FEB 2 577

DESTROY when l. years old.

:DESTROY 3 years

date..

“wo'.

~ DESTROY 3-years

date.

DESTROY when 3

DESTROY 3 years

DESTROY 3 years

after

after

years

after

after

expiration
expiration

old.

final payment.

final payment.



. Description of Records

',Qc) Contract files involving
- transactions over $10,060 but
less than $25,000 (except
. comstruction).

(d)  Contract files involving
- construction over $2,000 but
less the $25,000.
~Contract files 1nvolving.

-~ (e)
: ‘transaction of $25 000 or
more.

A

490%7. Memorandum copies of Government
Bills of Lading.

2@3,0 .

Bills of Lading Registers} ‘

28%9. 1Issuing office memo copies of
" - .passenger transportation requests.

ﬁl@@ Passenéer transportation records
.. (correspondence, household applica-
tions; etc .
ﬁi@aﬁ_ ,Transportation request registets.
ﬁﬁ@i&- Repdrts of Excess Personal Pro-
- perty and Boards of Survey covering
- boats, vessels, aircraft and weapons.

?«,@3° Reports of Excess Personal Pro-
. perty and Boards of Survey except
boats, vessels, aircraft and weapons.

9-%’4*

gé&’- . Monthly Stores Statement.

e

Unsollcited Contract prOposal files.

. completed.
" ~aftexr disposal action completed.

N . e 9yt

FEB 25
Authorized Disposition.
3,.”“7’&“'

" DESTROY 6-years after final payment

‘Transfer FY block to FRC after 2 years

ane 3prnﬂs
DESTROY 6 years after final payment.
Transfer;FY block to FRC when 2
“years old-f . .
&3'44"””‘;

'FDESTROY E& years/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 after all entries
on records are cleared. '

DESTROY 20 years after disposal action
Transfer to FRC 3 years
:DESTROY 3 years after disposal action,
DESTROY 3 years>§fter final action.

DESTROY when 3 years old.

——————
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?Lgé; Correspondence on policy mat:@ig‘ig aG’%ﬁl)ESTROY when 6 years old.

~ affecting CG participation in Federal .
Cataloging program.

ﬁi&? - DOD Fedaral ‘Supply Cataloging
%aterial :

éU%% Federsl ead Military Standards
and Specifications Qualified Products
" List including CG MIL specifications
and Purchase Descriptions.

g%‘é- Concurxerices (with or without
. ecompents) on Standardization pro-
jects and simplification studies.

250, Pederal Ttem-\ldentification e
Guides.

431. Title papers and easements for
CcG property. '

282, ?ermits and licentes __ B
granted by the Coast Guard. T
2@3 ?ermits and licenses

granted to the Coast Guard.

ﬁﬁgﬁ' Boards of Survey relating to real
and related personal property (land
and appurtenance)\

(a) Land and/or appurtenances. DISPOSAL NOT

-;1 APPROVED
:.e.
? . (b) Appurtenances. Transactions
of $l 000 or less.
-(c) Appurtenances. Transactions
7 of more than $1,000 and less than
$2S 000 and over. s .
: {d) Appurtenances »  Transactions

_; of $25,000 and overi
(-

“leaves Coast Guard control. 5
DESTROY 1 year after expiration.

\

" 'DESTROY when superseded by revised
- edition.

DESTROY when superseded or complete.
revision occurs, :

. DESTROY when CG #s no longer regis-

tered as a user of the item.
DESTROY~as superseded.

PERMANENT.
after property leaves CG control. ﬁ
Offer to NARS 10 years after proper%%

Transfer to FRC 3 yearss

(N

AP?ngg

DESTROY 2 years after expiration.

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

DESTROY 3 years after final endorse-
ment.,

'DESTROY 3 years after finai endorse-

ment.

' :l'Payroll and Pay Administration Records

"_Deséription of Record

‘@4ﬂ¢ erkirrfiles of directives and poiicy
+ making meterial pertinent to paym@nt and
’ claims activities.

Authorized Disposition

DE3TROY when obsolete or superceded.

R S

MR og

T



A86. Jeckets containing original allot-
meat authorizetions original or copies
of forms approving end disepprovimg of
depondency allotmente peid to depend-
tents of active duty military persomnel
esd pertinent informstion.

Q&T. Closed military pay records of
geparated memberso

248. Claims files containing claims
for military pey end allowmces vsi%h

o supporting Peparso

42949. GAO Exception fileso
4%9. Uncollectible over-psyment files.

28L. Supporting documents submitted
by Eavy Disbursing Officers arnd CG
-fathorized Certifying Officers.

282 Schedule of payments (coszprehen-
sive machine listings with related
statistical information) for ective and

ipactive duty for training of CG Re-
- gg8rve personnel

238. Rescrve Pay files on deceasad
eenbers (finel Peyment, date of death)

ST ©oLt LmazR

- FEB 25 'e,

DESTROY records created prior to July 2,
1975 10 yearsq 3 months after the period
covered by the accounto DESTROY records
created after July 2, 1975 6 years 3
montha after period covered by the
accounte Traasfer to FRC 3 years after
pgrigd covered byothe account (KCI-217-
T6-3

DESTROY records created prior to July 2,
1975 10 years, 3 months after the period
covered by the account. DESTROY records
created after July 2, 1975 6 years 3
months after period covered by the
account. Transfer to FRC 3 years after
perigd covered by the account({RCI-217-
73-3).

DESTROY records created prior to July 2,
1975 1C yerar, 3 wonths after date of
gsettlemento DESTROY records created
efter July 2, 1975 6 years, 3 months
aefter date- of settlement. Transfer to
FRC 2 years after date of settlement
(1ncI-217- 76-3)

DESTRO years after completion of
wvaiver

DESTROY records created prior to 2 July
1975 10 yearsqg 3 months after date of d

determination of uncollecitbility.
DESTROY records created after July 2, 197°

6 yeers, 3 months after date of determina-

-¢¥ion ofouncollectibility. Traasfer to

gﬂc 2 ﬁa;('g ﬁzer date of determination
%S’%E‘S records created prior to July 2
1975 10 yearsq 3 months after the period
covered by the account. DESTROY records
created after July 2, 1975 6 years 3
months after period covered by the
accounto Transfer to FRC r

o ot PRRIEST

period covered by the accoun

%ESJ.“‘?EOY records created prior to July 2
1975 10 yearsq 3 months after the period
covered by the account. DESTROY records
created after July 2, 1975 6 years 3

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

- period covered by the account (KCI-217-

76-3)

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

“after 2 July, 1975 o yeers, 3 months

aftor date of settlement.

rransfer to FRC 2 years after

‘date of settlement. (KCI-21T-76-3



Degeription of Recorﬁ

g%e leporandua copies of milif,ary

payrolleg certification sheets amid
fiscal schedules infolwed in mili-

tary payroll pmceasieg.

K85, 10 Fotta;llﬁw":é b"'f':ﬁxéloyee-mth-:
- holding Exemption Certificatese"

%é ‘Control chistere and copies of
change slips on retired payrolls
(military). }

| w@' RBetired Militery Pay Case files.

B &+ copies of ComprehensiveoListings
#.38. copies of ComprehensiveslListi
‘(eivilian) covering a pay period.

239- “Copies of Employee Service Record
' Record Report. »

: ﬂ%@- New normal pay listings for ze=-
tired milictary personnele

A%, Supporting documents submitted
by HQ Authorized Certifying Officers.

@%mm X R

FEB 25'«”?77_‘

puthorized Disposition

DESTROY when b years olde

DESTROY 4 years after Form is 'super#

. s8eded or obsolete.

DESTROY 2 years after issue date.

DESTROY 25 yeai's after termination
" of retirement status. or paymend of an
annuity of benificiaries under the

grovisions of the Retired Serviceman's
amily Protection Plamg and Survivors

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

tion of retirement or payment of
‘eynuity under RS¥PP and SBP whichever
is leter.

DESTROY after 3rd pay periodo (1@CFP

Originals are kept by FAA Aeronautical ~

Center, Okalahoma City, OK
l

DESTROY on receipt of subsequent

list 1ngse

DESTROY 6 years 3 months after issue
date. Transfer to FRC 3 years after
issue date. . ]
DESTROY records created prior to July2,
1975 10 years, 3 months after the period
covered by the account. DESTROY records
created after July 2, 1976, 6 years 3 months

~after period covered by the account. Trans:
" -to FRC 3 years after period covered by the
~account (NCI-217-76-3Y0

.

s

RNy
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AUTOMATIC DATA PROCESSING RECORDS.

FEB 25 1577

_Data'Automation. This table covers documentation relating to ob-
jectives, concepts, policies and plans involving data automation,
and the design of management and vperational information systems,

including equipment selectior and evaluation.

ﬁ‘?ﬁ, Planning documents; master
.plan; feasibility studies with
associated charts, and diagrams
and supporting data. )

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

glfg Performance evaluation
reports.

26@5 Beﬂchmark reports.

A4E.. Documentation relating
to National, Federal, DOT
and Coast Guard ADP stan-
dards.

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

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

DESTROY 2 years after
equipment 1is released.

DESTROY 2 years-after per-
formance evaluation.

DESTROY 2 years after in-
stallation of system.

DESTROY when superseded or
obegolete.

DESTROY 2 years after cut-
off or publication of data
elements and representations.
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Automstic Data Processing Systéms And=Rr=nednrea® This table covers aocumentation

relating “o all aspects of applicatiggéﬂ5§§3é@§aé§elopment operation.

&

These

include ADP gystems specifications, applications program manuals, systems
opereting imstruction and various management aids.

File designation

Data system
specifications -

248

Q%@ File speci-
fications

280 User guides

Consigting of

Documents conteaining
definitions of the
system including
functionel requirements,
data requirements, data.
requirements, system/
subsystem spacificationrs
request for the system

&end authorized direciives..

.

definitions of the logi-
cal and physical charac-
teristics of eech record
element or item of date

- in the file, including

names and tegs or labels
relative position, form,
format and size of data
elements (record layout)
specification of all
codes used, cross refer-
ence code marmal;
security and privacy
restrictions; integrity
and validity charecter-
isticso update and access
conditionsg recording
medium end volume

information which suffi-
ciently describes the
functions of the system
in non-ADP terminology
so that users can deter-
mine its applicability
and vhen and how to use

it; serves for the prepara-
. tion of input data and

the interpretation of
results

IWhich are

a) for a disapproved
“proposed system

b) for an approved
system for which all
related magpetic
data files are auth-
orized for disposal

-¢): for en-approved
‘syster- for which-eny

related magnetic

a) for a system for
vhich 211 related
magnetic data files
are authorized for
disposal

b) for a system for
which any related
magnetic data file
is'not authorized
for disposal .

handbooks, guides to
date availability,
and procedures for
querying files

Then

dispose of

one yeer after
final action
dispose of one
year after ter-
mination of
systenm

maintain with
related magnetic
dataofile.

destroy with
final related
ragnetic data
file

majintain with xe-
lated magnetic
data file

maintain with
data systems
specifications
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158 Report

g;gg,, Infor-

- mation

retriev--

~al rou-
. tine

. Erasable Media.

printedgnal report
contaeining the statis-
tical tabulation and

" an analysis of the

findings of a study

- or survey including

& narrative descrip-

"tion . of methodo-

logy employed

Series of machine
instructions de-
signed to re-
trieve. information
from specific dataal:

- systems

a) general purpose pro-

- grems

b) special purpose pro-
grems for data files for
vihich disposal is auth-
orized

¢) special purpose pro-
grems for data files for
vhich disposal is not
authorized

BrhicQ\equi, maintain one copy

i y
retention of related data

FEB 25 1977

with related file
spectificationsel

dispose of when no
longer needed
dispose of with re-
lated data fileeal

ﬁa’i?nt*a:in with re-
lated” data file

The term'erasable'media refers to tapesy drums disk packsy data

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

253 Sere
-~ (blank

2%4 'i'ést-f |

tape

ﬁ %" Initial
' data

" of" 1s synonomous with the terms

Scratch diemporary msgnetic

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

media containing dats
ebstracted from source
documents or other -

" ‘media and entered into
- gystem for firast time

"scratch',

-

"erased",

new tape or  tape not
included in a tape
library control or
files vhose retention
dates have expired

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

b) syotes debugginé

test data or system.
acceptance test data
a)used for updating and
required to support
reconstruction of
master file

b) not'adequired to sup-
vort akconstruction of
master file and/or

used as input. for one-

and "blank.

available for im-
mediate use or
reuse

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

- retain until re-

lated program is
discontinued

dispose of after third
update cycle :

disposegdf after raw
data is satisfactorily
processed into final or
reduced datea.al

time gtudy, survey or experiment

¢) officially designated
to replace or serve &as
the basic source data in
lieu of the bkerd copy or

other izput soursze doge
umnt

dispose of in accordance
with instructions ap-
pliceble to the hare copy
or other files docunentin:
the ssme Drocess, Lrois-
action,. or case
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within or from one run

VAN :
EJE‘%;
to a subsequent ruvn

media containing output
that manipulates, sorts,

- and/or moves data

through the system; in-

" cludee check-point,

»fomt-
%? ted file

gr .

R

and rerun files

- created for use with
~ other computer hard-
. vare '

_edit, correction, re- -
© Ject list,unmatched

dsta eliminsting errof¥,
b) used. in e one-time. study

~ or s:urvey

eedia containing dstael &) cumlative index to.

created by the mergimgelscientific and technical

of prior master file publicetions, and biblio-
vith valid trexsestiem grepbic and other non-

aata to creats a mew  recordadaterial
paster file. ' _
media thet is idemti-  a) updeted

cal in format ©o r.aster
fileeand retained as
pecurity in case mester

b) one-time study or sur-
file is damaged or. Co ' :

vey

‘inadvertently erased.

| a) created for the speci-
fic purpose of informstion
interchange '

e2dia containing
essentially duplicate
data from the master
data file but which is .
b) of specific application
for egency computer herd-
vare gystems

2t Btz 25 it

..i.,m_m LN ,.u_\m
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{peeeziupdated system .

ispose of after
subsequent nag-

. netic files that
" contain the

accepted detail

.. data have been.

created and

. proved satig-

factory

dispose of after
master data file
has been proven
satisfactory

" _4ispose of after

third update cycle

disposed of after

. third update

cycle .
dispose of in
accordance with

-gtandards for

dispossal of
corresponding

_ master file

dispose of sas
provided for
related master
data file
dispose of when
determination .
is mede that
such format 1is

unnecessary
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'ﬁoherasable Media. Nonerasable media refers to ADP punched cards,

paper tape, and other nqnerasable machine readable media.

25@ Source program deck and
" control cards contain source
program. o

254 " Program object decks
and control cards.

;?£¢£ Job control cards..

ﬁf? Punched cards or paper

@

pe containing data abstracted
from source documents.

g Card files and nonerasable
.~ "media which has been converted
B to erasable media. »

gzéﬁg-f Punched cards that contain
original entry data on f£ilm or
. written inserts. (Apeture cards)

Authorized Disposition -
DESTROY when no longer
needed.

DESTROY when no longer
needed. :

dDESTROY individual cards or-

sets of cards when no longer-~

. needed.

Dispose of in accordance
with user's published
guidance.

DESTROY when no longer

) needed

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

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



266. Budget Development

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

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

and specialty for all units.

Assists three Personnel
Divisions in furnishing
personnel resources to meet
their operational commit-
ments.

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

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

Programs Division

Programs Division

Budget Division

Administrative
Services Division

N § o
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Dispose of in aggr&‘ance ”,/

‘with user published guld-_.

ance.

Dispose of in accordance

with user published guld-
ance.

Dispose of in accordance

with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.



D U

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 1971.
file contains 150,000
records of boats register-

ed in Alaska, New Hampshire,
Washington, and American

Samoa. : N

The

271. 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-
tion.

Staff

Boating Standards
Division

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-
ports to facilitate the
monitoring of manufacturer
campaigns.

OFFICE OF ENGINEERING

Mhnagement Suppbrt
Staff o

Manageﬁent Support

System Description User

273. Electronic Installa-
tion Change and Main-
tenance (EICAM). Provides
the status of equipment by
CG Unit and failures by

type of equipment.

Electronic and Naval
Engineering Division

o e §

Disposition

Dispose of in accordancg
-with user published guid-
ance

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.

Disposition

Dispose of in accordance
with user published guid-
ance.

FEB 251977
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System Description

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

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

276. Cost Target Reporting
System. This system, an

extension of the Fipancial
~ Accounting Integrated Data

System (FINAIDS), provides

operating units and higher
management with an analysis
of actual costs incurred as
compared to targets} and

calculates measures of per-

formance.

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

of all financial transac-
tions processed.

e

N S ST S O SR S NE CH NSNS ST

LCROr / uoﬁfﬁ"bLLER

Financial Management

Staff

Accounting Division

Accounting Division

Accounting Division

ST e s o P e L SR S BRI By
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Disposition

Dispose of in accordance
with user publlshed guld-
ance.

Dispose of in accordance
with user published guid-
ance.

Diépose of in accordance
with user published guid-

ance.

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




System Descriptivn _ User -
| 12 Ni
278. Plant Property - Supply Logistigg=
Reporting System. This Division

system provides an interim
plant property system for
the Cape May and the York-
town plant property officerst
A master inventory plant
property file is maintained.

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

Supply Logistics
Division

' Properfy and
Resale Division

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

Information Systems
Division

281. Project Analysis and
Control System (PAC)%

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

2827 FIS Job Accounting

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

Information Systems
Division

283. District Disbursment and
Check-Writing System. This is
an adjunct to the District
Interim Accounting System. It
provides facilities for moni-
toring and reporting disburse-
ments and for printing vendor
payment checks?

5TH District

YV ST G DR ‘ ..

‘DlSDOSltE)gB 2 J , 7 | .

J Dispose of in “accordance
with user published guid-
ance’

B e

Dispose of in accordance
with user published guid-
ance

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

Dispose of in accordance
with user published guid-
ance?

Dispose of in accordance
with user published guid-
ance

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



System Descript’4 .

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

FSC, allowance quantity and
item name.

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

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

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

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

DRAFT

STH DlStrlCt

5TH District

All District
Comptrollers

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

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

A 2 102
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isposition

Dispose of in "Accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance.

Dispose of in accordance
with user published guid-
ance .

Dispose of in accordance
with user published guid-
ance.

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

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

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

291. Hazard Assessment
Computer System (HACS).

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

292. Pollution Incident Report- Marine Environmental

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

Aids to Navigation
Division

Aids to Navigation
Division

Aids to Navigation
Division

Protection Division

Jisposition

‘Dispose of in accordance
with user published guid-

ance.

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

Dispose of in accordance
with user published guid-
ance.

PERMANENT .

a. Transfer any
historical files of records,
deleted from the data base
to the National Archives
when ng longer needed<

b. Transfer the data
base to the National Archives



HOFFICE OF PERSONNEL

System Description

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

294, Military Personnel
Accounting System (JUMPS)
Contains comprehensive data
for each active duty officer
and enlisted member. The
S8ystem will provide, personnel
management reports, payrolls,
leave and earning statements,
financial accounting and
find management reports) and
other intermal control and
audit reports.

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

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

if :‘;“.33_ 1+ Y ‘

Civilian Personnel
Division -

Personnel Support
Division

Personnel Support
Division

Personnel Support
Division

FEB 25 77

.DiSQOSltlon

Dispose of. in éccordan@e
with user published guid-
ance.

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

Dispose of in accordance
with user published guid-
ance.

Dispose of on accordance
with user published guid-
ance




System Description

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

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

System Description

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

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

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

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

: Personxe

“User

D1v131on'
ance.

Personnel Support
Division
ance.

OFFICE OF OPERATIONS

User

Plans and Programs
Staff
ance.

Plans and Programs
Staff
ance.

Plans and Programs
Staff
ance.

Dis 9031f nB 25 L&f?‘

Dispose of in accordance
with user published guid-

Dispose of in accordance
with user published guid-

Disposition

Dispose of in accordance -
with user published guid-

Dispose of in accordance
with user published guid-

Dispose of in accordance
with user published guid-

‘.
&
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- System Descriptionfg--.,_nﬂY;m

Search & Rescue
Division

302. Boat Administration

and Management Report

System (BAMS). Main-

tains a history of cost and
maitenance data on all small
boats. The cost data includes
standard construction, and
maintenance costs in three
categoriese hull, machinery,
and electronics. Maintenance
data includes maintenance cost
and man-hours.

Search & Rescue
Division

303. Search and Rescue
Statistics (SAR). Provides
statistics for the Search
and Rescue Division on three
categories of datae Case,
Response and Sortie. Source
data is from the Assistance
Reports in the Districts.

304.

® 5y

Disposition

Dispose of in accordance
with user published guid-

ance.

Dispose of in accordance
with user published guid-
ance.

OFFICE OF MERCHANT MARINE SAFETY

System Description User

304. Merchant Marine
Information System, Vessel
Inspection Deficiency _ e .
Subsystem. This system is

" to assure more effective
cost beneficial examina-
tion of vessels subject
to CG inspection.

Analysis Staff

et s e s

305. Merchant Vessel
Casualty System. Provides
statistical data concerning
the occurrences of vessel
casualties, personnel injur-
ies, death, or a combination _ o
of the above. :

Merchant Vessel

—306. Merchant Seamen =~~~ MerchantéVessel
Locator System. -Maintains
files on active seamen and
merchant vessels on active
voyages. ' : S S

Information and

Inspection Division

Personnel Division

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-
ancee -

¥ :

197 7
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‘System Descrlptlon User

Merchant Vessel
Documentation Division

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

Vessel Register (GG-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

\

-User

System Description

Reserve Administration
Division

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

Reserve Administration
Division

309. Reserve Pay and Point
System. Maintains pay
records and issues pay checks
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).

2/0~ 320 RESERYED

F‘EB 25 107

Disposition’

Dispose of in accordance
with user published guid-
ance.

Disposition

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

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

7
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L fSECTION 1 CIVIL RIGHTS RECORDS.

;_FEBZS, 677

;These record reflect civil rights act1v1tles in . the Coast
Guard covering implementation and evaluation of programs
relating to the civil rights of civilian and military per-
sonned and~equal opportunity campliance &s required by ‘
Title VI.of Civil nghts Act of 196h and Executlve Order

’»112u63 ‘as amended.

_.Descrlptlon of Records

321 Records created by the Offlce of

-Givil Rights——>————"-~ "~ ' docu-
menting the organizational development.
and administration of the Office of

\Civil Rights consisting of the following: -

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

‘ b. Studies/Surveys conducted by
the Office of Civil Rights. B

—_—3 ] . . . -

(1) Studies/Surveys which resulted
" in Coast Guard wide adoption of pollcy ory,

management program .

‘»\.ﬁi e o CoNae

(a) ‘Vhich are forwarded to
higher authority and are inciuded in a

formal publication by the higher authority.

(b) Vhich are not forwarded
to or publ*shed by\a hlb“e“ authority.

(2) Studies/Surveys vhich did not

result in Coast Guard wide adoption of
policy or management prograuws.

' 324. General administrative
correspondence, reports and
. related material (excluding .-
- primary records) for the
various act1v1tles of civil
rights..

32,“ Record material of a routine

' admlnlstratlve or nousekeeplng
nature\

-l MARD

‘.\n .

Authorized Digpogition

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

PERMANENT,
5 years old.
20 years old.

DESTROY, 5 years after publication
of the study by higher authority
or vhen usefulness nas been served
whichever is later. . » _
PERMANENT. 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 5 years old.

,Deétroy when 3 yeafs old.

o 1977



Description of Records

¢§2§§.‘ Records pertaining to
contract and Title VI campli-
ance including mediation
material case files and related
material.

F2as.

~and processing of camplaints
of discrimination by civilian
@nployees and mllltary members.

2fa;j Civilian Employees

-, (1) Civilian Employees
inej_Official Equal Opportunity
 Case Files, as described
éggy - by 5CFR T713.222

(2) Copies of case files
submitted to DOT per above
“item.

'vB; Military'members case files
- and all background documents
“ - pertaining to the casee

Recordé created in recelpt’

 Authorized Disposition

Destroy 15 years after subject
contractor is no longer activee

- Transfer to FRC 5 years after

inactivee

. Original submitted to the

Department of Transportation for
resolution and disposal according
to their instructionse

Destroy 1 year after final adjust-

- ment of the case by DOT or USCSC

Destroy L years1after'fina1
adjustment of the casee

A-7-10
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726. Records of appeals and Destroy 5 years after final
descisions in descrimination adjustment.
canplaint casesal ' :

22%. Periodic reports on pro- - DESTROY when 10 years old. Transfer to
gram review and minority - FRC vhen 5 years old. '
- group employment, etcal : :
328. Seminar Reportsal Destroy when 5 years old.
BLT THE ¢ 330. REFpeve?
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" +SECTION .8 SAFETY PRO

GRAMS RECORDS

. Thesearecords relate&kovthe devéIOpment, impie

-of safe

sy

atation and admin-

istration ofe&h safety program to provide maximum practical degree

for personnel, equimment, andebther resources for which

the Coest Guard is responsible, embracing the fields of general:

safety, .flight safety, surface vessel safety, fir

safety, and industrial safety. -

Dascripfioh’bf}Redords 

331.. Records created by the . . . .-
“afety Programsa Division .~ docu-’
menting the organizational develo™ment
and administration of S

Safety Programs consisting of the
followings - T

~ a. Official record copy of each
directive/publication issued by-the
office with sigaificant background
materials ' -

| b. Studies/Surveys conducted by
the Office of "Safety Programs.

(1) Studies/Surveys which resulted
in Coast Guard wide adoption of policy or
management ppogram@:;, . -

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

(b). Vhich are,nof forwarded
{0 or published by-2 higher authority.

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

J?Z;»VGeheral a&ministfativéﬁéorre-
spondence,and related material

(excluding primary'records) for the

" yarious activities pertaining to
theedafety program. '

) .ve sgfety, driyer

- Authorized Digbosition

PERMANENT. Transfer to FRC wnen
- 5 years old. Offer to NARS when
20 years old. (.SCFPY)

DESTROY, 5 years afier publication

of the study by higner authority

or when usefulness has been served
- whichever is later. :

PERMANENT. Transfer to FRC when

5 years old. Offer to HARS viien

20 years old. (.5CEPY)

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

'DESTROY vhen 5 years old.

o wmaswnz



Description of Records

333.' Routine correspondence of an
- administrative and housekeeping
naturet :

?30# Original accldent reports and
annual sumaries relating to per-
sonal injury, motor vehicles and
property damage casest

‘838, Aircraft accident and 1nc:Ldent'

ana1y31s reportst

-3?@56?{!@ 940 Lurosip

A9l

Authorized Disposition

DESTROY vhen 3 years old.

DESTROY when 3 years old.

DESTROY when 30 years old.. .
- Transfer to FRC when S years
' old.
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'SECTION 9 MEDICAL AND DENTAL RECORDS

- The records described in this section relate to the development and adminiétration
| _.‘_‘_of a medical eare program for Coast Guard personnel and their dependents and

the »-admg.éﬁ.%tjfonv of a health service prozram for civilian employees,

pp——

" Desgription of Records

34 Records created by the Office of
Health Services - docu~
menting the organizational development
and administration of the Office of
Health Services consisting of the
following: I

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

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

rd

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

g

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

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

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

J¢Rs General administrative correspondence,
reports and related material (excluding

primary records)e |

343« Routine correspondence of an admin-
istrative and housekeeping naturee

Military, Dependents and Retirees

Js  Mzdical and dental appointmert
records (daily)s

qg f:«" 5_‘.5’3

A--/

Authorized Disposition

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

PERMANENT.
5 years old.
20 years old.

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

PERMANENT. Transfer to FRC when
S years old. Offer %o 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 olde

DESTROY when 6 months olde

Linn DR il
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Descriptioh of Records o - ‘ Authorized Disposition
39,@'. General correspondence files - DESTROY when 2 years olde
relatlng to Physical Evaluation Boardse
j«j‘é»o Case files of Physical Bvaluation DESTROY 1 year after final aetion is
~ Board's proeeedlngs (copies)e - -directed by the Commandant.
' &%%e Index card of Physical " DESTROY when 5 years olde

Evaluation Board cases,

- 480 Medical Board Report = *.. " Ae Original report filed in official
o ET T " HQ health recorde Dispose of with
official HQ health record,

Bo DESTROY all other copn.es when 2 years

old.
34# % Reports of medical examination | - Aes Original report filed in HQ health
- and reports of medical hlstorles ' ' recordes Dispose of with health' -
such as SF-88, SF=-930 ‘ .. .. . . recorde
SR . ..+ .Be DESTROY all other copies when 2 years
V Olda»_ : .

o 880, Laboratory Reports such as Ao Transcribe information on to SF~600
- SF=545a through SF=557qe - . . and file in individual's health record.

" Be DESTROY all copies when 1 year olde

448, Laboratory records . . - .. DESTROY when 2 years old.




- §&2 S
. record, includes the dental recorde

P . - BRI

Ce

-

Official military health.

"

' 383, Medicel X-rays (70w X-ray film)

/

///

22%-Medical x-rays other than those
covered aboveglx-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 tlssue

'éﬂﬁﬁh Dependmnts' medical and dental

. r corde

3%; Internstional Certificate of
Vaccination (PHS Form 731)

.'ﬁ;.$$@k .Prosthetic case records such as

" NAVMED 952,

- £57.

Prescription files containing
- general alcohol, narcotics and
barbiturates required by military

- personnel and their dependentse

38

.: ”éiﬁe

'3'&@@

Alcohol prescrlptlon loge -
controlled drug log and narcotic
; prescription log.

Records of Public Health

. Service officers detailed to
Coast Guardo

Health care and dental records

.+ for retired military personnel,

3 @1, Reports, logs, and forms not

. otherwise rrovided for and used

. for the administration of medical
- activities and in the treatment of
.. patientae

.. records

FER 20 1977’
E@mﬁla:ﬂaeceomumwe vith
Chapter 4, Medical Manualgl Transier
to NPRCgXMPR) 9700 Page Boulevard
St. Loui& MO (6) months after . ..
seperatlon. '
File in individual#d® official HQ health
Dispose of with OfflClal HQ

health recorde.

DESTROY when 20 years old by salvaging.
fransfer to FRC when § years old.

Transfer to NPRC (CPR) 111 Winnebago Ste,
Sto Louis, MOy 2 years after last . . &l
‘activitye DESTROY . 25 years from the
‘date of the latest document in record.

Upon final separation from Coast Guard
deliver Certificate to individuale

DESTROY when 1 year olde

DESTROY’when 3 years olde

' DESTROY when 5 years olde

Upon completion of CG assignment, trans-—
fer records to: Commission Personnel
Operation Division, Parklawn Building,

Rm: 4A-10, 5600 Fisher Lane, Rockville,
MD, 20852 (PHS Disposal Schedules apply)sl

" Transfer to NPRC (CPR) 111 Winnebago St.e,

Ste Louis, MO, 2 years after last
activity. DPESTROY 0 vears from the
~date of the latest documentain recorde

'DESTROY when 3 years olde

e
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Coast cmrd Clv

N J?éﬁ% Log or reglsters of visits to
dispensaries, first aid rocmsg and
Health Uni'ﬁﬁe o

Lo Wher@ information is 3ummarized

—

Bo’ Where informatlon is not summarlzed
elssewhere

' ;?éﬁe Eealth record case fmles comprlslng

forms, correspondence and related
papers documentirg employee medlcal
historye

é?é%ﬁ Pre-employment physical examinae-
‘tion Health Qualification Placement‘-
Records, dlsabillty retirement
exaninatlono

3@?’ Cog:ﬁg of statistical summaries
and reports relating to employees

- health retained by reporting unlt9

' and related paperse

éég Reports; logs and forms not

. otherwise provided for and used for
" the administration of medical
activities and in the treatment of
patientSo

T o 390 fsnune

n S | 2

‘o ees

. the servicee

DESTROY. 3 months after last date on log

.. or registers

DESTROY 2 years after date on log

or reglster.

DESTROY 6 years after date of last

4 papers in the fileo

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

" of Federal Personnel Manualo)

DESTROY 2 years after date of summary
or report. oo

DESTROY when 3 years olde

I
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" The records in this sectfon relate 'EE; ‘-'tg:minatfons of the Chief Counsel

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

 Description of Records

3T Records created by the Office of
" Ahief (ounsel _ . docu-
mentiing the organizational development
and administration of the Office~of
Chief Counsel consisting of the
following:

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

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

-~

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

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

(b) Wnich 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 programws.

372.  Routine correspondence of a gen-
eral administrative or housekeeping
nature.

£73. Files covering claims for and
against the United States incident to
operations of the Coast Guard.

3%74. Files relating to all litigation
by and against the United States in
which the Coagst Guard has an interest.

375. Formal Boards of Investigotion. In~
cludes significant (substantiazl loss or

destyuction of property or personal in-
Lime of Duly JYnvestigations-Boaxrde
of Survey, and Cesualty Investigations

resultinmg from wotor wehicle, aireraft,

Authorized'Dispoéition -

PERMANENT.
S years old.
20 years old.

Trangfer to FRC when
Offer to NARS when
(.SCFPY)

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

PERMANENT. Transfer to FRC when

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

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

DESTROY when 3 years old.

DESTROY 8 years 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,

]
PERMANENT~. Transfer to FRC 3 years
aftar close of czse. " Offer
to HARS 20 years after final
action is takemx (3CFPY)

WRe 9K RET



Description of Recordn

J3?6. Administrative reports including
exhibits and final action sheets re-
lating to incidents of minor importance.

3%7. Applications for patents by CG
personnel and recommendations by the
Chief Counsel and related correspond-

“ence and backeround papers. for which
patents not 1ssued.

57@. Legal opinions as rendered
" by the Chief Counsel.

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

_ b. Opinions other than
those covéred in a., above.

;5‘75?5 (/EZ$§¢’;Qf%;> t

A-10-{ ¢4

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

o0 |
FEB 291977

Anthorized Diposition

DESTROY Y4 years after close of case.

. Transfer to FRC after close of case.
4

DESTROY. Destroy 20 years after legal

opinion rendered. Transfer to FRC 10
years after legal opinion rendered.

Transfer to FRC when
Offer to NARS when

. .
L
,("4(‘-

DESTROY” 10 years aftexr opinion is
rendered or when usefulness for
reference or research is served,
whichever is later.

ArCnhD .Y P R



g@ ‘Degtription of >Records. n@&§-§' Auth’zQDisR

FEDOUiWﬁ
ositio ﬂﬂu ﬁﬂ? )

Legislative and*regulatory files" __——4a. PERMANENT. Transfer to Fﬁ 5 years

a. Legislative history of CG +—
roposed legislation.

b. CG prepared comments on other
:gislation.

c. Background material on items
iblished in the Federal Register and
yde of Federal Regulations.

Ff&1. Merchant Seaman Appeals. Origi-
nals of final agency actions consist-~
ing of Commandant's appeal decisions
in suspension and revocation proceed-
ings against merchant seamen's docu-
ments.

$82. Civil penalty appeals case files.

2€3. Navigable waters determinations
and research mzterials provided ty
District Staffs.

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

and épecial Courts involving Bad
Conduct Discharge.

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

c. Summary Courts-Martial Files.

(1) Courts convened after

5 May- 1950

(2) Courts convened prior
to 5 May 1950.

385. Court of Military Review

S8A.  Contrects evmeals case Tilcs.

KO T K OOfes v A

See Section K for related data.

after date of final action. Offer to
NARS 10 years after final action. (2 CFPY)
b. DESTROY? when 20 years old. Transfer

to FRC 1 year after applicable Congress
ad jurns

c. Maintain at agency as an active work-
ing file Pestroy when inactive.

Meintein at egency (G-IMI) &s an
ective working file. Destroy when
inactive. -

DESTROY 10 years after close of case.

Transfer to FRC 5 years after close of

case.

Meintein et ekency (G-IMI) as an

ective working file end as documentetion
of Turther jurisdictional determinetions

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

to NARS 10 years after final action
(6 CFPY)

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

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

PERMANENT. Transfer to FRC 2
years after date of final action.
Offer to NARS 10 years after date
“of final action.

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

DESTPAY 210 vomrs efinn olcss of cose

Taudmsper ta FRE otier close € casa

-

/ZX"-{Zy'*t\J



5y

o b e C e T - s - Tero

sncwu\' u Lm‘agm, MARINE SAFETY REEORDSH J} ﬁ%?? FEB 25

[
: fhete reCGrds re}\te to the orgaﬂ ization and adwinistrstion n; the Coast Guard
. Commercial Vessel Safety Prouram with ultinata responsibilicey ‘for the enforcement
of ﬂavigatlon and vessel insgection lawsiand laws aoverning safety eon structures
_j,suhject to the provisions of the Quter Continental Shelf Lands Acth The records
.- reflect relaiions with maritime industry, including seamenls organizations, ship
;.operatorsh shipbuihders and manufacturers of equipment, etc. on safety mattersh

pre T s

7.

(”

,r“;'° _: Description of Racords - . . . Authorized Dikposition

LO), Records created by the Office of
Merchant MarinexSafety docu-
menting the orgaenizational developmenta
and administration of the Office of
‘Merchant Marine Sarety con31st1ng of

* the follow1ng°

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

directive/publication issued by the "~ 5 years old. Offer to NARS when
office with significant background : v 20 years old. _(;SCFPY)

material. , _ » .

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

-~

(1) Studies/Surveys which resulted
in Coast Guard wide adoption of pollcy or '
management program © . L

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

higher authority and are included in a of the study by higher authority
formal publication by the higher authority. . or vhen usefulness has been served
' v o whichever i? later.
(b) Which are not forwarded PERMANENT. Transfer to FRC when
to or published byiz higher authority. . S years old. Offer to NARS when
: 20 yedrs old. . (.5CFPY)

(2) sStudies/Surveys which did not TSTROY 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.

##8. Generzl administrative corres- - : pESTROY wherx'z vears old.

pondence,'reports and related material

. (excluding primary records) from

“various activities of Merchant Marine

Safety. ’ i

%5@h Record material of a routine ad-  DESTROY when: l.féar old.
ministratiye OL‘nﬂuseKeealna natbure,


https://rec�r.ds
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Description of Records , AuthorizedtDisposition

Hod

j&5

RESERVED

 #05. Merchant Seaman Appeals. Copies Maintain et egency as &n ective working
. of final agency actions consisting of file (2 EFPY) Destroy when inactive.

. Commandant's appeal decisions in sus-
peuasion and revocation proceedings -

~agaijfist merchant ceamen's documents.
Included ave cross re;erence files and
an&grOUﬂd material,

‘%&6 Merchanc Marine Industry “fraining = A. Hold so leng as individual remains ¢
Program records. Contains correspond-  active duty, WwWhen inactive status taxes
* ence between student and Office Chief place, withidraw final report and transt
either direct or via the induestry ' it totFRC. DZSTRCY when 30 years pld.

trajning facility. S
: : B, DESTROY remainder of file.

1

Ati-l

ADRoA D &
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407. Traveling lnspectors records con-
sisting of corresporndence, reports and
other data related to inspcection acti-
vities of Merchant Marine Safcety

408. Lxtra cepies of Tntergevernmental
aritime Censultative Organization (IMNCO)
documents relating to technical mectings
al which the United States is represented
on matters such as fire pretectien, sub-
divisions and stability, Tishing vessels,
bulk cargos, tonnagze mcasurement, carraige
of hazdardous materials and other technical
areas for which INCO is responsible.

409. Merchant Marine Safety Project Filesl

410. Commercial Vessel Case Files.

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

(L) Case files which have
been microfilmed. ’

(2)  Case files which have not
been microfiimed.

b. 1Ioadline certificates calcula-
tions, annual inspection reports.

(1). Loadline certificates/cal-
culations.

2) Annual inspection reports.

c. Admeasurement case files con-
taining plans, forms, related data, ex-
cluding Subchapter T Vessels.

411. Sap
RESERVED
412,
413, Plans and cerresvondence for

"type" approval eguipmeént for merchant
vessels. Included but filed scperately
are;

2. Life Saving Equipment

(CG-120, 160

b. FRiccirical Hguipment
c

(CG-150, 161 Scri

Transfer te cemmercial vessel case f{iles
on cempletion of inspection or relatced
actien. Sce items 10 and 20. DESTRCY
with related filel

Maintain at agency as an active working
reference file. DESTROY when superceded
or obsolete or usefulness has’ been

scerved, which ever is later.

DESTROY 3 years after
project.

completion of

DESTROY after vessel case file is micro-
filmed and quality content edit of ’
microfilm is completed. DESTROY micro-
film 1 year after vessel is listed as
lost, abdndoned, destroyed, or scrapped
(IADS). Microfilm in accerdance with
FPMR 101-11.5 applying standards for neon-
permanent recerds teo be held for 10 vears
or more.

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

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

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

Seperately maintain paper copy in CFA.
Subchapter T adimeasurement case files re-
main at MIQ's. DESTROY 1 year after
vessel is lost, zbandoned, destroyed or
scrapped.

~

P2

DESTRCY 15 yeaws after terminat

gppruval., Transfck to FRC 3
turminatﬁﬁn of approval.l

- .

ol

nation of
aftcr termin-

UESTRAY 5 years after bt
Tra :ﬂ&fer 2 oy

POV L.

gtion of approval.


https://S,,ri.cs
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€. En?xnecr;n Lewipnent
L 5180, 162 Seris) ,%1,/’;7

-Watel1a1s
100 164 weries)

fAcceptable ﬁydraﬁlie Com= -
ponents {CG-190)

‘Watertight Doors {Letter of
~ Approval) (CG-190, 163 Series)

"Nuclear Pressure Vessels (Plans
Vand Letter of Approval)

Ly

Boiler Drawingsv(Pians and
Letters of Approval)™

JL“%-

Dressure Vessels (Plans and
;”;Letter of Anproval) '

_ weldlng and Nondestructive
:,anminatioh Procndures

AiliElechlcal nquipment uisting
R (Co°293) .

Affidavits for valves,‘fitQ
'tings, flanges (Form CG-°35A).

NManufacturers
betical by manufacturer and
chrornolojicai by date of plan

ure vegsels and pip;ng system(s)
componept(s) .

(CG-190)

Unfired Pressure Vessel Data
Report (Manufacturers® Certi-
fication) CG-2936,

#8485, Corresvondence of dimensicns and
desiga with builders aund naval archi-
keets for propoced ship building.

‘ file.

desihn 1f precjcct is cancelled.

coimnercial
~ develop

'related ;11 S T ?

4 : Lspisrriear FT
DTHRAY 1N @:arihfter termlnar'cn SIS
angroval Transier to Fagd 3
ennin at i'cn of ¢.proval, .
ﬁ%%l LY 15 vyears after. termination oF
approvalsc . lransfer to FRC 3 years after

.VL\-L 3.

,tern1nat10n of approval.v_

DDSLROY 5 years aftwr listing is terﬂinatcd B
(1i.e.; becomes a standard)L

DESTROY 20 years after meﬂufactuer dis»
eontinues design. Tramsfer to. FRC vhen

- maxefeetuer discontimues design.

'DESTROY 20 years after muclear vessel is

deactivatad, Transfer to FRC when ﬁueleer
vessel. 18 Jdeactivated.

"MICROFILM after vessel, or
last vessel of a class has
been completed. DESTROY
microfilm after vessel or

. last vessel of a class has _ ' E
been officially listed as : » ”_§
lost, scrapped, destroyed ot

or abandoned."

'DES TROY 5 years after last activity._

Mainnain ex ‘agency &s an active Harkinz
Destroy when. 1nact1ve.

V D“STPOY when cancel]ed from 1isting.

- DESTROY 2 years after termination.

B 4

Plan File (alpha- DLSTROY 5 years after review date.

review;. COnsists of plan(s) of press-

Af‘idaviced Manufacturers«Cntalog D“STROY afrer 5 years or on receipt of

new catalog. v D
DESTROY 15 years after
receipt from marine ,
inspection office (20 }
years from date of
approval)i" ez n

TROY 5 years after initial submission of

. Mersge with

vassel case {ile if preject is

See item 10, DJESTROY with

-~ :

Stia o



. Discripties—of-Racardy

. #f0f. Antomated Commerclal Vessel Ca?-
vaity File - Automated sysfem contéln—
ing data relating to vessed casualties

. as defined by &6 CFR 4.05.

416, Automated Vessel file. ‘Autonated
systen containing certain data elements
which appear on a vessel's Certificate
of Inspection,

Hérehaﬁf—ﬁafine Technical_Records

417. RESERVED. : T
#48. a. Equipment Approval (5x8 cards)

"6.‘ CGHQ-10030 flimsy (advance
. copy) |

4p9. Ship Structure Committes records
containing minutes and agenda of meet-
- ings, reports, correspondence and ad-
~wministrative papers of joint interde-
“partmental investigations and meetings,

.;'l Merchznt Vessel Inspectioun Records

- .
- e v

420. Merchant Vessel Inspection Filese
Active certificates of Inspection Amend-
ments, Applications for waiver of navi-
gation laws and waiver orders and Divi-
sion Inspection records. Permits to
carry excursion party passenger ship

ARLS. 9.t 25 577

Updated annually, Tape maintained af agency
for life of Agency.

Updated monthly. Tape maintained g¢

egency
for life of the Agency. _

White cardse DESTRYY on receipt of white
renewal or blue termipatien card. . A
Blue cards: DESTRIY on receipt of white re:«
statement carde

On receipt of anproval white card, transfer
"to 5 year renewal suspeuse file; D'SIRLY on

completion or renewal actione I1f approvati
is terminated use flimsy to prepare "lue
termination card; DESTKOY on ccwpleticn of
distrubution of blue carde

PERMANTNT,
yearse
event,

Transfer to FRC after 2 fiscal
Orfer to KARS 20 "™ years after
(1 CFPY) :

#

a. Maintain active records in °
.G=MVI CFA,

b. Trangf 9rn inactive records to
FRC weless vessel becomes inactive,
DESTROY one year after vessel is

lost, abandoned,'destroyed or S s

” scrapped.


https://renew.ii
https://Inspecti.on
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Description orf\Recor'dg_ | MW&&?% tbc’}zed ,L&_EOS] Cl()n

.

Safety Certificates, keport of Struct-
ural Failure on Inzpected Vessel, Re-
port of Eguipment I'ailure wn laspected
Vessel, Cargzo Ship Safety Certificates,
Keport of Traveling lnspectors and
related papers, letters reporting change
of stitus of vessels,

428, Qcports of iaterial Insnectlon, DESTRUY when 1 year old.
Forms CG- 2301,

4224 Annual Suwmmary Reports of DESTRIYh whén 17 years old.
Material liuspection, Form CG-2801,

#23. Lists of merchant vessels under® » DESTROY when 1 year old.
construction or conversion, Form CG-
230la,

¥2%. Letter rzports of less, thefi, or .DEZSTROY when 1 year old.

transier of custody to anotlier office
of boiler sealing plier dies.

425, Concalty doard case files set up a. Record copy of investigation report main-
to investisate mgjor marine disasters tained at agency as active reference file
Jacluding paners such o2 rhose pertain-  p,  Case File-DESTROY 25 years after report
ing to orgzaznization ofhte fourd, pro-  4g published. Transfer to FRC 1 yesr after
cezdiugsh hearirg, decisions, and the report is published.
investizarive repdet and the Action of
the National Transportation Safety
Boar2 (NTSB)h together with inquiries,
exhitbits, plioteczrapbs and AD?P print-

outs.,
#26. Casuzlty case files of investiz- Transfer to FRC when 5 years old. DESTROY
ations of marine casualties including vhen 10 years old.

persoral injuries containiag reports
of marine casvalties and records in-
cluding transcripts of testimeony, in-
quiries, exhibits, photosraphe and.aDP
print-outsh

&#2%, Miscellaneous Vesszl Cazuvalties., ~ DESTROY when 5 years old.

Merchant Vessel Personnel Hecords

{Custodian of record copy of history o
eadorgonents and shipment and discharge
of wmerchant seanren}h

Adl-§


https://exhibi.ts

428.

indeyer

-

Scamen's porsecnneh jackets and

‘theretc,

42%. Orizinal Card Records of licenses
Iissuel to merciant marice cificers con-
tainin=s date and place of birth, citi-
zenship, and <serial pumber of li-
ceise wnd where and when issuzd, sus-
pension, revocation, 'oscoratlon, re=
newal, notice of F ilure in examination

tvpe

and, record of endovszwment on licenseh
43Q. Oricina2l of 3binping ~rticles con-
taining Delieean s aud

masters

TR R
[EFOREIS G

H43h, Coast Suard Administrative Leaw
Judres Decision and Crdorch
§32. evous Loae sugpension and

revecation
of traasccipi i
lated corrcspondence,

anpral files, Record copy

Ce- s s JRR | - .
glLurecdlygs alta T2

433,

Disciplinary record cardsh
434, Statistical reports of marine
investiszatioas, hearinge, stipment and
dischargszs containing recerds of mer-

chant vegzel varscunel actions with

telated sunrarics

435,

Record cepy of farieaal appeal

Bouavrd Ypcuritcy sfearing wire recocds,
stemograpiic tapss or neizs in al!l
cases widich have rescclied in concinued
denial for Yort Sacurity Zard or Mar-
iners Docurent.

Cartificace
<

436. of vikhchar-e to

Co

ierehsnt Scnmen -7 15A) avd Records
of an‘k‘i Cnm( auaus Vischarse Book
(Ch-7)i0h

2

last
ce

4 - .-
az el

to Frc
added to jackel or evhi

Trancfer
dischavan is

‘years

3
el

of death is recelvtdmhichever,is sooner

DESTROY SO yaears F‘ ter last dieciv.c e
or ecvidencs ot desth is reccived, whichever
is sooner

DESTROY 30 years &fter license expiresa
Transfer to FRC 12 years after license
expires.

DESTROY when 50 yéars old.
when 3 years old.

.

Transfer to FR

i
{ i
PLEHAN N, Transier o FEC 3 vewrrs altehh

final sdwinistrative acticna. Offer to NARS 20

.

years &fter final administrative action(2CrPY)
Transfer to when 1 y:hr old. DESTROY
when 25 wears old.

e
e Er
Yoo

Traansfer Lo seaman's iacket unen nacice of
deatlhi, (See item 28)h COtherwise reotain i

CFAR

GES 10 years old.

TROT when

Ter®

Transfer to FRC after Cownacdunc ncoifi
holder of dosuwsnt or applicant for docuwncen
that appeal is deniedh DISIROY g years

after appeal is denied.

-
A

DL STROY wh C.-:h it
Certificate

Seff 28‘

cferread ro

723k

farmation 1s traan
of Sa2amaa’s Service KC3-

itern

All-&

LR ed o e
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437. File folders (coveringAcurrently
documented vessels) labeled with current
vessel name,~ filed alphabetically, and
containing documentation pertalnlng to

designation of home port and correspondence. -

‘relating to the specific vessel.

L38.

Files containing
packvuound meterial vsed In

of~nrocedures on docuventaticn, irclud-
ing boiid and reouildy title aund owner-
s%in, mortgaqing, heme and hail port,
chan-so nf Amps, arrvice  and
surnce of docurents,

< e
agsessmernie ol

creerution

vse of
vesset,, i coll-

ectisn of fees,
439.

rmation concerning documentation.

&. Precedent files contairing
unigue cassg and specific legal de=~
eisions.

b. All others

#&0. Original reports of Monthly

DocuneniaiNon Toanvariana,

L41. Marine Documents (License, enroll-
ment and licensey or Register) filed
numerically by official number and con-
taining-a copy of the award of official
number, original of last surrendered

crebone Vossal Docncenvation fecked

penalties.

General correspondence files concerning
requests for procedures in effect emd info-

‘vessel

i SO UUUIUVNLOY P QR DU

o ]
| FFB 25

PERMANENT. Transfer to FRC 2 years

. after vessel has been removed from
documentation. Offer to HARS 20
.years after ~removal from documentation.
(3.CFPY)

.

DESTROY when 10 years'old or when

~usefulness has been served whichever is

sSooner.- . - PR

Maintain at Headquarters as an active
working file. DESTROY when 1nact1ve.

DESTROY waen 2 ye&rs old.

DESTROY when 5 vyears old.-

1

PERMANEMI.  Tronsfer to YRS 2 years after
has been removed from docuientation

Offer to EARS 30 years after vessel has

...been removed from documentationst (3 CFPY)

. document and a copy of #he current marine document.

Card incdex of official numbers
showing history of vessel.

H42.

awarded,

&83. Card index of history of vesscls
by name which have beenn withdrawn from
Gocuvaeatation.

- Hazardous dMaterials Xeccrds

s .
M,, l\«fl.-,‘s, RaICE

selations and dircetives
case ~iltos Sorgainiins Dacoorvound manone
Tas wsed in rrooaratlios ol vuloes and

Malnta1n§ at Headguarters as an actived
worklng ile. DESTROY tthen inactive.

Maintain at Headquarters as an active
working file. DESTROY when inactive.

DESTROY 30 years after. publication. e
Transfer to FRC 10 years after publication.


https://�1�j::.Jn
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HMSH—4“pu4caL uvp;uecx)rr {i{les con= “DESTRGY when duﬂiulatlative eeds havc b “en
taining correspondence, venorts and . met. '
related wateriuls on $Qholul pcolicies

for transporting chericals and cther
hazitdous materialsT : :

4446, cer ifiéaticns for déngerous : ' h“lROY 10 vears after expiration of
- -articles, as ships stores and supplies epyroval

‘fncluding pertinent corresponderce,

“type'" aporoval case files (CG-190).

447, Special exeuptions (letter of . 'DESTROY 10 years afier permit is expired

‘exception) for explosives and otherT _or revoked. Transfer to FRC when permits
dangerous articles inclpding corres~ , explre or are revoked

pondence (case file). : : U .

488, Copy of Deﬂartment of Trans- -DESTROY when exéired or revoked,

portation Exemption wah concurrence
Dy Coast GuTrd and relavcd cerrespond-

encei.

10 459 gassssmo



SBCTION lQOPERATIONS AND READINESS R;

CFFB 25 17

These records descrlbe the operatlonal respon51b111t1es of  the Coast Guard
as they relate to search and rescue, marine sciences, m111tary readiness,
1ntellggence and communications activities.

Description of Recoards

L51, Records created by the Office of
Operations docu-
menting the organizational development
and administration of the Office of
Operations consisting of the followings

a. O0fficial record copy of each
directive/publication issued by the
office with significant background
materiala

b. Studies/Surveys conducted by
the Offlce of Operations.

-~

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

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

(b) WVhich are not forwarded
to or published by a higher autherity.

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

4$%. General administrative correspond-
ence, reports and related material
(excluding primary recordsgd for the
various activities of operation.

#$3. Correspondence files of a routine
administrative or housekeeping naturea

4$54. Special programs project files
consisting of correspondence, re-
ports, etc. on administrative matters
.. such as budget, coordinating operation-
" activities.

Authorized. Disposition

PERMANENT.
S years old.
20 years old.

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

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

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

DESTROY when 5 years old or 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.

AR 29 977
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Wesnrlptlon of Heco*ds

4¢6G. Annual Inventory of Operatlonal
statistical report of Cutters , Boats
. and A/C :

_QE?‘-VREK;ﬁuﬁﬂ

458.  pecpuvee

©W95G. Opefating Plans with Change Orders

- YEH. Longterm impact or policy studies
- with related raterial pertalnlng to
B operatlonal plans.

A1/ ()

DESTROY when 20 years old.

Authorized Disnpsifion'
PERMANENT. Transfer to FRC when
JO years old. Offer to HARS
when 20 years old. (J CFPYI)

Transfer
- to FRC when 5 years old.
" DESTROY when 30 years old. Transfer

to FRC when 12 years old. (1CFPY)

 MAR 25 1977



,Deserigtion of Records

Intelligence Records

q%i. Intelligence files (personnel-
type folders consisting of various.

" intelligence data including.corre-
spondence, reports of ‘investigations
on military and civilian personnel,

 (merchant seaman and watexfront work- -

ers previously sent. to FRC)pursuant
to EO 10173 and~ 10450 with alpha-
betical index thereto.

l;é@, Operational intelligence case
. files containing correspondence, re-
ports and collected intelligence in-
formation pertaining to law enforce-

- ment, foreign fishing vessels, merchant

;marine vessels, Coast Guard sea
v'patrols and general intelligence
“‘activities within the Coast Guard.

468. 1Index cards showing approval
~and/or disapproval of applications
-for Port Security Cards malntalned

- ‘as central control.

“@54% ‘Records of Port Securlty Cards
‘ 1ssued (CG 3177). '

i

;'YZ; - Communlcatlons Records

"3‘55 Comniunicatio ns Summary.

?é@ Inventories, reports such as
transfer and destruction reports and
- related papers on registered publica-
-tions used as controls over security
of classified records held throughout
{ the Coast Guard.

45? Communication Center copy of
" messages sent and received.

DESTROY 20 years from date of trans-

fer to FRC. Transfer to FRC 1 year

after date of last action. Trans-
fer will be held in abeyance for any
individuals still on active duty- 1n
the Coast Guard

PERMANENT. Transfer to FRC~when 3
years ol&Offer to MARS g¢fest’ 15 years
KA | - (2cFPY)

DESTROY. superseded cards 10 years.
from date of issue.

DESTROY 10 years from date of
1ssue/den1al. .

DESTROY. when 2-years old.

DESTROY in accordance w1th effectlve
editions of CMS-4.

—

. DESTROY when 6 months old.

Y ]



‘l’. }.‘{" ereid
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Authorized D1590$1t10n

‘Search and Rescue Records % }&Q'“
se d Rescue Recofds SR
'Q£@ Flag Plot duty offlcers logs ‘of PERMANENT~. -Transfer to FRC when
. da11y operatlons. § year old. Offer to NARS when
, : 20 years old. (.5 CFPY) -
'yé@.' Correspondence files containing DESTROY when 10 years old. Transfer

inquiries from congressional and civ-
-~ilian personnel about current opera-
tional activitiesa

420.

tion Organization files (ICAO) con-
'sisting of manuals published by the
organization, preparation for meetings,
. records of significant meetings, etc. .

' @i? Copies of meetings of Interagency
roup for Internatlonal Aviation(IMCO)-

é%@ﬁg Copies of Intergovernmental Maritime
... Consultative Organization (IMCO) SAR
documents and correspondence.

&6B. Master files ef Interagency
ommitsee on Search and Rescue (ICSAR)
Meetings, Establishment and Membership.

Jé%. Flag Plot Search and rescue case
. 'files consisting of correspondence and
‘-reports on specific cases which have
‘been retained for their importance for
‘historical reasons or otherwise.

Message Situation Report Files.

(cG-3272)

w&

A551stance Reports.

'Copies of Inten ational Civil Avia-.

to FRC when 2 years old.

DESTROY as superseded.

DESTROY when 2 yeafs old;vafter re-
moval of items of historic value.
(CG policy inputy

DESTROY when 5 years old, after re-
moval of items of historic value.‘
(CG pollcy inputy

PERMANENT. Transfer to FRC when
15 years old. Offer to EKARS
when 20. years oldv (.5CFPY)

Transfer to FRC when
- Offer BARS
'(.5CFPY)

PERMANENT.
3 years old.
when 20  years old.

)
DESTROY when 2 years old. Remove
‘those to be f11ed with SAR case
filesa
DESTROY when 10 years old. Transfer
- to FRC when 1 year . old.

MAR 25 1977



Description of Records

o0 FFB .15 1577

Authorized Disposition

Av1atloe Recoxds (SAR) @@&F‘g‘

&9, Aircraft records concerning status,
a551gnments, overheu]s, IRAN and
) deployment. ‘ :

&ﬁgﬁ. : _Cop1es of Aircraft accident and
Ancident reports submitted in accord--
ance with CG-405. ’

H§9. Aircraft disposal-doeuments and
attached hlstory card. :

.#30‘ Alrcraft Inv_entory Reports.'

' f%sﬁ ' Semi-annual. Pilot and-
Qualification Reports.

lg@% Executive Flight Schedules.

o %@3 Executive Flight Requests and
aassenger Manifests.

i;;k‘u Surface Facilities Records (SAR)

%‘3@ SAR Cutter«files consisting of
;action documents giving brief operat-
ional and biographical history of
each ship with information on building,
-acquisition, commissioning, alter-
' ations, movements and actions.

#8&85. Shore SAR unitsy Group offices
and facilities files with copies of

' correspéndencey pictures and related

.~ materials on the operation of each

.. SAR unit or Group office from

-‘establlshment to dlseatabllshment.

#8@ Small boat case files contalnlng
° construction and alteration records
~ for small boats used by Coast Guard.

- 499. Files containing correspondence ’
" with districts and units on use and~
allowances of small bocats.

i

DESTROY 3 years after a1rcraft

_leaves CG control

DESTROY when 3 years old.

DESTROY when 7 years old.

DESTROY when 20 years old. Transfer

_to FRC when 10 years old. -

DESTROY when 3 years~ old.

DESTROY when 3 months old.

DESTROY when 3 months old.

PERMANENT. Transfer to FRC when
vessel leave CG control. Offer to
RARS 5 years after vessel leaves CG

~control. (2 CFFy)

PERMANENT. Transfer to FRC when-
2 years old. Offer to RARS
when 20 years old. (.2CFPY)

DESTROY 3 years after boat leaves
Coast Guard control.'

DESTROY when 3 years old.
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1
!
)
.
y
o)

»» High Endurance Cutter Ship records
iId characteristics cards documenting N9 ﬁmﬂm-eh!pes e~ ra-tsG

;atus and movement. : : lsmfz%lvm
R e after—transfen—to—PRET—{+C Py
'« Enforcement of Laws and Treaties PERMANANT- Transfer to FRC 25 years
icident report and Data report. - "after date of report. Offer to
' : " FRARS ’283) years after date of
" report. (1CFPY4 :
LT ~ : - s¢ 4-13-7¢
t Military Readiness Records :
}» Periodic inventory, status, train- DESTROY when 3 years old.
ig and competition report concerning :
rdinance .and munitions (including loss
7)3 weapons systemsy unit training
1d achievement and similar reports
) readiness training. Reports of
reakage or loss of radiac sets and/
: operational test sources.
. Reports on mobilization of re- DESTROY when.-2 years old.
tred regular and reserve perscunel. .
)® Summaries of Gunnery and ASW DESTROY when 5 years old.
raining Exercises.
9@ Monthly summaries of operations ' PERMANENT. Transfer to FRC when
1 Vietnam. : 5 years old. " Offer to HARS

: : when 20 years old.
. Ice Operations ‘ ’ ’

PR

& Ships, files ( Icebreakers) as PERMANENT . Transfer to FRC when ship
2 ELT section above. is no longer a CG facility. Offer to
RARS 10 years after transfer to

FRC. (ICFPY)

[

38 Icebreaker Cruise Reportsa PERMANENT. Transfer to FRC when ship
is no longer a CG facility. Offer to
RARS 10 years after transfer to
FRC. (lCEPY)

34 Icebreaking Report. DESTROY when 5 years old.

6 v S0 Gogstood


https://l'l.A.RS

'XJ

Description of Records

Marine Sciences Records

488. Reports of oceanographic opera=-

tions and statutory patrol (includes
-International Ice Patrol Bulletins and
.- CG Oceanographic Repcrts). '

489.

'f@ﬁw InternationalLCiVil Aviation
: Organization forms and reports.

4@# .CG originated operations plans
and orders for all special patrols N
- and operations. :

Maxine Science Cogni:zance Report.

s Non-CG originated plans and
orders for all spec1a1 patrols and
v-operatlons.

‘4#@3. ship files (oceanographic) docu-
: - menting construction, -acquisition, com-
- missioning, alteration, movements and

o other actions.

' ﬁ', Enforcemenf of Law§7§pd Treaties

‘5f§%$ ngh Endur&nce Cutter Ship allowance

files containing requests, authorization
- and related papers on equipment allow-
‘ances for housekeeping and operatlonal
;needs

' %@%ﬁ High Endurénce Cutter Ship allowance
memorandums, lists to individual ships
"and listings issued to entire Service

. relating to approved equipment allow-
‘ances for various types of ships.

- Offer to BHARS

‘s s
S R Y

° FER 25 977

Authorized Disposition

RAFT

PERMANENT. fTransfe? ¢o FRC 20 years

after date of report. Offer to NARS

20 years after date of report.(lCFPY)
) : '

DESTROY when 3 years old.

DESTROY when 5 years old.

Transfer to FRC when 5

PERMANENT.
years old. Offer to NARS when 10
years old. (1 CFPY) :

_DESTROY when 5 years old.

PERMANENT. Transfer to - FRC when Shlp
is no'longer a CG facility. v *

10 years after
‘transfer to FRC (1CFPY)

DESTROY when 10-years old.

DESTROY 6 months after obsolete or
superseded.

e g
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SECTION .13 MARINE ENVIRONMENT AND SYSTEMS RECORDS

These records relate to the management and coordination of marine environmental
protection, port safety and law enforcement, aids to navigation and bridge ad-
ministration activitiesa

Description of Recerds Authorized Disposition

514 ~ Records created by the Office of
" Marine Environment and Systems = docu-
menting the organizational development

and administration of the Office of -
iMarine Enviroment and Systems con31st1n9
of the following:

a. Official record copy of each PERMANENT. Transfer to FRC when
directive/publication issued by the 5 years old. Offer to MARS when
office with significant hackground 20 years old. (.5CFPY)
materiala : .

b. Studies/Surveys conducted by
the Office of Marine Enviroment and Systems.

Ty ) N . ’ . LAEN
-~

, (1) Studies/Survevs vhich resulted
in Coast Guard wide adoption of pollcy or
management program :

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

higher authority and are included in a of the study by higher authority
formal publication by the higher authority. or when usefulness has been served
vhichever is later.
(b) VWhich are not forwarded . PERMANENT. Transfer to FRC when
to or published by & higher authcrity. ' S years old. Offer to NARS when
20 years old. (.5CFPY)

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

S12. General administrative corres- DESTROY when 3 years old.

pondence files (excluding primary
records above) from various activities
of marine environmental protection and
ports and waterways activities.

K12. Correspondence files of a routine DESTROY when 3 years old.
administrative or housekeeping nature.

5‘[!3!. Reports, summaries and routine ‘ DESTROY when 2 years old.n ...
' correspondence from other agencies ﬁo ';97?

O e o
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’ 5‘/5f Message reports of vessel movement.

S/ 6. MAés to navigation master 'files
consisting of spplications amd
sthoritiecs granted to them by the
Commandent with ‘supporting papers,
charts and photographs for estab-
liebhment, change or discontimuance
of aids to pavigation.

- b mino”
?/'( Oﬁwg a. Major AAids
Ko
La ? s, | ' . - .

- 8177. DMAHC Notices to Mariners concern-
~ ing changes to aids to navigation.

S18. Iocal Notices to Mariners concern-
ing changes in aids to navigation
forwarded from CG Districts.

DESTROY' when 6 months old.

3
PRRMARERT, Traasfer”to FRC when 28
years old. Offer to EARS when 20
yeers old (1 CFPY). .
~BERMKAZE e B 0B E @ B-tia=FRO—ire 3
~YR B8l MO E LGP~ b O—BARTG~rirer—20~FeaTs"
._oaa._&-cm%)-‘————

DESTROY‘when_ 10 years old.

DESTROY when 5 .years old.

N e —1 A



_Description of Records

ﬁ’?

&19. Monthly reports furnishing tech-'
nical data); etc. on loran stations
and compilations.

S20. Monthly compilations of reports
on loran stations.
Fatiid Coples of ’
S22 Light lists of aids to naviga-
tiony bound copy.

S22, Light lists of aids to naviga-
tion, loose-leaf master light list
with sources of information for
correction®

—
S28. Copies of reports of International
Marine Pollution Prevention Convention
Violations:

$AK. Permits for bridges across navi-
gable waters (case files).

Drawbridge operatlon regulatlons‘

o)

A
X

TO @

Authorized bi%position :

DESTROY when 1 year olde EEB 25 1477

DESTROY when 1 year old<
DESTROY when 25 years old.

PERMANENT. Transfer to FRC when
15 years old. Offer to NKARS when
.25 years old. (2 CFFY)

.:Z(_{;'

DESTROY when 3 years old.

PERMANENT:. Transfer to FRC 1 year after
completion of the projecto Offer to FARS
10 years after completion of project (3CFPY)

Destroy 2 years after bridge is made a

(case files). - "fixed bridge'- or bridge is removed trom
waterway. Travster to FRC when 5 years
| - " old.
ol -
$2&. Obstructive Bridge (case files). DESTROY 2 years after bridge is removed
. from the waterway. Transifer to FRG 10
years at'ter aiteration.
$27. Deepwater Port License Applica- PERMANENT. Transfer to FRC 1 year after
tions. termination of license. Offer to HARS'S 4fear:
after termination of licemse (1 CFFY)
$28. Deepwater Port Licensest PERMANENT. Transfer to FRC 1 year
after termination of license. Offer to
HARS 5 years after termination (1/10 CFPY)
$29. Copies of American Bureau of DESTROY 3 years after port license

Shipping Classification for Single
Point Moorings at Deepwater Ports.

$26. Proof of Bonding for Removal of
Deepwater Port Components.

S2l. Deepwater Port Environmental
Impact Statement:

J22 Annual report to Congress on
- Deepwater Port Act. .

is terminated.
DESTROY after port components removed.
DESTROY 3 years after termination

of license.

PERMANENT. Transfer to FRC when
5 years old. (1/20 CFPY) Offer to EARS
swhen 20 ysars old.



Description of Records

$83. Report of Deepwater Port 0il
Throughput.

J’j‘é Report of Deepwater Port Casualty
or Accident

$35. Report of Sabotage or Subversive
Activity at a Deepwater Port.

5’36 Letters cf Personnel Qualifications’

for Deepwater Ports.

S§J. Deepwater Port Operations Manual.

s

- IBBwe 5340 fesctves

o0 rmw

ey

Authorlzed Dlsposi',,’f,foﬁ 25 @77

DESTROY when 3 years old. |

DESTROY when 5 years old.
DESTROY when 5 years old.

DESTROY 3 years after termination
of employment-;

PERMANENT. Transfer to FRC 1 year e.fter
port license terminated. Offer to EARS
5 years after termination. (1CFPY)

A-13-3
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personnel programs for military (Coast Guard a
personnel’ The items are grouped as follows?®
Military Training and Education Records - Milit

LA,

o T
O L EEGORDS - FEB 2B 1g77

The records described in this section felate to the planning and administration of

nd Coast Guard Reserve) and civilian

Military Personnel Records (General)-
ary Personnel Services Re(ords -

Civilian Personnel Records) - Military Recruitment Records.

Description of Records

N N .

541, Records created by the Office of

T Personnel docu-
mentlng the organlzatlonul development
and administration of the Office of

‘ Persormel consisting of the
follow1ng' :

a. Official record copy of each
directive/publicatﬂbn_issued by the
office with siguificant background
materials

b. Studies /Survevs conducted by
the Office of Military Personnel.’

P

(1) Studies/Surveys which resulfed
in Coast Guard wide adoption of pollcy or
management program ., B

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

(b) Vhich are not forwarded
to or publishked by o higher auvuthority.

(2) Sstudies/Surveys which did not
result in Coast Guard wide adoption’of
policy or managewent programs.

dﬁ#&. General administrative correspondence
(excludirig primary records above)’, covering
personnel administrative activities.

S43. Routing correspondence of an admin-
istrative or housekeeping nature.

J@% .Studies, estimaties, reports and
related material on the adminsstration of
funds.

Authorized Disgositioh"

PERMANENT. Transfer to FRC when -
5 years old. Offer to WARS when
20 years old. (.8aFPY)

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

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

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

DESTROY wher 10 years old.
: ]

DESTROY when 3 years old.

DESTROY when 10 years old.

AR & L i
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Neaaription of Recowds

¢ﬁﬁ§1 Proceedings of officer personnel boards

for prosotion/demotion with related papers.
(Selection Boards Investigations)

Jﬁ?G. Records pertaining to the administration
of the Permanent Uniform Board and main-
tenance of Regulations.

J470 Military personnel service records
including medical folders and fitness report
folders, service record cards. '

S$%¥8. Personnel rosters showing location and
status of personnel at Coast Guard units-.

. ea. PMIS source documents emd roster
created subsequent to 1 October 1974

J¥9. Service number index logs and registers:

SE5@ Identification cards for military
. personnel and dependents with related
= Application Froms (CG-4Cll and DD 1172),

Authorized Manosition

PERMANENT. Transfer to FRC when 10
years old. Offer to NARS when 20
years old. (35 CFPY)

PERMANENT:, Transfer to FRC when 10
years old. Offer to NARSwhen 20
years old. (5 CFPY)

Transfer to NPRC (MPR)
~ St Louis 3 to 6 months after dis-
charge, death or retirement. - . r

DESTROY- Transfer to FRC 1 year after :
date. DESTROY 5 yeers- after run
date. 6!!&553!5’

Maintain at agency as an active work
file. Destroy when inactive.
DESTROY ''turned-in'" ID cards upon
issue of new card. File Forms DD-
- 1172 in military personnel files
and dependents” case file.



) '-—ﬁes'crigtiong l“mds

£81. Record of Identification Cards @% v

Issued (CG-3133) (Military).

$82. Original eligibility lists and
authorizations for advancement in rating®
and proficiency pay.

JF3. Servicewide examination results
with supporting documentation for career
advancement.

$E4. Listings and related material on
approved personnel’ retirement.

S

$56%. Enlisted Transfer Orders issued by
' Headquarters.

S86. officer Summary Records (CGHQ-
4255) on individual officers.

S87. Records and related corresyondence
relative to the Reserve Awards Programs.

S$48. Correspondence documenting personnel
action on appointment, promotion, retire-

ment etc.

Training and Education Records

J$9. Training and course materials related
materials (case files) including Volunteer
Training Unit and Aviation Training records

S 60.

'dF@[. School and training files containing
correspondence, reports and related papers
on CG and Navy schools, the Institute,
training aids and courses. '

Requests for end-of-course examination

S¢2. 1ndividual applications for post-
graduate, petty officer and other refresher
or short courses.

¢;63. Records of Boards of Visitors to the
Coast Guard Academy.

\ﬁéﬁ% Records of CG Advisory Committee to
the Academy consisting of minutes;
correspondence, reports, lists of personnel

ArmAd vaolarad matrnrviala

el . \ R S

‘gth.zed Dispoéitiop_ )_ e N7
' : TTLD 69 toid

DESTROY when 6 years old.
DESTROY when 25 years oldo Transfer

to FRC when 5 years old.

DESTROY when 25 yeafs old. Transfer
to FRC vwhen 5 years old.

DESTROY of CG Reserve (inactive)
results when 2 years old.

‘DESTROY when 3 years old.

DESTROY when 5 years old or earlier
if needs have been met.

DESTROY when member is removed from
active duty.

DESTROY when 5 years old.

DESTROY when 5 years old.

DESTROY when 5 years old.

DESTROY when 1 year old.

DESTROY when 5 years old.

Transfer to
service record on non-selection
or completion of training.

PERMANENT. Offer to RARS when
20 years old. (1/10 CFPY)

PERMANENT. Offer to KARS when
20 years old. (1/10 CFFY)



‘Description of Records

S€8. officer Educational Record (CG-4082).

, :

d‘éé Requests for Procurement of materials
and services for officer: and enllsted
training and procurement.

g§¥§?. Conformed copies of Navy PostGraduate
School Contracts.

5’@3 SF-1080 copies with supporting
papers covering reimbursements for
all types of aviation training.

Jﬂggi Cbpies of requests for reimbursement
for monies expended for required tests
copies of University invoices for books
and supplies, approval correspondence, etc.

f . i
Mllltarz Personnel Services Records

;
{
3
(

By o
B @ﬁg}f’?ﬁ Author1Zed Dispos %1% €3 f:} RO B

7

File original in service
record.

DESTROY office copy when 2 years old.
DESTROY after 2 yéars for off-duty
training; 5 years for full time®r
resident training; 3 years for pe
personnel procurement requirements.

" DESTROY after 3 years if utilized
- by CG; end of FY for: others.

DESTROY when 3 years old.

DESTROY when 3 years old.

RESERVED ‘

A i
- Y

S9). Claims files of correspondence and '

related papers pertaining to decedent affairs:
~of deceased military and former nghthouse
Service personnel.

,J;?ﬁL Claims files of correspondence and
" ‘related papers on military personnel
rembursement claims, ' -

b. Card file containing summaries
of claims processed by the office.

.&F4. Agenda and minutes and general
documentation of CG Board of Awards.

"§95. Case files of copies of individual
- citation and awards, actions by Board
0of Awards and the Commandantj
general documentation information.

§86. Register of recipient of Lifesaving
Aedals.

A2, %

" NARS when ‘2Q years old.

DESTROY 5 years after death of .
member or death of survivor receiving
Retired Serviceman's Family Annuity.

DESTROY 5 years after date of claim.

DESTROY when disestablished.

PERMANENT. Retain at HQ. Offer to

- (5 CFPY)

DESTROY upun seperation from CG or
CGR.

PERMANENT.

Offer to NARS whem20
years. old.

&1 CFPY)
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897. Case files on approved plans, policies,
programs, projects and procedures concerning
military discipline including clemency,
mental incompetency appointment. of trustee/
guardian, and remission of indebtedness.

§%8. Interagency agreement and case files
on approved plans’, policies’; programs and
procedures concerning dependents” identifica-
tion cards, recreation and morals, movies
and inter-service sports competion.
o G g A _ N
$99. Case, subject, planning and control
-and legislative history files on military
" and civilian personnel security boards,
programs, policies and procedures.

é?é@. Significant and substantive information
in individual civilian and military personnel
" security files%

5 8i. Atomic Energy Commission Clearance
Record: Cards.

&2 case, subject, planning and control
files on ‘approved family hcusing projects
with correspondence and memorandums con-

. cerning the-program, other than items
-contained ‘in item 1 of this section.

Military Recruitment Records

583. Officer candidate file containing
copies of application in the appointment
in the Coast Guard, interview reports,
medical examination reports and related
papers.

582

papers:-.

Used examinnations and ansuer

5&s”

X R 3 L AR . Y N e | 4 v
sheets with gqualifizatitn tests”

g? '.Autho.rize'd Dispoglt-t?ongs 197?’,

DESTROY when disestablished.

Direct Cormission Programs, Application
Files containing copies of applicantion for appoint- a.
ment in the Coast Guard, interview reports and related

DESTROYISAyearé after disestablished

DESTROY 20 years after obsolescence. .
Transfer to FRC 5 years after
obsolescence.

DESTROY 5 years after termination

of employment or retirement except
DISPOSE @ f investigating and non-
significant information in accordance
with DOT Order 1630%2,

DESTROY 1 year after termination of
clearancew

DESTROX at Headquarters when 20
years old.

8. Selected Applicants-File in
Official Personnel Folder.

b. Non Selected Applicants-Destroy
6 months after deadlines date
for class which applicant is
made’. I

Selected Applicants-File in
Official Personnel Folders. .

b. Non Selected Applicants-
Destroy 1 year from date of
‘board by which considered:

TREATRAY by burning or shredding uhnn

A e T
oo FelIS 04,

Nosed- 2
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D@scription of Records:

596 "Correspondence files with the
public on officer-procurement
programs.

S General information files on
recruiting and enlistment.

4P Periodic reports of enlistments
received from districtsa

S8 ¢ Reports and forms used by examinérs
in accounting for examination books or
certifying that examinstions were given

-in accordance with instructions. .

530 RéserRvED

Authorized Disposition '

DESTROY when 1 year old.

DESTROY. when. 2. yeaxs. old.

DESTROY when. 3 years old.

DESTROY whgn 3 years old.
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-SECTION )5 MARINE SAFETY COUNCIL

';These records. relate to the Coast Guard regulatory system, administered
' by the Marine Safety Council and include items of a publlc and non-
_public naturen :

Description of. Records - Authorized Disposition

591, .Records created by the =
Marine Safety Council T docu—
menting the organizziional dcvelopment
and administration of the . ..

Marine Safety Council consisting of
the following:

a. Off101a1 record copy of each PERMANENT. Transfer to FRC vhen
directive/publication issued by the > 5 years old. Offer to NARS when
office with significant background , 20 years old. (.5CFPY)
materiala S

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

e

(1) Studles/Surveys which resulfed
in Coast Guard wide adoptnon of policy or
managen°nt proﬁramn "

t .

(2) Vhich are forwarded to DESTROY, 5 years after publication

higher authority and are included in a of the study by higher authority
formal publication by the higher authority. or when usefulness has been served
whichever is later.
(b) Vhich are not forwarded PERMANENT. Transfer to FRC when
to or published by a higher authority. 5 years old. Offer to WARS when
. 20 years old. (.S5CFPY)

. (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 prograws. . : s ever is later.

,jﬁ?z, General administrative corres- . DESTROY when- 3 years old. .

_ pondence, reports and related material
(excluding prlmary records)

' ,51%@ Record mater1a1 of a routine DESTROY when 1 year old. I
admlnistrative or housekeeplng , e , : : s
nature . . . . ) . » ’ . R i B

~ w WAAR OR NPT

PRI TR R S T T
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;'745 o fl:ﬁ‘st,tt;egulatlons and directives-
files with background material used
in preparation of rules and reg-
ulations published in the Federal

Register and/or CG issuances.

$%8. Records and transcripts of public
hearings held by Marine Safety Council
and written comments received con-
cerning proposed regulations.

é. Records of meeting of Marine
Safety Council.

597. Records of Marine Safety
Council Advisory Committee con-
sisting of decision-making cor-
respondence, Committee Agenda &
Minutes of meetings

S98. Printers”’ copy, galleys and
page proofs of CG marine safety
publications?:

‘»Jaﬁ%tvmuéaﬁﬁkwmuwy”

-

DESTROY when 20 years old.

Anthoriznrd Dj_ap'\.‘_ _+‘:'_Q_r3'
ﬁranéfer
¥hen 5 years old.

PERMANENT.

Transfer to FRC Wwhen 5 years olds
Offer to RARS when .20 years
old. (1.5 CFPY) o

Transfer to FRC when
Offer to [EARS when

Tgansfer to FRC when
Officer to NARS when
(2 CFPY)

PERMANENT.

5 years old.
2.0 Vit (LA,
PERMANENT .

3 years old.
20 years old«

DESTROY at time of next revision
of publication or when declared
obsolete.




~ Civilien Persomnel Records

" " e
FEB25 7y

SECTION 16

Coast Cuard civilian personnel records relate to the supervision over
and management of Federal Civilian Employces&l This Schedule covers

the disposition of all official personneleflolders of civilian employees
end all other record relating to civilian personnel.

, DESCRIFI‘IOE OF REOORDS

601 &1

553£ﬁu¢0

60 2_8.1 Correspondence and subject

~ f£iles relating to the administra-
tion and operation of personnel

- functions &% District offices

" er Headquarters units level.

60 3." ‘Correspondence, reports apd
‘related matericl on eivilian train-
ing @&d@&@ﬂie@-m&xﬂspmm'

60k,
' training

'605 Certificate files (requests .
: for certificates and certific&tes
.of eligiblea )&1

506 Hotification of personnel
actions-Joum&.l '

- ‘54»7 Health improvement and health
benefits programs and reports&l

608 Personnel folders excluding
(&) folders or groups of folders
- gelected by the Fational Archives;
- (b) folders covering pericds of
" employment terminated prior to
© Jenusry 1, 1921; and (c) popers
" on the left or the so-calledel
"temporary" gideadf the folder,al

_which are suthorized for disposal

© '+ byelleneral Records Schedule 1,
© item 10. |

Individual mployee files on -

" AUTRORIZED DISFOSITIOR

DESTROY whed 3 years old.

DESTROY vhen 3 years old.:

DES’I‘ROY 2 years efter ccmpletion
of traiming .

'DES‘I'P.OY after inspection require-

‘ments (by-Civil Service Commission

or Coast,@xm) have been met.

DESTROY when 3 yrars old or sfter
inspection requirem..nts have been met.
L.

DES‘I’MY vhen 3 years. old.

(a) See Chapter 293, Subchapter
2, Federal Personnel Mamual for
“ instructions relating to folders
of employees. transferred to '
enother agency. (b) Transfer
folders of separated employees
tc inactive file on separation

" in eccordance with the Federal

Personnel Manual, transfer
folder to WPRC, (CFR), St. Louis,
Missouri, 30 da,ys a.fter separation.

( oom)

F‘s;«r “.«»--—n",','
AR !;.‘-i‘ 3
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* DESCRIPTIOR OF RECORDS

'50@ ' Service Record Card (Stendard
- Form T or its equivalent)

&8.81Cards for employees separated.
or transferred on or before
December 31, 194T.

- b. gﬂhrds for employees separated
' or trengferred on or after -
Jenuery 1, 1948el

6LQ. Correspondence, letiers, and
. telegrams offering sppointments to
. potential edmployeesal -

683, Certificate files, consisting
of: : o

~a. Requests for certificates
of eligiblesel - :

~ b. -Certificates of eligiblesal

65.2- m;olojee record cards used for

informational purposes ocutside per-

eonnel offices (such a3 SP 7&3)

L I T RURNOPRY BT L P

“ 58331977

AUTBEDRIZED DISPOSITION

(b) (CORT) DESTEDY 75 years after
birth of employee or 60 years
after date of earliest document

" 4n the folder if date of birth

cannot be ascertained, provided
employee has been separated or

~retired for &t least 5 years.

Pransfer to. KFRC, (CPR), St.

louis, Missouri.

" DESTROY 3 years after year of

employee 's separation or transfer
to another &agency.. .

(a) If eppointment is accepted;

..destroy immediately.

(b; If eppointment is declined:
(1) Return to Civdl Service
Commission withekeply and application,
i# name was received from certificate
of eligiblese.l

(2) Pile inside application, if
offered &5 a result of applica-

"tion for temporery or excepted

eppointment and dispose of in
eccordance with provisions in
itemeld5; (3) All others; dispose

| tmmedistely. o

DETROY 2 years after date of
certcificates.

'DESTROY 2 years after date of
' certificates .

DEmOYmmmfer to zanoth@r
egency Or buresu or én eepmtio::

.. ef agxplom )

A-16-2
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'DESCRIPTION OF RECORDS =

' 613. Position descriptiomst

61k, Ewmployee interview recoris.

< _
615. Duplicate case files of
Pperformance rating boards
- of review; copies of which
. have been forwvarded to the
‘ Civil Service Cozmission.

. §16. A copies of correspondence
. and forms meintained es
temporary records on the
" left side of the Official
. Personnel Folder in accordance
. with the Federal Personnel MHaenual,
Chapter 293, and Supplement 293-31.

- 617. Position" identifecation strips,

used in service control file (such
as Standard Forz T) to provide

- sumnary data on each position
occupiedt

618. Incentive avards cese filest

619. Reports pertaining to the
‘dncentive awards progran.

620. Fotifications of personnel
-action; exclusive of those in
Official Personnsl Folderst

“@. Chrenclogicsl file copies,
igg.a.wﬁg Loce soasls.

' _'b. All other copiest

DRAFT_

RIZED DISFOSITION

DESTROY ore copy 5 years
efter positior iz ebolished eor
ﬂe@criptiozi is superseded ;— '

Position 15 sbolished fes
tion iz superseded, |-

Place in lmactive file on transfer
or separation of empleyse and

- gtert eiopew insctive file every
6 months ; DESTHOT dimetive £ile

6 montbs eftor 1t iz clesed. If
£41ing arrangement differs froa
that 3uggeated herein, BESTROY -
soeords 6 months sfter tramsfer
or sepe.ration of employee.

D&TROY 1l year after completion of. caset

_ DESTROY on’ trensfer to emother
egency (except in a tranefer of

functions), separation of the
eumployee, or when 1 year old.

: prov:l.dlng purpose has been served.

" DESTROY when position is cenceled

or new strip is prepared.

- After closing case transfer to

inective cloged file-and destroy
2 years efter closing.

, D&TROY_'when 3 years old.

DESTROY when 2 years ©O14.

- DESTROY when 1 year old.

ik
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DESCRIPPION OF RECORDS

£21. Applications for exmployment
and releted papers, excluding
(a) records relating to appointments
end requiring Senatorial confirmation,
end (b) applications regultiig in
eppointeent filed in the O0fficial

- Personuel Folder (covercdedsn item
1 of this schedule).

, _
622, Statistical reports in the
. operating personnel office.

623. Correspondence ard forms in
operating persomnel offices
relating to irdividuel employees
rot maintained in Official Fersonbel
Folders end not provided for else-
vhere in this schedule.

e. Correspondence and forms

relating to pending persomnel
actionssal

b. Retention registersa{including
card files and related papersgl
from vhich reduction-in-force
actions have been'gkken.

c. Retention registers (including.
card Piles and related papersdl

- from vhich po reduction-in-force
actions bave been tsken

d. All other correspordence forms.

624, Copies of document duplicated

in Official Personnel Folders axd
, not provided for elsewhere in thia
_ schedule.

6€25. Records releting to individual
employee operation of Goverpmsnte
owned vehiclss, including driver
tests, euthorizetiom to use, safe
Griving awerds, end roiamoed (.o . -

AU‘I"EORIm DISROSTTION

DESTRGY ;upAon recipt of

Coest CGzmard report of

zevisy inspection or when 2 years old,
vhichever is earlier, providingel

the requirements of Chapter 3 33,
Sectiondll ofeihe Federal

Personnel. Mamuel are observed.,

DESTROY. when 3: yeers-old or after next
program reviev:vhichever 18 later,

DESTROY when action is complebed.

DESTROY when 2- yosTs Ol.d.
DESTROY when superseded.

DESTROY 6 months after file
48 closed or 6 months after date .

of document

DETPOY 6 =onths efter file
is closed’

DESTROY 3 years after separation

of employece or 3 years efter

after rsscission of euthorization
to omerate CGoverment-owned vehicle,

%] - 2
vhichever, is ths eavrlier.
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€26. Rccords created in receipt

andgirocessing of compleints of
discrimination by ez=ployeces oxr
epplicants for employment with
Federsl Civil Service. -

8. Official Boual Ruployment .
Opportunity Case Files, as
- described by 5 CFR Tl3.222:

1) hen case is resolved
within agency or origin

- 2) ¥hen caese is resolved
by U.S. Civil Service :
Commission; or & U.S. Court;

b. * A1l other copies of ERD
complaint case files or duplicates
of documents pertaining to case files
which &are included in files retained
under Item 26(a) above;

c. All background documents
pertaining to the case but not
included in case files retsined
under Item 26(a) above;

627. ‘Position Management
Studiesel

628. Inspection Reports of
Position Management.

6 29el Position Classification
Appealseal :

-~
R
s
I\
I3t
€

- DESTROY 4 years after final

final edjustmentc

The officilal case file

is retained by USCSC accordiing
to their records control
sckedule.

DESTROY 1 year after final
ad justmenta '

DESTROY 3 years after final
ed justment.

DESTROY when 5 years oldal
DESTROY when 5 years old.

DESTROY 5 years after position
is abolished. Transfer to FRC
3alyears after close of cases&l
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