
  

 

 

  
   

 

  

  

 

 

 

 

 

 

 

 

 

 

  

   

 
 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-026-76-02 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 6/3/2025 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

Item 5a for records created before 2017 

Other active items: 1-4, 6-10, 12, 14, 18, 31-32, 35C1&2, 36, 42, 46-50, 51A,C,&D, 52-53, 61-68, 72-

73, 75, 77-83, 91B, 101B, 102-106, 108, 114-115, 118, 121, 122, 124-127, 130-131, 135-147, 149-153, 

156-169, 170B, 173, 193, 194, 202-205, 206A-D, 207-208, 214, 216-220, 222-223, 224B-D, 242-265, 

295-309, 321B, 322-323, 331, 332, 335, 341B, 342, 345-346, 348, 350, 351, 353-354, 356-359, 361-362, 

365, 371B, 372-377, 380-384C1, 385, 386, 401B, 402-403, 405-409, 411-412, 413A-G&K&N, 415-416, 

418, 420-427, 433-435, 437-443, 445-448, 452-456, 459-472, 475-476, 479, 481, 484-497, 499-504, 

511B, 512-519, 521-537, 541, 545, 548-557, 559-562, 565, 567, 571-573, 575-585, 587-589, 591B1A, 

591B2, 592-594, 598, 627, 628 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

The ARO agreed to the disposition of items superseded by the GRS in an email dated 3/14/2024. 

Items 15, 37-40, and 54-60, 84-90, 99-100, 310-320, 329-330, 336-340, 367-370, 379, 387-400, 404,417, 

449-450, 457-458, 505-510, 538-540, 570, 590, 599-601 were reserved. 

Item 5A was superseded by DAA-GRS-2015-0006-0001 but only 2017 forward. 

Item 5B was superseded by DAA-GRS-2015-0006-0005. 

Item 5C was superseded by DAA-GRS-2015-0006-0002. 

Item 11 was superseded by DAA-GRS-2017-0007-0003 

Item 13 superseded by DAA-0563-2019-0008-0004. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/3/2025 NC1-026-76-02 



  

 

 

  
   

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

     

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 16 was superseded by N1-026-97-002 items 16 and 16a. 

Item 17 was superseded by DAA-GRS-2013-0002-0009. 

Item 19 was superseded by DAA-GRS-2020-0001-0002. 

Items 20-22 were superseded by DAA-GRS-2013-0002-0007 

Item 23 was superseded by DAA-GRS-2016-0012-0002. 

Item 24 was superseded by DAA-GRS-2016-0012-0002 and/or DAA-GRS-2016- 0011-0001 and/or 

DAA-GRS-2013-0003-0002 as appropriate for the records. 

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

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

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

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

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

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

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

Items 35A and 35B were superseded by DAA-GRS-2013-0003-0011. 

Item 41. All records are destroyed. No more will be created.   

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

Items 44 and 45 were superseded by DAA-0563-2019-0003-0002. 

Item 51B superseded by DAA-0563-2012-0002-0016. 

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

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

Item 70 was superseded by NC1-26-81-002 items 70A and 70B. 

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

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

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

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

Item 92 was superseded by NC1-26-84-003 item 92. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/3/2025 NC1-026-76-02 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

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

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

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

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

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

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

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

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

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

Item 110 was superseded by DAA-GRS-2013-0003-0001. 

Items 111-112 were superseded by DAA-GRS-2013-0003-0002. 

Item 113 was superseded by DAA-GRS-2016-0011-0011. 

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

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

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

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

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

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

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

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

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

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

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

Item 155 was superseded by DAA-GRS-2015-0006-0004. 

Items 170A and 171 were superseded by DAA-0563-2019-0008-0004. 

Item 172 was superseded by DAA-GRS-2017-0008-0003. 

Item 174 was superseded by DAA-GRS-2016-0013-0001. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/3/2025 NC1-026-76-02 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Items 175-177 were superseded by DAA-GRS-2013-0003-0001. 

Item 178 was superseded by DAA-GRS-2013-0003-0012. 

Items 179-180 were superseded by DAA-GRS-2013-0003-0001. 

Item 181 was superseded by DAA-GRS-2013-0003-0004. 

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

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

Item 184 is obsolete. 

Items 185-192 were superseded by DAA-GRS-2013-0003-0001. 

Item 195 was superseded by DAA-GRS-2013-0003-0012. 

Items 196-201 were superseded by DAA-GRS-2013-0003-0001. 

Item 206E was superseded by NC1-26-82-007 item 206E. 

Items 209-211 were superseded by DAA-GRS-2013-0003-0001. 

Items 212-213 were superseded by DAA-GRS-2016- 0011-0004. 

Item 215 was superseded by DAA-GRS-2013-0003-0012 

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

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

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

Items 226-228 were superseded by DAA-GRS-2019-0004-0001. 

Item 229 was superseded by DAA-GRS-2016-0015-0007. 

Items 230-234 were superseded by DAA-GRS-2019-0004-0001. 

Item 235 was superseded by DAA-GRS-2016-0015-0002. 

Items 236-237 were superseded by DAA-GRS-2019-0004-0001. 

Item 238 is inactive per email from ARO dated 3/14/2024. 

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

Items 240-241 were superseded by DAA-GRS-2019-0004-0001. 

Items 266-291 do not have disposition instructions. 

Item 292 was superseded by N1-26-93-003 item 1. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/3/2025 NC1-026-76-02 



  

 

 

  
   

 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 293 does not have a disposition instruction. 

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

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

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

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

Items 327 and 328 were superseded by DAA-GRS-2022-0001-0001. 

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

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

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

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

Item 344 is obsolete. 

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

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

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

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

Item 355 is obsolete. 

Item 360 was superseded by NC1-26-82-005 items 360A1 through 360C. 

Item 363 is superseded by DAA-GRS-2017-0010-0010 (GRS 2.7, item 061). 

Item 364 is a filing instruction. 

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

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

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

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

Item 384C2. The records were accessioned from the Federal Records Center Program in May 1987. 

Item 401A was superseded by DAA-0563-2019-0008-0004. 

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

Item 410C was superseded by NC1-26-82-013 items 410A1 and 410A2. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/3/2025 NC1-026-76-02 

https://DAA-0563-2019-0008-0004.C3


  

 

 

  
   

 

  

  

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Items 413H, I, J, L, M and O were superseded by NC1-26-82-013 items 413H, I, J, L, M, O. 

Item 414 merged with item 410E per NC1-026-82-013. 

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

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

Item 429 was superseded by NC1-026-84-10, item 426. Also shown as superseded by N1-26-08-005, 

item 2 (for records dated 1947-1981). 

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

Item 431 was superseded by NC1-026-78-03 items 1A and 1B which authorized microfilming the 

records, retaining the microfilm as permanent, and destroying the paper originals. 

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

Item 436 was superseded by NC1-026-84-10 item 436. 

Item 444 was superseded by N1-026-97-002 items 16 and 16A. 

Item 451 was superseded by DAA-0563-2019-0008-0004. 

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

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

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

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

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

Items 482-483 were superseded by DAA-GRS-2016-0011-0015. 

Item 498 was superseded by DAA-GRS-2016-0011-0001. 

Item 511A was superseded by DAA-0563-2019-0008-0004. 

Item 520 was superseded by NC1-26-78-04 item 1. 

Items 542-543 were superseded by DAA-GRS-2017-0007-0001. 

Item 544 was superseded by DAA-GRS-2016-0013-0001 

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

Item 547 is a filing instruction. 

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

Item 563 was superseded by DAA-0563-2019-0003-0002. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/3/2025 NC1-026-76-02 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

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

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

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

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

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

Items 591, 595-597 were superseded by NC1-026-78-03, items A and B for microfilming the records, 

retaining the microfilm as permanent, and destroying the paper originals. 

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

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

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

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

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

Item 606 was superseded by DAA-GRS-2017-0007-0006. 

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

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

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

Item 610 was superseded by DAA-GRS-2017-0011-0001 or DAA-GRS-2017-0011-0002. 

Items 611A and 611B were superseded by DAA-GRS-2017-0011-0001 or DAA-GRS-2017-0011-0002. 

Item 612 is inactive per email from ARO dated 3/14/2024. 

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

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

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

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

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

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

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

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

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/3/2025 NC1-026-76-02 



  

 

 

  
   

 

 

 

 

 

  

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

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

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

Items 623B and 623C were superseded by DAA-GRS-2014-0004-0002. 

Item 623D was superseded by DAA-GRS-2017-0007-0001. 

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

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

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

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

Items 626B and 626C were superseded by DAA-GRS-2018-0002-0012. 

Item 629 was superseded by DAA-GRS-2014-0002-0004. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/3/2025 NC1-026-76-02 
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rl ~REQUEST FOR RECORD~ -1dPOSITION AUTHORITY LEAVE BLANK• •(See Instructions on reverse} JOB NO. 

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

1. FROM (AGENCY OR ESTABLISHMENT) 

DEPARTMENT OF TRANSPORTATION 
2. MAJOR SUBDIVISION 

u. s. COAST GUARD 
J. MINOR SUBDIVISION 

u. s. COAST GUARD HEADQUARTERS 

NCl - 26-76-2 

DATE RECEIVED JUN 3 l97g 

NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 U.S.C. 3303a the disposal re 
quest, including amendments. is approved e,cept for items lhd! may 
be stamped "disposal not approved" or "withdrawn" in co 1umn 10. 

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

t~l-77 ( .. -""• ~ .iP f'J_ L, 1 
I -

Mr. Jim Doran 426-2365 Date Arclti,·ist r1f the Unired States 

6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 7o page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

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

E. TITLE 

Chief, Management Analysis Division 
9.8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

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

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

RG26 677 items 

STANDARD FORM 115 
Resised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



COAST GUARD COMPREHENSIVE RECORDS CONTROL SCHEDULE NO. 1 

INTRODUCTION 

1. Function of the Records Control Schedule. The records described. i.b 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 th.e Management . 
Analysis Division (G-CMA) using procedures outlined in Chapter I paragraph 3c(6) 
~ of this manual so that authorized disposition may be established. These 
are records which will provide permanent historical backgroung and those 
of a temporary administrative value. Coast Guard Comprehensive Records 
Control Schedule No. 1 provides authority and basis for the disposition of these 
records at Coast Guard Headquarters. 

2. Application of the Schedule. 

a. T}:ie records described in this Schedule are grouped by category of 
record, Material need not always be identical to that described but must·doc­
ument essentially the same information,· Authority contained in the Schedule 
should not be exceeded to cover significant. documents not listed. Although the 
records are grouped in categories such as Boating Safety, Engineering etc., 

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

b. Provisions of the Schedule are manaatory. 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, it\which case the Federc:1.l 
Re~ords Center will obtain Coast Guard co11currences prior to .destruction of 
the records. 

. ~• d. The record copy 0f any publication (Instruction, Notice, Manual etc.) 
•which documents the organization, functions, policies, decisions and pro­
cedures of the Coast Guard shall' be maintained by the originator as part of 
the official files. These records are an integral part of Coast Guard docu­
mentation deserving permanent preservation and care must be exercised 
to assure tl1at they are not destroyed. • • 

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

I e. t The disposal instn1ctions for the records described herein assume 
'l 0.,,... .,.a,;n(J ·"'O'>l. "'TT=· t.: ·n?•r.• be,-. - ,~ 1 , ,.I, ·th • ... ~tha ,i: al 1~e~ L.c....:;, r,, .·- re lccJ:1 ~ •.,.,_ ~"'n ,,on.jJ.bC.t'l Wl .1 1, e •• poSLlng o. 

• ' b d • • 1 • ' • 1 d . .. ' -ent r1es nave een 1na e, or1g1na.cs have Deen protccte as 1nc1cc:tec. cy ay:-prc,-
priate operating instructions and no obvious error~ have been made in filing 
permanent or long retention records with records !of temporary value. 

https://or1g1na.cs


•• 
OOAST GUARD 00.MPREHENSI\"E RECORDS CO~L SCHEDULE HO. l (HEADQUARTERS RECORDS)- .....' 

NOE 
SECTION l. Administration and ~1anagemcnt Records ••••..•••• .- •. A;J,-1,;: 4,3 

SOCTION 2. Public a:-ad Intarna.tion~l Affairs Recoi.-ds .••••••••• • A-,-1 ?_.. I 

. SECTION 3. Boa.ting Safety Records ....... ~ ...•• •_•~- ....•......• A-3-1 z.-b 

-
~ 

••• A-4-1 ISECTION 4.- Ri:?searc~ and Development a~co~c!~ .••••••••••..• ~ 

Sr.rrIO" 5 ....,...,1.·'"' ,er·.;.,,. Re·c,..-c.·c • • A-5-1 6 si.=..- ., • e-,~.. ... ,__ ... -t•~· ...- ....................................... . -
SECTION o. Fiscal~ Accounting and Supply Records ........•.. A-6-1 /61 

-- / 3··.SECTION7• Ci\•il Rights Records .••...•..•.•.••••• ~••••••••••• A-7-1 

SF.CTION 8. Safety p rogrruns Records .................•..., • • • A-:8-1 ~J'.Wit 

SECTION 9. :-I~di.cal Records.·....•.••...•• , •.• ~ ••••.• , • ,· ••••••• -~~ 

Sf!CTION 10. 1-eg~l !1:ccor<Js ...... ........... , ._ •••••••••••••••.••••. A-10-l,,,. z._/ 

S.r.c1·10.~1 u. ••·,,.r-h·-·ll'
L:, - ,•a_. ... - .u "" 

'1•1.-l.·n ... 
"h, • '-

'"l~,,ty '"""CO,.ds
-~ - l1ir,,l.. •• • • • • e • • • • • • • ■ • • • ■ • • • tr 

• A-1 1 -1 
• _. iriitxzit i¥ 

s.. r:crI 1)Nl2. o·,e-n·.: ,·1-
AJ '\. 6 ..I..-..._._\.,~ 

--d "·,:.c.!i·•-.r-::
.r..~l• :'\\..:I-.. t,,1\...,J-

"'·•co.,.,'. -· A-lZ-:-1 
:-.·.... •'-'~•••"'••••••• .. ••••••••·..a., C 5..f" 

5}~CT10N ll~. f'cr::;onncl Rncord~ ....................................... ~:.~1 .rr 

//Sl!C'ITOit 15_ ~-l a!'ine Sn!' tcy Council ...... , ..•••.• , . •• ........ ~ 

SEC'.r'ION- 16 Ci vi11· an Personnel Re •ord • 
I • 

A-16-1C s .................... • = 

67'1 

I 

https://r:.:-cor.ds


• • • • 
COAST GUARD COMPREHE~AiticONTROL SCHEDULE NO. 1F EB 2 5 \9T1 

'.SECTION 1. GENERAL NANAGEMENT AND ADMINISTRATION RECORDS 

These records of special staff components relate to·the development and admin 
iatration 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 Schedule. 

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 Fi.Les. 
One record copy of each feasibi.lity stucty, 
management improvement study/survey, and· 
other stud,ies made to evaluate Coast Guard 
programs and proposed programs. 

(a) Final Report P~R!'lANRNT. Transfer to FRC 5 years 
after publication of the Final Renart. 
Offer to NARS when 20 years old. (lc;FN) 

(b) • Interim and Feeder Reports, DESTROY 2 years after publication of
work papers. and background.files. final report or when usefulness has 

been served, whichever is later. 

2. General administrative correspond­ DESTROY when 3 years old. 
ence files (excluding primary records 
above) from various activities for the 
administration and general management 
of CG affairs. 

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

4. Congressional Relations Files 

a. Co7respondence, memorandum;reports PERMANENT. Office of origin record copy. 
and associated material pe;rtaining to . Transfer to FRC when 10 years old. Offer 
relations with Congress concerning sub­ to NA.RS when 20 years old. ( 1 CFPY)

• ~ .
stantive Coast Guard Programs. 
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Description of Records 

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

i, Coast Guard Budget Files 

. a. Budget estimates with internal 
justification relating to the financial 
requirements of the Coast Guard. 

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

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

(j Project working papers including back-. 
ground materials studies, analyses, notes 
rough drafts, interim reports and and related 
papers pertaining to management projects, 
exclusive of documents covered by items 
1, 4, and 5 above . 

Authorized Disposition 

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

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

(2) All others.destroy one year after last 
session of applic•ble congress. 

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

DESTROY 3 years after close of fiscal year 
covered by the budget, 

DESTROY 2 years after close of fiscal year. 
invOl\fed 

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

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

8. Organization Manuals a~d 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• . s ig­
nificent background and printed copy. 

14. Publications (original of Letter 
of Promulgation, • 

significant background and 
printed copy). 

JS~ /(ES El<. uE J) 

16. Files, correspondence and research 
papers relating to formulation and pro­
mulgation o; ''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. 

Authorized Dispo§ition 

DESTROY when 5 years old. 

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

DESTROY 1 year after conference. 

DESTROY after completion of 2 subse­
quent inspections.· 

DESTROY 2 years after completion 
of each case. 

PERMANENT. Transfer to FRC 1 years 
after delegation approval. Offer to 
NARS 20 vears after delegation. 
(1 CFPY) 

PERMANENT. Transfer to FRC when 5 
years old. Offer to NARS when 20 
years old. (1 CFPY) 

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

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

DESTROY individual form copy when 
form is cancelled or superseded. 

DESTROY 1 year after form is obsolete. 

DESTROY~ years after report is 
d iscorit1nued. 



Description of Records 

20. Working files and background mate­
rial used in estab.J.ishing procedures .for 
recorcts management, correspondence and 
filing systems. • 

21; ·-Records -disposTtioit··f i les :. includ~. 
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 dire.ctories and 
military personnel directories. 

24. Files containing shipping and 
receiving documents,, inventory control 
records, space and maintenance material, 
procurement requests for services and 
equipment and other related papers on 
the stores and services 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-
. mam.t of job, containing requisitions 

and related papers exclusive of re­
quisitions on the Public Printer and 
records on services obtained outside 
of agency. 

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

30. • Studies of specific applications· 
of data processing and information 
retrieval techniques. 

Authorized Dio~ositi~n 

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

.DESTROY when obsolete or superseded. 

DESTROY when 3 years old. 

DESTROY 3 months after issue of 
new directories. 

DEStROY when 3 years old. 

DESTROY 2 years after completion or 
cancellation of requisition~ 

DESTROY when 2 years old. 

DESTROY when 3 years old. 

DESTROY 1 year after completion of 
job. 

DESTROY when 2 years old, 

DESTROY 5 years after completion of 
study. 



Description of Records 

31. Copy' of Coast.Guard pt-dtion of 
DOT Annual Report submitted to the 
Department of Transportation and re­
lated feeder rerorts. 

32. Copies of Management Improvement 
Repo~ts submitted to the Office of 
Management and Budget, and related 
analysis feeder reports. 

33. Postal Records consisting of 
Post Office forms ~nd supporting. 
papers. 

34. Official Penalty Mail Reports. 

35. Audit Records 

a, General Administrative 
corresponde'.lce (excludi.ng 
primary records listed below) 
on audit activities conducted 
at Headquarters, Dis.trici: 

. of£ices, Headquarters units, 
afloat and ashore activities. 

b. General Accounting Office (GAO) 
.audit report files including -
audit reports, coordination 
papers, final agency replies, 
and related correspondence 
accumulated in connection 
with audits by (GAO) of 
Coast Guard activities. 

c. Office of the Secretary of 
Transportation audits reports 
issued by OST Director of 
Audits, coordination papers, 
and related documents accurnu~ 
lated in connection ~th pre-

-paring- Cout. .Stt&rd reply .to. OS'?. 

36. Correspondence pertaining to 
Privacy Act Requests. 

a. Accounting for disclooures. 

b. P..aster log of requests. 

Authorized Disposition 

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

DESTROY 2 years after submission 
of report. 

DESTROY when 2 years old. 

DES.TROY when 2 years old. 

"DESTROY" when 5 years old~ 

"DESTROY 11 Coast Guard action office 
copy when 10 years old providi?Jg that 

recoumended actions have been completed. 
• 

11DESTROY" other copies when 3 years 
old. 

"DESTROY" Coast Guard action office 
,coP7 .wen: 10 7,ea.rm.·ql4t~riding that 
recommended actions have been completed. 
"DESTROY" other copies when 3.years old. 

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

DESTROY when 3 years old. 

https://exclud:i.ng
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These records reflect the de,,elopment and administration of Coast Guard programs, posltions 
and relations in public and International affairs 

Description of Records 

w1. Rec,nds created b_y the Dffi.<>:? of 
Public anrl Internati.::inal Affoetirs ihcu­
cr:en tint{ the organizational development 
and administration of the Dfffce of. 
Public and International Affairs consistine 
of the followine;: 

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

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

(1) Studies/Surveys which resulted 
in Coast Guard wide adop ti:m of policy or 
management program in the area of public 
and international affairs: 

(a) Which are forwa,rded to 
higher authority and are includea in a 
formal publication by the higher ~uthority. 

(b) Which are not for,1arded 
to or published by a higher authority. 

(2) Studies/Surveys which did not 
result in Coast Guard wide ado"9tion of 
policy or management pr:)era•us. 

tt2. General administrative correspondence, 
repo ns and related mate rlal (excluding 
prlmary records above) for the various 
activities of public and international affairs, 

tta. Routlne correspondence of a general 
admlnlstratlve or housekeeping nature. 

44. Documentation initiated by the 
U.S. Coast Guard consisting of U.S. 
Delegation Reports, minutes of meet­
ings and related materials pertain­
ing to internat"ional maritime c·rgani­
zations concerning U.S. position and 
representation qf various conferences. 

'/5"'. International Association of Lighthouse 
Authorities records containing minutes and 
agenda of Executive Committee meetings, 
reoorts. corresoondence and administrative A 

Authorized Disposition 

Pr~~,V~llf1.:;!•J'i'. 'Pransfer to FRC when 
S years old. Offer to NARS when 
20 years old. (.5CFPY) 

D8STROY, 5 years afier publication 
of the study by higher authority 
or when usefulness has been served 
whichever is later. 
PBR:'·1.ANENT. Transfer to FRC when 
5 years old. Offer to NA.RS when 
20 years old. (.5CFPY) 

n-:;;s'11ROY when 5 years old 0r when 
usefulness has been served, which­
ever ts later. 

DESTROY wen 3 years old. 

DESTROY when 3 yea.rs old. 

PERMANENT. Transfer to FRC wbc:n 
5 years old. Offer to AARS 'ldlen 
2~ years old. (1/5 CFPYJ -

PERMANENT. Traosf'er to FRC \!hen 
5· yeera old. Offer to NA.RS when 

::_.---2◊ Yeo.rs old. (l/5 CFPY). 
,,+--.,/1 

i
n~ 

, 
~, .-: ,_· _. .. . • ,. 
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Description of Records Authorized De_e;eosi tion~tJf • 

46. Master files of photographs and PERMANENT. Offer to NARS fO years old. 
slides of CG activities arranged by (7 CFPY) 7 . /\
subject and presenting principally a 
pictoral history from World War II to 

'3-,,ak e-,1. 1 I.;,,,_ yea,,S, ~ the present including separate files 
of unreleased picture and negatives 
of unreleased pictures - the original 4 W\ • ( tu tJ 11 \Z_G \ ( N G j)) 
negative and a captioned print for 
each black and white image and the .:::r~ ~ ' ~ S, c.Gt _) lt:, - '"Z.,0 - ~7 f 
original color transpar@ncy or color 
negative, a captioned- print, and an 
inter-negative (if one exists) for 
e·ach color image. 

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

47, Historical files consisting of - PERMANENT. Offer to NARS when 20 
significant background material used years o 1.d. ( 1½ 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 
Deep Freeze, Vietnam, Coast Guard at 
War etc. 



0 
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Authorized Disposltion
~- . vescriptlon of Re.£~ 
•1,$ fJ. Master press release and release 

dlstrlbution files. 

'/t. -CorresponcJ.ence pertainlng to the 
Coast Guard's participation in international 
and national expositions, blcentennlals, etc. 

5& • Correspondence pertaining to exhibits 
shown at Boat Shows, Fairs, etc. 

. . 

51. Radio, Television, and Motion 
Picture Productions. 

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

_ b. Sound recordings - the master 
tape, rnatric 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 dup lieate prints 
of a and additional duplicate re­
cordings 0£ b and c .. 

.1'2,. Speeches, slide talks, and manuscripts. 

PERMANENT. Transfer to. FRC 
i.-1.,eo 10 Yl!UD olcf; Offer to ~­
wen 20 years old (4/5 CP'PY} 

PERMANENTe Transfer to .FB.c ,men 
3 years old. Offer to flARS wen 
20 yea.rs old. ( 2 OJ!PY) 

DESTROY when 5 ~am old. 
. . 

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

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

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

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

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

PERMANENT nf>f",.., ... +-..I'\ t'Jl'Al)B ~ 



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. 

Authorized Disposition 

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

PERMANENT. Offer to NARS when 10 
years old. ( 5 CFPY) 
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FEB 2 5 1977 
These records rc!lcct the development and adminis.tration of programs for safe 
boat in); 1n Che Unttcd St~tcs Le., boat numbering system, boating accident 
acth•it ics, cnforccmcnt of boating laws, cooperative activities with state, 
federal 1111d private on;.'.lnizntions and the role of the Coast G\,lard AuxiUary 
in pro~Etlng n~fcty nnd cffrcting rescues. 

61. Records created by the Office of · 
13oating Safety • docu­
menting the org-,mization'-il development 
Md administration 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 Oi'fice of Boating Safety. . ... . / 

( 1) Studies/Su.--cveys which resulted 
in Coast Guard wide adoption _o~ policy or 
management progr~ 

(a) \·lhich are forwarded to 
higher authority and a.re included in a 
formal publication by the highor authority.

! 

(b) Which are not forwarded 
to or published by a 1~igher a.uthcri ty. 

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

&'3• General lldministrative correspond­
ence f ilcs (exc ludini primary records 
above) from various activities for the 
administration and general management· 
of CC affair.s. 

,,. • Record material of a routine admin­
istrative or hqusekccping nature. 

t I(,. Program planning and evaluation 
studies (issue studies, policy studies, 
position studies). 

Authorized Disposition 

pgpyJA1'ffi'NT. Transfer to FRC when 
5 years old. Offer to NARS when 
20 years old. (.5CFPY) 

,I 

DES'flROY, . 5 years after publication 
of the study by hifl'ler auth::iri ty 
or when usefµlne~s has been served 
whichever is later.. 
PER""WTENT. Trans.fer.· to YRC when
.5 ye:frs old. Offr1r to NkiS when 
20 years old. (. SCJ?PY) 

DESTROY when S years old or when 
usefulness has been served, whic..'1-
ever is later. 

DESTROY when 5 years old. 

DESTROY when 3 years old. 

PESTROY issue studies when 10 
years old, policy studies when 
8 years old , _ _position a tudie.s when 
6 years old. , , 

https://hig.'1-i.or
https://dircctivc/publicat:f.on
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Description of Records_ 

65. Working files of directives includ­
ing all those superceded and related 
manuscripts of publicati:m and circulars 
on boating safety activities. 

sl. Rccordli pertaining to subcommittee 
on govcrru:1Cnt operations for boating 
safety. 

6 "1 • Correspondence and reports from 
District on routine law enforcement 
activi.ties. 

(fl. Doating Safety Detachment Reports 
and reports on pilot programs. 

•'-'t· Narre,tive reports of investigation, 
.findings, recommendations, arid approvals 

a. Re:ports on which a death cer.. 
. tifica.te has been issued. 

. b. Reports on vbich no death cer.. •· 
tific&te was issued o~ oo body found. 

~!Eortzed Di 8?_t:8i tion 
DESTROY when superceded or obsolete. 

DESTROY 3 years after date of 
hearing or publ~cation of the 
report whichever is earlier. 

DESTROY when 3 years old •. 

DESTROY when 5 years old. 

DESTROY vhen 10 years old. Transfer 
to·FRc v.hen 5 yes.rs old . 

DESTROY when 50 yea.rs Qld. Transfer 
to FRC '1ben 5 years old. 

https://Boati.ng
https://titico.te
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. ~!lCEJ;?tion of Records 

').O. Accident reports involving Coast 
Guard jurisdi~tion. 

'1!.J. Accident reports covering sole 
state jurisdiction. 

I\ . 
{ 'r),L Automatic data processing cards 
'----abd disc files containing motorboat 

accident data. 

rt,. Inde>e ca.rds listing fatalities 
by name, :;tate and date. 

1,J,I. National Safe Boating Week Com­
mittee history files. 

'1!J'. Docuci.ents ~n approved bone num­
bering systems. 

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

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

?S. Current computer listings of 
boat registration. 

'7,.f. Coorespondence concerning actual 
numbers of individuals' vessels. 

Boat Consumer Complaints. 

81• Compliance Testing Results. 

a. Passing Test. 

Failing Test. 

f2• Notifications of Defects or Com­
pliance Failures ·and related documents. 

1J. Boating Safety Advisory Council 
(BSAC) records; .minutes, records, rec~ 
ommendations, etc. • 

. ' I
ffq "IIM" flJ tesc.l'QeJ) 11,~.\,.\~,~ 1 ,,"'l\ A::1... Z 

Authorized 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 ~hen 
20 years old. '2 CFPY) 
DESTROY when· 5. years old. 

• DESTROY when 25 years old. 
to FRC when 5 years old. 

DESTROY when 5 years old. 

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

DESTROY when 3 years old. 

DESTROY when 15 years old. Transfer 
to FRC when 5 years old. 

DESTROY when 5 years old. 

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

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

4 

PERMANENT. Transfer to FRC when 
10 years Qld. Offer to NA.RS when 
20 years old. (I CFPY) 



TJON 4 

fheae. recoll'd.e cover Reoea.rch and Developaent s.ctivit1es ef'feeting,.pol.ic-:J.ea- .and, ex-
ffi:i&I~ reating to tbs Coyt Guard R&D prQgra. ,, ., 

. . 

_pescription of Records 

91. Records created by the Office of 
Research and Development docu­
menting the org-c1.ni zational development 
o.nd a.d.ninistration of the Office of 
Research and Development consisting of; 
·the following: • 

a.. Official record copy of e_ach 
directive/publicati.on issued by the 
office with siC'llificant background 
material. 

b. Studies/Surveys conducted by 
the Office of Research and Develo~~ent, 

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

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

(b) • Which are not forwarded 
to or I,iUblishad bys. higher :?.uthcrity. 

(2) .Studies/Suxvey-s which didnot 
result in Coast Guard wide adoption of 
policy or management programs. 

92. Research and Development project records, 
refecting a comJilete history of' each project 

Authorized Disposition 

PEFJl'J.ANEWr. Transfer to FRC when 
5 years old. Offer to NARS when 
20 years old. ( .. 5CFPY) 

DESTROY, 5 years after publication 
of the study ·by hig.½e-r auth0ri ty 
or when usefulness has been served 
whichever is later. 
PE&"1ANB.NT. Transfer to :F'RC when 
5 years old. Offer to NARS when 
20 years old. (.5CFPY) 
DES'11ROY when 5 years old or linen 
usefulness has been served, which­
ever is later. 

'PERMANENT. Transfer to FRC 
-after microfilming ror reference 

including procurment files. project authorizationJ!ttl"POaes. Offer to NARS vhen 
·documents, project· cards, technical character- 20 years; old. ( 3 CFPY) DISPOSAL Nor 
istics, test .& trial results, drawings, specifi- APPROVED • 
cations, and photographs essentia+ to document the 
project, and technical and progress reports. 

·ff. General administrative correspondence, 
reports and related mnterial (excluding _• 

· • .primary records of various activities of 
research and development. 

'f,. Annual appropriation summary reports 
nnd related material. . 

DESTROY when 3 years old. 

DESTROY when 5 years old~ 

https://PERi'iANB.NT
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Description of Records 

"JS. Notebooks containing technical and 
scientlfic information duplicated in project 
reports or case material, or is of such a 
nature as to be non-:-essential to project 
flies. • 

, S . .Technical reference files. 

f/'I. Control material consisting of duplicate 
- ·, • copies of case material, non-essential 

scientific or technlcal information, 
Individual progress reports and administra­
tive correspondence. 

9 fl.. ··Copies of office supplies and 
procurement requests (excluding pr?ject 

. procurement) . 

- • · ff•fH,tu Joi /.~p 

i 

A:.uthi;,_rized Disposition 

DESTROY 6 months after 
complriion or termination of 
relatea project. 

DESTROY when superseded or 
obsolete. • • 

DESTROY upon completion or 
-termlnation of project. 

DESTROY when 3 years old. 



• e
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•SECTION ' ENGINEERING RECORDS 

. These records cover engineering activities effecting po.licies and executing 
.. programs encompassing· aeronautical, civil~. electronics, naval ·and ocear1 
engineering . 

. !)_?scription of Records Authorized Disposition 

101. ·Record.s created by tho Office of 
Engineering • docu-
menting the orga.nizationa.l developrr.ent 
and a.dministra tion of the Office of 
Engineering consisting of the following: 

a. Officio,l record copy of each 
directive/publicati.on issu~d by the 
office with sig'.i.lificant background 
ma.terial. 

b. Studizs/Surveys conducted. by 
the Office of Enginee;ring. 

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

(a) Which are fo:twa.rded to 
higher authority and are included in a 
formal publication by the higher authority. 

(b) Which are not forwarded 
to or published by~ higher autharity. 

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

I 02,. General correspondence files, ex­
cluding primary records, accumulated 
by engineering activities ln carrying 
out their programs. 

14' S. Routine correspondence of a gen­
eral. adrniniGtrative or housekeeping 
nature. 

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

DESTROY, 5 years after publication 
of the study by higher authority 
or when usefulness has been served 
whichever is later. 
PElli\1ANENT. Transfer to FHC when 
~ years 011. Offer to N.4.BS when 
20 years old. (.SCFPY) 
DESTROY when 5 years old 0r \·rhen 
usefulness has been served, which­
ever is later. 

DESTROY when 5 years old. 

r 

DESTROY when. 3 years old.· 

https://adoption.of
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Descriptio~....9f Records 

~~ronautical Engineer!pg Records 

/bf. Drawings, specifications and photo­
graphs ·of aircraft, engines and other 
aeronautical equipment developed by 
the Coast Guard. 

/11$. Drawings, specifications and photo­
graphs of aircraft, engines and other 
aeronautical equipment.used in but NOT 
developed by the Coast Guard.· 

I() 6. Reports of unsatisfactory or de­
fective material and reports of air· 
craft and engines maintenance, use 
and effectiveness. 

•Jl'I ~ . Copies • of cons true tion and procure­
ment contracts with related material.· 

Q!vil Engineering Records 

JOB. :Advance planning files containing. 
••.•project reporu for AC&I" • 

•Authorized Disposition 

N-.NENr. Transfer to FRC .3 
years after equipment is no 
longer in use in t:he Coast Guard. 
Ofrer to NARS 15 years after 
equi oment is no longer in qG use. 
,sst~OY at Headquarters 1 year( CFPY} 
after equipment is no longer in 
use in the Coast Guard. 

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

DESTROY 5 years after completion 
of contract. ' 

DESTROY 3 years after project is 
complete. 

/'\ 
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Description of Records 

or equ.ivalent) and unit development 
plans describing work proposed, cost 
estimates, justifications with related 
charts• drawing_s, maps and photographs . 

. I 090 General files on budgets and funds 
related to construction and maintenance. 

U@. Constructio;1. progress reports 
(Form CG-2617 or equivalent). 

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

H,?. Copies• of procurement contracts 
1and purchase orders.. 

1130 ·Card records of vehicles in 
service . 

• U4o 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. 

• •· /Ufa Photographs of shore units and 
construction projects:the original 

•negative and a captioned print for 
•each black and white image and the 
o~iginal color transparency or color 
negative, a captioned print, and an 

. irtternegative (if one exists) for 
each color image. • 

l!G. 105mm negatives of drawing of 
tontract sets of shore unit structures. 

J!?. ~licrofilm from Districts and 
• Headquarters Units of original AS 

BUILT drawings (tracings). 

: Electronics Engineering Records 

IJ~. Avionics equipment manuals, ai.r­
craft files, t~chnical descriptions 
imd d::awings. 

Authorized Disposition 

DESTROY when 5 years old. 

.DESTROY when 5 years old. 

DESTROY 3 years after completion of 
.contract. 

DESTROY 3 years after completion of 
contract. 

DESTROY when 5 years old. 

.. DESTROY 20 years ·-after·~-cornpletivn of~.·-·----· 
the project. Transfer to FRC 3 years 
after completion of project. 

FERMANENT • o-rfer to HAP.S after 
completion of construction project 
Emil/or discontiriua.nce ot the unit 
'1. CFPr) 

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

DESTROY 6 months after equipment or 
aircraft is no longer in Coast Gu3.rd 
inventory. 



FEB 25R 
Descrif!tion of Records Authorized Disposition 

119. . ottice of Engineering copy-
of cont.re.ct files for construction, .DESTROY 6 years,· 3 months after 

. 1.nstallation, alteration, etc of • completion of delivery . 
electronic equipment,. including draw• 
ings, photographs, technical descrip­
tion, specifications and related data. 

UO. files containing re- DESTROY Requests for Procurement 
quests for procurement and for bid or and Requests for Bid or Quotation 
quotation, invoices, requisitions for 5 years after completion of delivery; 
HQ controlled electronic equipment, the remainder after 3.years 
inspectors reports and related data. 

121. Project files pertaining to Maintain at Coast Guard Headquarters as 
development and testing of electronic an active working/reference file. De-
systems at CG units. , stroy when file becomes inactive. 

#2.a.. Case files on electronic nave­ PEFMANENT. Transfer to FRO when 
gational aids containing reque~ts for aid is no longer active. Offer to 

NARS 10 years after aid is noauthorization, approvals for install­
longer active. •ation, photographs, blueprints, corre­

spondence, related papers on changes 
and maintenance. • 

.123. Reference files on electronic DESTROY when obsolete or superseded. 
parts; designation, description, 
price of parts, stock record inventory 
value of equipment, tabulation sheets, 
allowance lists, changes in allowance. 
lists and correspondence on installa-

. tion and conversion. 

/2~. Specifications for all electronic DESTROY 2 years after equipment is 
equipment developed by or for the Coasr declared obsoletei 
~llC.e 

125. Drawings of electronic equipment, PEfil'IANENT. Offer to NARS 4';. years 
.loran maps and navigation charts~ attar equipment is obeclete (1 mrPI) .,. 
radio beacon charts, s~ation plans, 
drawings, blueprints and photographs. 

f26. Electron Alterations R~quest and DESTROY when superseded or obsolete. 
Ship Alteration Requests. 

121. Submarine cable data reports · DESTROY 6 months after cable leaves 
made.when cable is tested, relocated Coast Guard control. 

·or repaired • 

•128. .., l .., DESTROY when 3 years old o.
\,:CfiSl".'.l.. eor:rl8ST.OT.·...;;;•ll'.';C';P) on_ y'n'}e_U.T~i'll!!ih,

,1, 

delivery and general ma1.ntene.nce of • 
land line equipment. 

https://eor:rl8ST.OT
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Description of Records 

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

830. Telephone line location reports. 

1310 . Telephone line and cable number 
sys terns index. 

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

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

• 134~ Resource Change Proposals. 

l3S. Reports developed from elec­
trqni~s installation, changes and 

• maintenance sys terns (E ICAM). 

Naval Engineering Records 

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

f37. Correspondence, reports and 
related materials on cutter/boat 
repair and maintenance (routine). 

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

139. • Quarterly report of hull and 
machinery (repairs). 

140. Technical manuals; material 
failure reports.. 

141. Cutter/boat alteration records; 
case files. 

Authorized Disposition 

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

DESTROY 6 months after line leaves 
Coast Guard control. 

DESTROY 6 months after superseded. 

DESTROY 10 years after termenation 
of agreement and discontinued use 
of the right of way. ·Transfer to FRC 
3 years after termination of agreement 
and discontinued use of the right of way. 
DESTROY when 5 years old. 

DESTROY 3 years after completion. 

DESTROY when obsolete or superseded 
except equipment parts failure 
summary which is destroyed when 
3 years old. 

DES,TROY 15 years after delivery of 
cutter/boat. Transfer to FRC 10 
years after delivery or cutter/boat. 

DESTROY wh"en,. 5 years old. 

DESTROY whe~· 20 years old·. Transfer 
to FRC when 10 years old. 

DESTROY when 5 years old. 

DESTROY 3 years after life of 
equipment . 

DESTROY 1 year after life of 
cutter/boat class. 



• • 
~ 
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FEB 2 5 FJ77 
.Deacription dt Records 

lh2. Cutter/boat eyru.uation/invea­
tigation cue i'iles, hull am • 
aachina:ry spscifications. 

. . 
a. 11or t_irat atd laat •cutter/ 
boat of a class at4. E:lQdifieetions 

• wid1. e:ipitieantly, deviate 
fmt1 others in the clssD. 

b. • ·All othare. 

• l!t-3 . •CtittG.l'/boe.t Pl~·•a.J!Ml tr~1:oga' 
and ~oh.l.Gt ot Oeneral·Pliim, Line • 
Dnndnga , rate; : ; , ·• 

a. •For ~iret and lut cutter/ 
'boat of a class and modifications 

. which eignifics.ntly deviate 
fros others 1i1 the class. 

b . ill othen . 

• I 45. Record of Cuttors Cbe.recter­
• intics.~ 

146. Hachinery &llo\l'lmce and repair 
• li&ts. 

l~J. Original es BUILT d.r&vings (tracings) 
of &id.D to nartgation equipment and 
minor structures, oceanographic and. 

• marit:imi't enviromentn.l protection (HEP) 
oquipmsnt am oenaor syateas. 

• Oee~ !D:!inooring •R12corda 

148. AcquiaitU.:n, construction, and 
1aprove11,.uit (Aeau) project .tileo 

· including budgeting, genere.J.. pro­
curement files end l.eqero. 

Authorized Disposition ' 

P~. Offer to 1lARS after 
disposal of the cutter/boat ciasa. 
(ICfP~) 

DESTROY 1- year after disposal 
of the cutter/boat· cl.&ss .. • 

PERMAlfElff. Ofter to N'.'ARS after . · 
disposal of the cutter/boat class. 
(ICFPY) • • · 

.DESTROY .1 year arter disposal of 
the cutter/boat clasa. . · . 

DESTROY 5 yea.rm after boat disposal. 

DESTROY 10 years after life of 
cutter..Transfer to FRC after life 
of cutter ;:r.. · 

DESTROY 10 years c.fter lite of' 
cu:tt~r. Transfer to FRC 5 yee.ra 
8ft0r life of cutter. 

Permanent offer~to NARS 5 years 
after obsolescence. 

D.ES~Y e.t Headquarters .5 years 
at"ter close of project or when 
superneded or obsolete. 

mailto:which.ei.pitieantly,d@vi&te
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~~tigp...9.f Records 

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

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

~ Short r.'l!.nge ai.ds to navigation, 
---MEP and ru.arine science equipment in­
vestigation.a and evaluation case f-1.les. 

152. Photographs of major aids to 
navigation structures (lighthouses)-
the original negative and a caption-
ed print for each black and white 
image and the original color trans­
parency or color negative, a cap-
tioned print, and an internegative 
(if one exists) for each color 
image. 
153. ~tographs of mtoor aid 8i.1'Uctures, 
equi~nt Wld systems. 

154. Operating expense files; copies of 
procurement contracts, purchase orders, 
invoices of material shipped, shipment 
orders, acceptance and delivery reports 
and related material. 

155. Resource Change Proposals. 

156. Flasher .Installation Cards. . 

l57. StructuNJ., E.loctrontc, ta,rge Bs.v-, 
Jgational. DJ.o)"U &nd ~iDc Envirom.ootal. 
Prot(fctton ZT..:1i::-::-;:•8nt ,9.J;t~r?-t:!.ons aud 
151;:tirr,kl.:t?::Piiit1:~-ihli.;h 'Re1rc.:;~i;~t----- ---

159. Instruction books for ms.rine 

rer - - EB 25 1Cl77!r. . Authorized Disposition 

PERMANENT. Trans fer to FRC after 
disposition of equipment or system. 

Offer to ffARS 25 years 
·after disposition. 
{1 CFP?·) . 

Permanent offer to NARS when super­
seded or cancel1€d. 

P.ERLtWIBNT. Offer to NARS when 20 
years oif, (1/10 CFPY) 

DESTROY after completion o-t project 
and disposition of the- equipment 
or system 

- . t, 

DESTROY :when 5 years Old. 

DESTROY at Headquarters 3 years 
after completion~ . if not funded, 
3 years after fiscal· year for which 
written. 

DESTROY at Headquarters when 5 
years old • 

DESTROY at Headquarters S years 
a f te x- camp 1 e tion. 

"7" DESTROY at"' Headquarters af ts r dis -
position of.equipment. 

DESTROY at Headquarters a.f'ter dis-

https://u,':-.;:.-~::.iU
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SECTION 6 FINANCIAL MANAGEMENT RECORDS 

•.The ree.ords in this section relate to the management of' the financial affairs 
0f .the --£cast Gu.erd, i.e. fiscal travel and supply procerlures, acc:ouotiag, 
pa~&& Gin@ cls,ia, Gupply t~gfatic-ti, 'supply ·services and procurement.. 

DescTiption of Records !uthorized Disposition 

170. Records created by the Office of 
Qom:ptrol:l.er , docu-· 
menting the organizational development 
and administration of the Office of 
Comptroller consisting of the following: 

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

b. Studles/Su:r:ve:ys conducted by· 
the Office of Comptroller. 

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

,. 

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

(b) Which are not forwarded 
to or published by a higher ~:uthori ty. 

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

,,a. Primary records containing formal 
policy and procedural issuances and 
developmental data on the planning and 
administration of the financial activ.. 
ities of the Coast Guard; case files 

.of ms.nuals, directives, regulations, 
st:211darda e~c. 

PERJW>JE:1-JT. Transfer to F'RC when 
5 years old. Offer to NA.tl.S when 
20 years old. (.SCFPY) 

DESTROY, 5 years after publication 
of the study by hig.her authority 
or when usefulness has been served 
whichever is later. 
PE.."11'1ANEN~. Transfer to FRC when
5 years old. Offor to NARS when 
20 years old. (.5CFPY) 
DES1'R0Y 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) 

https://PERMAN.El
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DeE;cdntion of Peccrda 
-----•·"·-•----'-4' ,,. ---~----«-~---

171. Background material and develop-· 
mental data for publications covering 
flscsl procedures· for ~ppropriated 
funds and fiscal procedures for non­
appropriated fund activities. 

17.S. General adm.inistrat1.ve correspond-
- ence, reports and related material 

(excluding primary records above) for 
the various activities of financial 
management not listed elsewhere. 

/7/f,. Correspondence files of a routine 
administrative or housekeeping nature. 

Accounting Records 

J75'. Servicewide appropriations an1 
allotment status reports. 

I ?6~ General Ledger trial. Balances .. 

J..uthori_z.~d llippoeit100; 

DESTROY. Destroy 20 years after elose 
of FY in which issued. Transfer t) FRC 
$years after close of FY in which issued~ 

DESTROY when 5 years old• 

DESTROY when 2 years old• 

DESTROY • fiscal year ending reports 10 
years a.f ter close of FY; all others 5 .r 
years after close of FY. TTansfer to 
FRC 2 years after close of FY. 

t>ESTROY • 
fiscal year ending trial balance 

10 years after close e:f. FY; all others 
•5 .years after close of FY. 1.ransfer 
to FRC 2 years after close of. FY o 

https://administrati.ve


p~ocriP,tion of-Records- fT Authorized Disposition 

''• Accounting Reconciliation State­
ments and copies of supporting documents. 

18. Consolidated Commissary reports 
and copies of stores statements 
received from Districts. 

19. CG Supply Fund Financial State­
ments. 

i 
110. Copies of Accounts Current and 
Statements of Transactions. 

191. FHA mortgage insurance case files 
of terminated mortgages. • 

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

lffJ. Photostat copies of individual 
retirement records (SF 2806) for 
tU?parated civilian perso'nnel.· 

114. FICA wage credit and federal in­
C:Oille tax· listings of Military 
personnel. • 

IIS. Allotment Statue Reports, 
ll.egisters of Transactions Allotments, 
Obligations and Expenditures. 

136.· General Ledger Accounts and 
Journal Vouchers. 

' 

91. Closed Obligation documents~ 

J,S. .Closed Accounts Payable documents. 

Lt'"B 2 ::;_r u ·rnr1
DESTROY when 3 years old. · • 

OOSTR0Y fiscal year ending reports or 
• statements 10 years after close of FY: 

all others 3 years after close of FY. 
Transfer FY' endiiw; 1:'~~Qrts to FRC 3 
years after ciose of FY f . 

I
ngSTR0Y fiscal year ending statements 10 

oara after close of FY; lU.l ~\~re 
years ~ars after close of .lt.f. Trans­

er to FRC 2 yea.rs after close of n.· 
- ., ( ...... -..... 

DESTROY when 4 years old. 

• DESTROY 4 years after case files 
are closed. 

DESTROY when4 years. old . 

DES.TROY when- 4 years old. 

DESTROY when 50 years old. Transfe~ 
to FRC when 2 years old. 

DESTROY when lGJ y_earsold. Transfer • 
to· FRC • when 3 years old. 

DESTROY when 10 years oltl. Tm nsfer 
to FRC when 4 years old. 

•. DESTROY records created prior to July, 2 . 
1975 l0Y!?ars 3months after the :Qeriod
covered by the account. DESTROY records
created arter July 2, 1976Jb years 3
months after period covereQ by the 
account. T~s.nsfer .to FRC.3 years after 
~riod covered by the account (NCI-217-
76-3) • · . . 

DESTROY records created prlor to July, 
2, 1975 10 years, 3 months after the 
period covered "13-y the account. DESTROY 
records created after July 2, 1975 6 
yes.rs 3 nxmths after period covered by 
the account, Transfer to FRC 3 years 
after perioc covered by the account 
(:.JCI~2lt~76-3J. 



uescr:ip1:.1.on - - --

119• . Account.a 'Receivable doC'IJBentsDR 

I90. Voucher SChedules • with original • 
i.D'1'01ces and .supportiJlg papers •. 

lfl-• Sta:tement ot Transactions ,sF-244' 
(Account Current) with copies ot paid 
V011char schedules, schedules of ctm• 
cell.ed cheeks, certificates of depoeit, 
debt vouchere, ul.l.otment listings, . 
payrolls ~ otber ,.napporting papen. 

192,- Accounts Current of St.ate Depart­
ment Disbursing Officers together vi.th 
origin&l invoices and supporting papers 

f93· Copies of contrc.cts, purchase orders 
and related files on accounting data. . . 

Ifll•. Household Goods Shipaent Record 
{liilitary) (copies). 

I ri: U~i t Commissary and Ciothing Reports 

. . 

146. Cross-Disbursing Statements of 
. Transactions . 

,t.'fl. Voucher copies supporting· Cross­
-; Disbursing Payments 

l . .:· • 

~0 •• Allotment Documents and Financ_ial 
··• Plans 

1.9 • Allot~ent Controls • 

£60 .(Cash Controls 

•AA• .Accounting Posting Media 

' 

llsruur9" uupf'e-rr12 5 1977 
f~TROY records created after· Juiy2, 1975 

.fo )"?&rs, 3 niontba after the period 
covered by the account. DESTROY records 
created after July2, 1975 6 years, 3 
months after period.covered by the 
account. Transf'er to FRC.af'ter collec.;. 
tion action is completed (NCI-217-76-3). 
DESTROY records created prior to July 2 
1975 10 years, 3 months ai"ter the period 
covered by the account. DESTRPI records 
created after ~.y 2, 1975 .6 years 3 
-months after period GOvered by the 
account. 'fransfer to FRC 3 years after 
period covered by the·account (NCI-217-
76,.,3). 

DESTROY records created prior to July, 2 
1975 10 years, 3 months &:f'ter the period 
covered by the account. DEST.ROY records 
created after July2, 1975 6 yes.re 3 
months &f'ter period. covered by the 
account. Transfer to FRC 3 years &fter 
period covered by the account (NCI-217-
76-3) 
DESTROY records created prior to July, 2 
1975 10 years, 3 months a.tter the• period 
covered by the account . DF.STROY records 
created after July 2, 1915, 6 years 3 
months a.tter period covered by the 
account. 'l'ransf'er to FRC 3 years after 
period covered by the account (NCI-217-
76-3)
DESTROY 3 years after final. action. 

DESTROY upon separation of member 
from Coast Guard. 

Destroy when 4 vears old. 

Destroy when 6 years old. • 
Transfer to FRC whe~ 2 years old 

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

· Destroy when 10 years old. 
rransfer to FRC when 4 years 

Destroy lrl.hen 10 years old. • 
Transfer to FRC when 4 years old. 

Destroy when 10 years old. 
Transfer to FRC .when 4 years old. 

Destroy when 4 years old • 
Transfer to FRC whefl: 2 years old. 

https://uescri2t.um
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62.@le General subject files containing 
correspondence, reports and related 
matters on planning and administration 
of CG Supply Systems. 

jfJ. lnterservice ~upport Agreements 
between CG and other government 
agencies. 

,._C)lf. Host/Tenant Agreements between 
Coast Guard and other government 

. agencies. 

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

«2,@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. 

DESTROY when 4 years old. 

DESTROY 3 years after expiration 
date. 

... ., ' ,. 

D~STROY 3 years after expiration 
date. 

DESTROY when 3 y!;?ars old. 

DESTROY 3 years after final payment. 

DESTROY 3 years after final payment. 



R
Desc~iption of Records 

Contract files involving 
t.ransactlons over $10,000 but 
less than $25,000 (except 
construction). 

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

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

'107. Memorandum copies of Government 
Bills of Lading. 

Bills of Lading Registers. 

f69• Issuing office memo copies of 
.passenger transportation requests. 

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

#ti-1 • Transportation request registers. 

lJa,. Reports of Excess Personal Pro­
. -petty and Boards of Survey covering 
. boats, vessels, aircraft and weapons. 

1ll3 • Reports of Excess Personal Pro­
perty and Boards of Survey except 
boats, vessels, aircraft, and weapons • 

.......-=~---~-·: ·.,__·.:·•:_. -·····-· ..... - • 

2:1/.r• Unsolicited Contract proposal f Ues. 

ilS'• Monthly Stores Statement. 

FT 
Authorized Disposition 

"5 ,-,,,1,1rtH 
DESTROY 6.years after final payment 
Transfer FY block to FRC after 2 years· 

Af,1'1 'MPtJ7tU 

DESTROY 6 years after final payment. 
TransferJ},y block to FRC when 2 
·years old:, 

t .f-3 14MJ-r/4 .I 

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

DESTROY when 4 years o1 d . 

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 
completed. Transfer to FRC 3 years 

·after disposal action completed. 

DESTROY 3 years after disposal action. 

DESTROY 3 years after final action. 

DESTROY wheh 3 years old. 

I 
i
f 
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Jl!~cx1Pt!ml oltcJ .Q "'"T .•tbo.d Dispos/ffo/J 25 1977 
1,,JU,, • Cor.respondence on policy matO\t\ r DESTROY when 6 years old. 

offecting CG participation in Federal \ 
Cataloging program. 

?J// .. · DOD Fedaral _,Supply Cataloging 
Material. 

~S, Federal ond Military Standards 
and Specifications Qualified Products 

• List including CG MIL specifications 
and Purchase Descriptions. 

~lj,'9. Concurrttmces (with or without 
: commeats) on Standardization pro­
jecto and .simplification studies. 

f'!O• Federal Item Identification 
Guides. 

Oill Title papers and easemen ts for 
CG property., 

<£'!f3.,. . . permits and licen~es -..._,_____ 
grunted by the Coast Guard. 

J:fJ • ,ermits and licensee 
••.• granted to the Coast Guard. 

1.i':(,~ Boards of Survey relating to real 
,and related personal property (land 

.. :;:~and appurtenance). 

• I 

j• . • (b) Appurtenances. Transactions 
·• of $1.000 or less. 

• (c) Appurtenances. Transactions 
'of more than $1,000 and less than 

,. $25,000 and over. 

{d) Appurtenances.· Transactions 
of $25,000 and over.

i: ...,. . 

DESTROY when superseded by revised 
edition. 

DESTROY when superseded or complete . 
revision occurs. 

DESTROY when CG fs no longer regis­
tered as a user of the item. 

DESTROY.as superseded. 

PERMANENT. Transfer to FRC 3 years~ 
after property leaves CG control. i-!~!1' 

____Q~fer to NARS 10 years after proper~i­
_ 

-..____ 
leaves Coast Guard contror.-·· • ---'3_":i·--· 
DESTROY. 1 year after expiration. 

DESTROY 2 years after expiration. 

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

DESTROY 3 years after final endorse­
ment. 

DESTROY 3 years after final endorse• 
ment. 

Pan:oll and Pay Administration Records 

• j ( ;

• 

. . ~.e&CJ:iption of Recor'!_ ~uthorized Disposition 

tt1:,,:;.w:)rkin7,files of directivet; ~nd poHcy DESTROY when obsolete or superceded. 
making material pertinent to payment end 
claims activities. A..,t-,~- - -~--

https://DESTROY.as
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jj6. Jt1ekets containing original e.llot-
• meat mithoi-iz&tions original or copieo 
of fon,,s e.pproving and diaapproving of 
dependenc7 allotmenta pa.id to dep,end­
tenta of mct1.w duty milit&""T permonnal 
u4 pertinent int'orl!i&tion. 

~~7. Clor.ied mi.11tSJ.")" pay records of 
o~ated me:mbera. 

~. Clairu; files containing claims 
for mil:f.tary pay and allowncea w1th 
supporting papero . 

f ~9. . GAO Exception tilas. 

~jg). Uncollac't:lble owr-~nt files. 

~Ji.. supporting documents submitted 
b~ mavy Dieburaing Officers and CG 
/w.thoriged Certityi.Dg Otficern. 

a.la. Scbed.u1e of payments ( comprehen-
&1ve machine listings vith relQted 
sttl.tiotical information) for active and 
1n&et1ve duty ror traini03 of CG R~-

. oene J)!raonnel •• 

2 M• Res@rve Plly files on deceased 
Eltmbera (tinal PQ)l'f,:Wnt, d&.to.ot de2.th) 

AFT FEB 2 5 1977 

DESTROY records created prior to July 2, 
1975 10 years, 3 months e.tter the period 
covered by the account. DESTROY records 
created after July 2, 1975 6 years 3 
months after period covered by the 
G.Ccount. Transfer to FRC 3 years after 
period covered by.the account (NCI-217-
76-3). • 
DESTROY records created prior to July 2, 
1975 10 years, 3 months a.:rter the period 

. covered ·by the account. DESTROY records 
created after July 2, 1975 6 years 3 • 
months after period covered by the 
account. Tra.ns:fer to FRC 3 years after 
period covered by the account(NCI-217-
73-3). 
DESTROY records created prior to July 2, 
1975 10 yera.r, 3 months after date of 
settlement. DESTROY records created 
after July 2, 1975 b yea.rs, 3 months 
e.tter date-of settlement. Transf~r to 
FRC 2 years after d&te of settlement 
(HCI-217-76-3)
DESTROY 5 years after completion of 
GAO traiver. 
DESTROY records created prior to 2 July 
l.975 10 yea.rs, 3 months after date of. d 
determination of uncollecitbility.
DESTROY Ncol"dJJ created after July 2, 197~ 
b years, 3 months after date of detenitlna.-

•tion of.uncollectibility. 'rransfer to 
C 2,. pa.re M.er date of d.etermina.tion

NCI-2 7-7t>-3 • · · · 
• ~1ESTF.O reco . s 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 YGlP-:B aft~r
period covered by the account \NCI-2l·r-

bt~fIDy 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. Transf'er to FRC 3 years af'ter 
period covered by the accowit (UCI-217-
76-3) 
DESTROY records created prior to 2 July 
1975 10 years,· 3 months e.:fter date of 
settlement. DESTROY records created 

• after 2 Jul.y, 1975 o years, 3 months . 
after d;,~te of aettle~ent . 

.. 
. • ~TanSfer to FRC 2 years e.:rter 

date of settlement. (NCI-217-76-3 

https://d&.to.ot
https://Certityi.Dg


• FEB 2 5 ':)77 

D«s@r1pt1ou ot Record Authorized O~spoaition 

ii~. • He!aoJ"fWd.Wll copies of milita.r,r 
po.yroll.D, c@l"titication.abeeta and 
f'iaeeJ.. schGd.ulea infolved.in mili­
tary ~ll-}?roC~Gsiag. 

~fl; TD Fol"'i',B l,1...4 "Employee· With• 
·. holding Exee1ption Certificates." 

.~6 Control Registers and copies of 
change slips on retired payrolls 
(military). 

Jt§fl. Retired Mili.t.ary Pay Case files. 

• ,-,JfJ. Copies of Comprehensive Listings 
(civilian) covering a pay perfod. 

a.!/f:/• Copies of Employee Service Recor~ 
• Record Report . 

. fl.~. New normal pay listings for re­
tired military personnel. 

1'W. •, Supporting documents submitted 
by Kl Authorized Certifying Officers. • 

DES'f.ROY when 4 years old, 

DESTROY 4 years after Form is super­
seded or obsolete. 

DESTROY 2 years a~er is'sue date . . : .... ~ 

DESTROY 25 years a.t'ter termination 
of retirement status. or pa~end' of an
annuity of' benif'ic1aries under the,
~revisions of the Retired Serviceman's
Family Protection Plan, and Survivors 
Benefit Plan~ whichever is later.
Transfer to ~RC 2 years after termino.~ 
tion of retirement or payment of 
annuity under RS:b'PP .and SBP whichever 
is .later. 

I 

DESTROY after 3rd pay period. (1OCFP: 
Originals are kept by FAA Aeronautical 
Center, Okalahoma City, OK. 
l 

DESTROY on receipt of subsequent 
_lit.tings. 

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

DESTROY records createcfprtor to July2, 
1975 10 years, 3 months after the period 
covered by the account. DFSTROY records 
created after July 2, 1976, 6 years 3 month.:; 
after period covered by the account. -Trane: 

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

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


FEB251977
AUTOMATIC DATA PROCESSING RECORDS 

Data Automation. This table covers documentation relating to ob­
jectives, concepts, policies and plans involving data automation, 
and the design of management and operational information systems, 
including equipment selection and evaluation. 

Authorize~ D~spQaition 
~'t'J, Planning documents; master PERMANENT. Transfer to 

plan; feasibility studi~s ~ith FRC 1 year after docu­
associated charts, and diagrams ments and/or systems are 
and supporting data. • superseded. Offer to 

Archives 20 years after 
superseded. {2.CFPY) 

~'fJ• Documents relating to DESTROY 2 years after 
planning and preparing for equipment is released. 
acquisition of automatic 
data proc~ssing equipment, 
auxiliary equipment and 
attachments for existing 
equipment; system specifi­
cationst Danu-facturer's 
proposals and evaluations 
thereof; documents relating 
to installat~on of equipment 
reports of readiness reviews. 

~&/!·{ Performance evaluation DESTROY 2 years after per~ 
reports. formance evaluation. 

Benchmark reports. 

1J/'1,.. Documentation relating 
to National. Federal, DOT 
and Coast Guard ADP stan~ 
dards. 

~,tf.. Documentation. relating 
to establishment, review and 
approval of DOT/CG standard 
data elements and represen­
tations. 

DESTROY 2 years after in­
stallation of system. 

DESTROY when superseded or 
obsolete. 

DESTROY 2 years after cut-
off or publication of data 
elements and representations. 



e 9 e • FEB25;~17
.Automatic Da.t& Process!~ Syste.ms An~~>-: ·~ ~.,.. This table covers documentation 
•relating Jro all aspects of applicati1_a)'.::: i ewelopment operation. These 
include ADP B:,stem.s specifications, applications program m&nuaJ.s, • systems 
operating inst~1ction and various management aids~ 

File designation Consisting ot 

Data system . Documents containing 
specitic&tion.s. definitions of the 

system including 
functional requirements, 
data requirements, data 
requirements, system/ 
subsystem specifications 
request for the systea 
and authorized direetivea~.. 

~ 'fff File spaci­
tications definitions of the logi-

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

. in the file, including 
names and tags or labels 
relative position, form, 
tom.at and size of data 
elements (record layout). 
specification of all 
codes used, croaa refer­
ence code mamiGJ.; 
security and privacy 
restrictions; integrity 
and va.lidity character­
iat:f:cs; update and access 
•cond.itions; recording 
medium a.ud volume 

~$1) Ueer guides information which suffi­
ciently describes the 
functions of the system 
in non-ADP terminology 
so that users c&n deter­
mine its applicability 
and when and how to use 
it; serves for the prepara­
tion of input data and 
the interpretation of 
results 

Which are 

a) for·a disapproved 
proposed system 

b) for an approved 
system for vhich all 
related magnetic 
data f'iles a.re. auth­
orized for di&posal 
c:}: tor oo-.,approwd 

0•syst.;em· i"or lfu.±ch ·any• 

related magnatic 

a) for a system for 
which all. related 
magnetic data files 
are authorized. for 
disposal 
b) for a system for 
which~ related 
magnetic data file 
ie··not authorized 
tor disposal 

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

Then 

dispose of. 
one year after 
:final action 
dispose of one 
year af'ter ter­
mination of 
system 

maintain with 
related magnetic 
dat©.. file . 

destroy with 
final related 
magnetic data. 
file 

mainta:tn with ::::·e­
lated magnetic 
data. tile • 

maintain vi th 
de.ta systems 
specif.ice.tions 

https://Syste.ms


Report 

i6~ Infer-· 
mation 
retriev-• 
al rou­
~1ne 

printed.nal 'port 
containing the statis­
tical tabulation Emd 
an a.nalysis of the 
findings of a study 

. or survey including 
a n&rra.tive descrip• 
t1on of methodo­
logy employed 

Series of' machine 
instructions de•• 
signed to re-
trieve 1ntorination 
:f":rom apecific de.ta 
systems 

Pdis l,ri1&qu. 
retention of related data 

a) general pu.l']JOse pro­
grams 
b) special purpose pro­
grams for data files for 
which disposal is auth­
orized 
c) speciill. purpose pro­
grams for data files f'or 
wich disposal. 1s not 
authorized 

FEB 2 5 'i977 
maintain one copy 
with related file 
spectifications. 

dispcse of when. no 
long,=r needed 
dispose of with re­
lated data file. 

maint~in with re­
lat'ed~ data file 

Erasable Media. The term"erase.ble"medie. refers to tapes, drums disk packs, da.ta 
cells, and other devicts that store data in an erasable form. The term "dispose 

• of" 1s synonomous with the terms "scratch', "erased", and "blank. 

Scratch 
tape 
(blank 
tape) 

3./J'!I Test 
tape 

11J'S'Init1al 
data 

·• 1.emporary magnetic 
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 

ssdia containing data 
abstre.cted from aouree 
documanto or other • . 

·media and enwred into 
eystea for f'int time 

.. 

new tape or ·tape not 
included in a tape 
librar:, coQtrol or 
files whose retention 
dates have expired 

~) used by. programmer 
for individual run 
testing §Jld not under 
~~brary control 

b) system debugging 
teat data. or system 
-acce_p'tamce test data 
a)ueecl for up:1.e.ting and 
required to support 
roconstructi,on of 
m.aeter file 
b) aot· required to sup-
port·reconstruction of 
master fire and/or 
used as input. tor one-

available for im­
m~:l.ate use or 
reuse 

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

diBpoee 01" after third 
update cycle 

dispose, of after raw 
date is satisi'e.ctorily 
processed into final or 
reduced ·data,.. 

ti.Irle study·, siµ:vey or experiment 
c) ottic;ial.ly designated dispose of in a.ccords.nce 
to rep1aee or serve as With instructions ap-
tbe basic source data in plicable to the he.re copy 
lieu of the ho.rd. copy or or other files docv.:":~ntin1 
othel" :t::2;1ut;. zou:rce c.oc:- the s~rJe procet-,J, tr.:i..,B-
Wilent action,. or case 

• • J 

j . 

https://Nconatructi.on
https://ottic;ial.ly


~11, Intermedi­
ate clatA 

•I JtJ (J11fj-:, il'tp-.ftt 

~lntomat1on 

190 Re-t'orat-
1 • ted f'.il.e 

'·1· .' • 

media containing output . 
within or from one run 
to a subsequent nm 
that manipulates, sorta, 
Uld/or moves data 
through the system; in-

• eludes check-point, 
. edit, correction, re- . 

ject limt,u.nmatched 
data elillln&ting. error, 

• • ·&ad renm files 

zedia ·eontaini?lg da:ta. . 
c:roated by' the JllierpDg 
of prior muter fil~ 
vith valid tr&r1ll~~ioa· 
data :to create a mv • 
muter :fil.8. 

~a that 1s 1deut1-
e&l. in• ton.,at to 1,uter· 
til.e and. retained u 
JJecurity 1D case muter 
tile 1m daaaged or 

•1Dadvertently erased. 

~a containing 
essentially duplicate 
data from the master 
data fil.e but which is 
created f'or use vith 
other computer ham-

. ware 
.... 

mll3'1efflt11pdated system 

; 

b) used in a one-time .study 
or srurny 

a) cumulative index to,. 
se1ent1f1c &lid technical 
publications, and biblio­
gr&,phic. and other non-

. record material 

a) up:i&ted . 

b) one-time study or: sur- • 
ve7 

a)' created for the speci­
fic purpose of inf'o~tion 
interchange 

b) ot specific application 
tor agency computer hard­
va..re systems 

FEB 2 5 ·i~/'7 
.dispose of after 

• subsequent ·mag­
~etic tiles that 

• contain the 
accepted detail 
data have been . 
created and 
proved satie­
fe.ctory ' 

dispose of af'ter 
master data file 
bas been proven 
satisfactory 

_tibpoee of after 
third update cycle 

... 
diaposed of &fter 

. third update 
cycl.e 
dispose of in 
accord.a.nee with 

·standards ~or 
disposal. of 
corresponding • 

. master fil.e 

dispose of as 
provided for 
related master· 
data file 
.dispose of when 
detemin!ltion , 
is ma.de that 
auch foniat is 
unnecessary 

https://eaBential.ly
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FEB 25 1977DR 
Honerasable Media. Nonerasahle media refers to ADP punched cards, 
papen· tape, and other no-nerasable machine readable media. 

-~/4 Source program deck and 
control cards contain source 
program. 

~6t Program object decks 
and control cards. 

•t,_ti Job control cards. 

:l,&'::ll Punched cards or paper 
. c~e containing data abstracted 

from source documents. 

1,. G'f, .Card files and nonerasable 
. media which has been converted 

to erasable media. 

lfl65 .• Punched cards that contain 
• original entry data. on film or 

written inserts. (Ape tu re cards) 

Authorized Disposition 
DESTROY when no lonser 
needed. 

DESTROY when no longer 
needed. 

DESTROY individu~l cards or 
sets of cards when no longer. 
needed. 

Disp~se of in accordance 
with user's published 
guidance. 

DESTROY when no longer 
needed. 

Dispose of in accordance with 
instructions applicable to· 
the hard copy or other files 
documentin·g the same process, 
transaction, or case. 

Ab-13 



- -266. Budget Development Programs Division •.• Dis!e of in~fcGri2:~77 
Syst·em (BUDS). This with user published guid- . 
system processes Re- ance.R FT 
source ChangeProposals 
(RCP's) int9 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
a·nces; 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 Dispose of in accordance 
with user published guid­
ance. 

Budget Division Dispose of in accordance 
with user published guid­
ance. 

Administrative Dispose of in accordance 
Services Division with user published guid­

ance. 



-· OFFI<i]· 
FE.S 25 ·1977-

System Description Disposition 

270. Motorboat Registra­ Management Support Dispose of in accordance 
tion System. The system Staff with user published guid­
aids in administering the ance 
numbering of certain un­
documented vessels which 
are required to be num­
bered by the Federal 
Boating Act of 1971. The 
file contains 150,000 
records of boats register­
ed in Alaska, New Hampshire, 
Washington, and American 
Samoa. 

2°71. Motorboat Accident Management Support Dispose of in accordance 
Statistics (MBA). System Staff with user published guid­
provides annual reports of ance. 
statistical summaries on 
motorboat accidents. Boat­
ing accidents are categorized 
according to cause, number, 
people involved, type. vessels 
involved, money involved, 
place occurred, and jurisdic­
tion. 

272. Boating Safety Infor­ Boating Standards Dispose of in accordance 
mation System-Campaign Division with user published guid­
Evaluation Share of Defect ance. 
Notification Subsystem. 
System aids in monitoring 
defect notification cam­
paigns being conducted by 
recreational boat manu­
facturers. The system pro­
duces campaign progress re­
ports, campaign reference 
lists, and delinquency re­
ports to facilitate the 
monitoring of manufacturer 
campaigns. 

OFFICE OF ENGINEERING 

System Description Disposition 

273. Electronic Installa­ Electronic and Naval Dispose of in accordance 
tion Change and Main­ Engineering Division with user published guid­
tenance (EICAM). Provides ance. 
the status of equipment by 
CG Unit and failures by 
type of equipment. 



FEB 25 1977 
System Description 

274. Re~orting of Federal 
Outlays by Geographic 
Location (OEG). Report-, 
ing of Rederal Outlays by 
geograph{~ lqcation. Pro­
vide a semi-anrn.ial report 
to the Office of Economic 
Opportunity, which classi­
fies Obligation and Fund 
Accounts by geographic 
location. • 

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

276. Cost Target Reporting 
System. This system, an 
extension of the Financial 
Accounting Integrated Data 
System (FINAIDS), provides 
operating units and higher 
management with an analysis 
of actual costs incurred as 
compared to targets, and 
calculates measures of per­
formance. 

277. District Interim 
Ace aunt ing Sys tern (DIAS) . 
This system mechanized the 
accounting procedure. - ,Re­
ports, printed on terminals 
are primarily for disti'ict 
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. 

User 

Financial Management 
Staff 

Accounting Division 

Accounting Division 

Accounting 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
ance. 

Dispose of in accordance 
with user published guid­
ance. 

··;;~. 
• t. 

;e~,, 



System Descript. 

278. Plant Property • 
Reporting System. This 
system provides an interim 
plant property system for 
the Cape May and the York­
town plant property officers. 
A mast'er 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. 

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

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

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

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. 

Supply Logistics 
Division 

' Property and 
Resale Division 

In:~ormation Systems 
Division 

Information Systems 
Division 

5TH District 

-Dispositfo6 B 2 5, ;977 
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. 

Dispose of in accordance 
with user published guid­
ance. 



I 

System Descript-

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 Statua Code. 

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

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

a . • .F_E B2 5 1977 
~1.spos1.t1.on •• DRAFT• 

5TH District • • · Dispose of in··accordance • 
with user published guid­
ance. 

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 

Dispose of in accordance 
with user published guid­
ance. 

Dispose of in accordance 
with user published guid­
ance 

Dispose of in accordance 
with user pub Iished guid­
ance. 

Dispose of in accordance 
with user published guid­
ance. 

A/ 1f? 

https://1.spos1.t1.on


FEB 2 5 1977 
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 
o·n the part of· the servicing 
units. It is a District 
oriented system, utilizing 
District data processing 
terminals. 

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

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

Aids to Navigation 
Division 

Aids to Navigation 
Division 

Aids to Navigation 
Division 

292. Pollution Incident Report- Marine Environmental 
ing System II (PIRS). Gener- Protection Division 
ates a data base of pollution 
incident, response, and en~ 
forcement data. Satisfies the 
standard pollution information 
reporting requirements an<l 
provides a data base which can 
be used to study the effectiv-
ness .of the pollution enforce-

Disposition 

Dispose of in accordance 
with user published guid­
ance. 

Dispose of in accordance 
with user published guid­
ance. 

Dispose of in accordance 
with user published guid­
ance. 

PERMANENT. 

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

b. Transfer the data 
base to the National Archives 



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 
system will provide. personnel 
management reports, payrolls, 
leave and earning statements, 
financial accoqnting and 
find management reports, and 
other internal control and 
audit reports. 

295. Retired Pay and 
Personnel 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 

Civilian Personnel 
Division 

Personnel Support 
Division 

Personnel Support 
Division 

Personnel Support 
Division 

•FEB 2 5 1:-r~7-
nisposition ''"J • 

Dispose of. in accordance 
with user published guid­
ance. 

- Dispose of in accordance 
with user published guid­
ance. 

Dispose of in accordance 
with user published guid­
ance. 

Dispose of on accordance 
with user published guid­
ance 



• -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 con~ist of cas~ list­
ings according to certain 
~PlPr~inn rri~PriR Rnrl rR~P 

•User 

' ~ 

P:r:o~llh,,.;, Uf fTD1.v1.s1.on 

Personnel Support 
Division 

OFFICE OF OPERATIONS 

User 

Plans and Programs 
Staff 

Plans and Programs 
Staff 

Plans and Programs 
Staff 

- CDisposil.bJJ 2 5 19it 
DiSQOSe 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. 

Dispose of in accordance 
with user published guid­
ance. 

Dispose of in accordance 
with user published guid­
ance. 

https://D1.v1.s1.on
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System Description Disposition I~/ - - ,,,.. fm-t\FT -. 

302. Boat Administration Search & Rescue Dispose of in accordance 
and Management Report Division with user published guid­
System (BAMS). Main- ance. 
tains a history of cost and 
m.aitenance data on all small 
boats. The cost data includes 
standard construction, and 
maintenance costs in three 
categories: hull, machinery, 
and electronics. Maintenance 
data includes maintenance cost 
and man-hours. 

303. Search and Rescue Search & Rescue Dispose of in accordance 
Statistics (SAR). Provides Division with user published guid­
~tatistics for the Search ance. 
and Rescue Division on three 
categories of data: Case, 
Response and Sortie. Source 
data is from the Assistance 
Reports in the Districts. 

304. OFFICE OF MERCHANT MARINE SAFETY 

System Description Disposition 

304. Merchant Marine Information and Dispose of in accordance 
Information System~ Vessel Analysis Staff with user published gui.d­
Inspection Deficiency -----·--­ ance. 
Subsystem. This system is 
~o assure more effective 
cost beneficial examina-
tion of vessels subject 
to CG inspection. 

305. ~erchant Vessel Merchant Vessel Dispose of in accordance 
Casualty System. Provides Insp~ction Division with user published guid­
statistical data concerning ance. 
the occurrences of vessel 
casualties, personnel injur­
ies, death, or a combination 
of the above. 

-300.~erchant Seamen:-·········----'-·- -Mercliant -Vessel Dispose of in accordance 
Locator System. 'Maintains Personnel Division with user published guid­
files on active seamen and ance. 
merchant vessels on active 
voyages. 



R FEB 25 1977 
System Description Disposition 

307. Merchant Vessel Merchant Vessel Dispose of in accordance 
Documentation System. (MVD) Documentation Division with user published guid-
Provides the capabilities of ance. 
updating, maintaining, and 
publishing the Merchant 
V~ssel Register (CG-408) on 
a timely bas is and to inte-
grate the information and data 
handled by this system into 
the Merchant Marine Information 
System. 

OFFICE OF RESERVE 

System Description User Disposition 

308. Reserve Personnel Reserve Administration Dispose .of in accordance 
Accounting System. A Division with user published guid~ 
centralized file that is anee. 
used by Headquarters for 
management of the Reserve 
officer and enlisted 
personne 1. 

309. Reserve Pay and Point Reserve Administration Dispose of in accordance 
System. Maintains pay Division with user published guid­
records and issues pay checks ance. 
for drill duty to reservists. 
Also includes record-keeping 
functions to accumulate the 
member's points earned for 
retirement and promotion 
purposes based upon his 
performance (drills, active 
duty for training, and 
educational courses). 
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. These record reflect civil· rights activities. in the Coast.· 
Guard covering implementation and evaluation of programs 
relating to the civil rights of civilian and military per­
sonnel and _equal opportunity caripliarice as required by 
Title VI of Civil Rights Act of 1964 and Execu.t.j,.ve Order 
i 1?46, as amended.. .· •.. • • 

. Description of Records 

321. Records created by the Office of 
~e±vil 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. • 

(1) Studies/Surveys which resulted 
• in Coast Guard wide adoptian of policy or _,- - " ;'..... .,,.~'.]/ , 

management pr_oe,:rc:m. 

(a) 'Which are forwarded to 
higher authority and are included in a 

. formal publication by the higher authority.. • 

(b) Which are not forwarded 
to or published by & higher 2.-:ithority. 

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

di1L- General administrative 
correspondence, reports and 
related material (excluding 
primary records) for the 
various activities of civil 
rights. 

J ~3. Record material of a routine 
adlninis tra tive or housekeeping • 
nature. 

•• ·,,__ • 

Authorized Di·spo~i _:tion 
,, 

PEID"iAlfil~T • Transfer to FRC when 
S years old. Offer to NARS when. 
20 years old. (.5CFPY) 

DESTROY, 5 years after publication 
of the study by higher a.uthority 
or when usefulness has been served 
whichever is later. • 
PERt"lM{ENT. Transfer to FRC when
5 ·years old. Offer to NA...-qs when 
20 years old. (,5CFPY) 

DES'11ROY when 5 years old C)r when 
usefulness has been served, which~ 
ever is later. 

Destroy when 5 years old. 

Destroy when 3 years old. 

. ~1AR 2 5 1977 
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Description of Records 

J7..'/r• . Records pertaining to 
contract and Title VI ccmpli­
ance ·including mediation 
material case files and related 
material. 

ja,~. Records created in receipt 
end processing of complaints 
of discrimination by civilian 
employees and mili ta.ry members. 

ae Civilian Employees 

( 1) • Civ:i.lian Employees 
Official Equal Opportun'ity 
Case Files$ as described 
by 5CFR ?iJ .. 222 

(2) Copies of caEe files 
submitted to DOT per above 

·item. 

B'., Military mElil'lbers case files 
and all background documents 
pertaining to the casee 

Authorized Disnosi·tion 

Destroy 15 years af'ter subject 
contractor is no longer active. 
Transfer to FRO 5 years after 
inactive. • 

Original submitted to the 
Department of Transportation f'or 
resolution and disposal according 
to their ins true tions. 

Destroy 1 year after final adjust­
ment of the ·case by DOT or USCSC 

Destroy 4 years after_final 
~djustment of the case. 
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1:1.6. Records of appeals and Destroy 5 years after final 

descisions in descrimination adjustment. 
ccmplain t cases. 

J3.,"I. Periodic reports on pro­ DESTROY when 10 years old. Transfer to 
gram review and minority FRC when 5 years old. 
group_ employment, etc. 

3:1.. 8. Seminar Reports. Destroy when S years old. 
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,'•SECTION .8. SAF'ETY P'ROGRAMS RECORDS 

These re.cords relate to the development imple;~~tion -
istration ore. safety prog t • ' • and admin-

·. of safety for personnel eram o prov:i.de inax:unum practical degree 
the .coast GUS.J"d is resp~nsi~r~~br!~? ot~~r ;?sources for which 
safety, :,flight. aafetr, su.rfa·ce, vesseL~~fet e 71?lds of gen.eral • 
safety, and industrial safetfe . • . 

~..acriptiori of. Records 

331 . Records creat~d by the _ 
-Safety Programs· Division -· docu-' 

me·nting the r:,rganizational develo-nment • 
smd administration of 
Safety Programs consisting of the 
·following: 

a. Official record copy of each 
directive/publication issued by the 
office with dg.1ificant background 
material. 

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

(1) Stud.ies/Surveys which resulted 
in Coast Gu.a.rel wide adoption of policy or 
management program '2-~. • • •• • • 

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

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

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

13%• General adlninistrative corre­
spondence and related ma terie.l 
(exclu.ding priiiiary records) for the 

· various activities pertaining to 
the,se.fety progre:m. 

·•·· y, fire safety, driver 

Authorized Disposition 

PERl'iANF.NT. Transfer to FRC when 
· 5 years old. Offer to N.ARS when 

20 yea,rs old. (,5CFPY) 

DESTROY, 5 years after publication 
of the study by higher authority 
or when usefulness has been served 
whichever is later. 
PElli"!ANENT. Transfer to FRC when 
5 years old. Offer to }JARS when 
20 years old. (. 5CJ!'PY) 
DESTROY when 5 years old 0r when 
usefulness has been served, which­
ever is later. 

DE:STROY wen • 5 years old. 

MAR 25 1977, 
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-· Description of Records 

133• Routine correspondence of an 
adminis tra ti ve and housekeeping 
nature. • 

1J,,. •. Original ~ccident ~eports and 
• annual sumuaries relating to per­

sonal injury, motor vehicles and 
property damage cases. 

J3$. Aircraft accident and incident 
analysis reports. 

•:J;$tlAM 'lfO .(_._~ 
•'•' 

Authorized DisEoaition 

DESTROYweia 3 years old. 

DESTROY wen 3 years old.. 

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

t, 
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The reco:d:, described in this section ·relate. to the development and administration 
of a medical care program for Coast Guard personnel and their dependentE, and 
tp.e a,9!gi.._l.l}~~t1.on of a health ae~ce :erog:ram for civilian emplo;x:ees

2 

~sW,gtion of Records 

341. Records created by the Office. of 
HeaLi.h Services docu-
menting the organizational development 
and administration of the Office of 
Health Services consisting of the 
following: 

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

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

,~ • < • ' • 

(1) Studies/Surveys which rcmilted 
in Coast Guard wide ad.option of policy or 
management program 

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

(b) Which are not forwarded 
to or published. by a hig;..11.er authority. 

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

.1 'JJ 0 . General administrative correspondence, 
reports and related material. (excluding 
primary records). 

3111• Ro~tine correspondence of an admin­
istrative and housekeeping nature. 

!AJJ:tm., Dependents and ~tirees 

,J t,} t~ M.::dic al and dental fJ ppoL.,tmerrt 
records (daily). 

Authorized Disposition 

P1"ID"1ANENT. Transfer to FRC when 
5 years old. Offer to NAR.S when 
20 years old, (.5CFPY) 

.I 

DESTROY, 5 years after publication 
of the study by higher auth-Jrity 
or when usefulness has been served 
whichever is later. 
PERMANENT. Transfer to FRC when
5 years old. Offer to NABS when 
20 years old. (.5CFPY) 
DESTROY when S years old or when 
usefulness has been served, which­
ever is later. 

DESTROY when 3 years old• 

DESTROY when 3 years oldo 

DwTROY wh~n 6 months old~ 

https://hig.11.er
https://FO~~_r.or


Description of Records 

swr. General. corre3pondence files 
relating to Physical Evaluation Boards. 

1'/6e Case files of Physical Evaluation 
Board's proeeedings (copies). 

JrJ/fe • Index card of Physical. 
Evaluation Board casesa 

Jf8. Medical Board Report 

.JI/ 9e Reports of medical examination 
• • and reports of medical histories 

such as SF--88, SF":""93o 

•.. :J~Oe Laboratory Reports such as 
SF-545a thl'ough SF-557q. 

3.51. Laboratory records 

• 
Authorized Disposition • 

DESTROY when 2 years olde 

DESTROY 1 year after final action is 
directed by the Commandant. 

DESTROY when 5 years _old. . · • 

A. Original report filed in official 
HQ heal.th recordE Dispose of with 
official. HQ health record. 

Be DESTROY all other copies when 2 years 
old• 

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

. B. DESTROY all other copie_s when 2 years 
oldl8 

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

• • Bo DESTROY all copies when 1 year old. 

• DESTROY when 2 years old. 



. :,f,l2e Official military health. 
record, includes the dental. recordo 

·:., ~ 

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

.$.!JJ#c .De~nta• medical and dental 
. record., . . . .. 

3 $!fo Interns.tional Certificate of 
··Vaccination (P-rlS Fam 731) 

•·. JA .. Prosthetic case records such as 
NAVMED 952e 

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

J$~9. .~QQhol pr_~scr;~icm :L,c::ig, .. ___ _ 
controlled drug log and narcotic 

, prescript.ion log• 
." 

•. 39.fe Records of Public Health 
Service officers detailed to 
Coast .Guardo. 

3'6a Health care and denta1 records 
for retired military personnel. 

•J (/J.!o • Reports 9 logs, a.nd forms not 
otherwise provlded for and used 
for the administration of medical. 

. e.ctivities Md in the treatment of 
, . patients. 

:m.m41.o in e.coord.i.mce vt:t!a
Chapter 4, Medical Manual. Transt·er 
to NPRC, (MPR} 9700 Page Boulevard 
st. Louis MO (6) months after 
seperation. • 
File in individual's official HQ health 
record. Dispose of with official m 
health reeorde 

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

Transfer to NPRC (CPR) lll Winnebago Sto, 
Sto Loui~, M0 9 2 years after last ... 
activitye DE'STROY 25 years from the 

•_date of the ;Latest document in record. 

Upon final separation from Coast Guard 
deliver Certificate to individual. 

DESTROY when 1 year old. 

DESTROY when 3 years old. 

DESTROY when •5 years old. 

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

Transfer to NPRG (CPR) lll Winnebago St., 
St. Louis, MO, 2 years after last 
activity. DESTROY i::;o vears from the 
date of_ _t_h~ latest document.· in recordo 

DESTROY when 3.years olde 

~)..fat'~~~. 



.A.c, •Where Won:iation is summarized 

Bo Where in.formation is not summarized 
elsewhere 

3@3o HGalth record case files comprising 
forms, correspondence and related • 
pa.pers.documentir.g employee medical 
history. • 

3 6ft-, Pre-employment physical examina- . 
tion Health Qualification Placement·• 
Records, disability retirement 

. exa.minationo 

·3 6G': Q.g,~ of statistical summaries 
and reports relating to employees 
health retained by reporting unit,. 
and related papers. 

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

DESTROY 3 months after last date on log 
or register. 

DESTROY 2 years after date on log 
or register. 

DESTROY 6 years after date of last 
papers in the file. 

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

• of Federal Personnel Manual.) 

DESTROY 2 y!=)ars after date of summary 
or report. 

DESTROY when 3 years old. 
J,.,,..;, 1:.l, \ 

/JU-



Chief Counsel 

; • ' • • ,..S"'~etion io LEGAL ~- -

The. records i:n this aect:ton relate 
in support of Coast Guard programs and records relating to the Coast Guard legis­
lative program, military justice, claims and litigation, enforcement of federal 

.maritime l~.JS ,and other laws affecting th.e Coast Guard and its personnel. 

Description of Recot"ds 

371. Records created by the Office of 
- tjhief Counsel . docu-
menting the organizational development 
and ad.ministration of the Office of 
Chief Counsel consisting of the 
,following: 

a.. Offic5-al record copy of each , 
d.;rective/publicati.on issued by the 
office with si6,nificant background 
material. 

b. · Studien/Surv·eys conc1uci:ed ';:iy 
the Offine of Chief Counsel. 

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

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

(b) Which are not forwarded 
to qr published 1:ly ~ hiGher 2.uthori ty. 

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

3 'I 2. Routine correspondence of a ge11-
eral administrative or housekeeping 

• nature. 

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

, 7 4. Files relating to all litigation 
by and against the United States in 

.which the Coast·Guard has an interest. 

3 "/tf, Foma.J. Bor.rds ot J.nyes-t~ig~.tion~ In­
cludes ijigr..ificont (aubst~ti2i less or 
de~t;ruction of pro~rty or P?rsonal ~ 
Jur.tJ Line of Duty Investigations-Boa.t.-ueor sun-ey, and Ca.suaJ.ty Investiga.tions 
r~aultini;i: from- :motor whicle, e.ircra.rt, .. 

AuthoriEed Disposition 

PERJ1ANENT. 'rransfer to FRC when 
5 years old. Offer to NARS when 
20 years old. (,SCFPY) 

DESTROY, 5 years after publication 
of the study by hig.1er authority 
or when use.fulness has been served 
whichever is later. 
PEID1ANE.I\J1I'. Transfer to PRC when 
S 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 wfieri 3- years 01d. 

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

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

PERMANENT. Transfer. to FRC 3 years 
after close of case. • offer 
to HAHS 20 years after final 
action is taken. • ( 3CFPY) 

"-JI,·?.~ .-;-r
:\1.1 ~~-JK .... , ·.~:,! l; 
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De s_c_r.ip_t_i on _of.__Be_c_<2::_rl_n_ 

316. Adrninistrative reports including DESTROY 4 years after close of case. 
exhibits and final action sheets re­ Transfer to FRC after close of case. 
lating to incidents of~minor importance. ' 

J'f1. • Applications for pafents by CG 
personnel and recommendations by the 
Chief Counsel and related correspond-

•ence and bz:i.c~11:round papers, for which 
patents no~ issued. 

S1S- Legal opinions as rendered 
• by the Chief Counsel. 

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

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

)?~~_!~OY. _ Destroy 20 years after.. legal 
opinion rendered. Transfer to FRC 10 
years after legal opinion rendered. 

___ .,... 

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

' f • ~ .~, 

f;'•-.(.t.. 
DESTROY,10 years after opinion is 
rendered or when usefulness for 
reference or research is served, 
whichever is later. 

A-to -l c-{ 
r, ,Ji, 
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Description of Records Auth• .,isE~~itio\ \\f\'1 '971[)IRAFT re. Legislative and. regulatory files. __...- a. PERMANENT. Transfer to FR~S years 
a. Legislative history of CG..,---

roposed legislation. 
b. CG prepared comments on other 

~gis lat ion. 

c. Background material on items 
1blished in the Federal Register and 
Jde o.f Federal Regulations.
WO!. Merchant Seaman Appeals. Origi­

nals of final agency actions consist­
ing of Co!U!:.andanc's appeal decisions 
in suspension and revocation proceed­
ings against merchant seamen's docu­
ments. See Section K for related data. 

7j.2. Civil penalty appeals case files. 

J~- Navigable waters determinations 
and research a:i.terials provided ty 
District St.J.ffa ~ 

384. Courts-Martial Case Files 

a. All General Courts-Nartials, 
and Special Courts involving Bad 
Conduct Discharge, 

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

c. Summary Courts-¥.artial Files. 

(1) Courts convened after 
5 May-· 1950 

(2) Courts convened prior 
to 5 May 1950. 

385. Court of Military Review 

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 
adjurns _ 
c. Maintain at agency as an active work­
ing file_f;estroy when inactive. 

Maintain at &gene:, (G-LMI) e.s an 
active \.'Orking file. Destr.oy when 
inactive. 

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

Maintain e.t e.gency (G-LMI) as an 
active working r11e e.nd as docw:ncnt.ation 
o_f. ·further ju.risdictiona.l determine:ciona 

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. 

PERNANENT. 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. 

D~S~"\"f )0 ~rS:"':':"'3 !."~,-:::i:- clc~e nf' c.r.:ie 
1B.4~e€J; t:~ Fl(t. e-~tcl' elostJ ct:· ca5iii-
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\ .. 
:.<fhe:;.e records r.e1::ite t•o the or1aniz:1.tion and .:idrninistr<ition of the Coast Guard 

'. Commerci~l Vess~l Safety Pro~ra~ with ultimate respru1sibility fer ~he rnforce~cnt 
• of navigaci on and vessel inspection laws and laws 6ove.rning safety on structures 
,..s•..ibject to the provisio_ns of the Outer Continental Shelf L:mds Act. The records 
reflect relations with maritime industry, includin1 seamen's organizations, ship 

j'.6per~t6rs, shipbuilders and mnnufacturers of equipment, ·etc. on safety matters. 

Description of Records Atithorized DisDosition 

401, Records created. by the Office of 
Merch~ant Marine -safety docu-
menting the organ.iz?.tional development· 
and administration of the Office of 
Merchant l"Jarine ~a!'eiy consisting of 
the following: 

a. Official record copy of each PEPJ,.1.ANEN'T. Transfer to FRC when 
directive/publication issued by the 5 years old. Offer to NARS when 
office with signifi<;.ant background 20 years old. (.5CFPY) 
material. 

b. Studies/Surveys conducted by 
the. Office of Merchant Ma~ine Safety. 

.,. 

(1) Studies/Surveys which resulted 
in Coast Guard wide adoption of policy C?r • 
management prograw. 

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

whichever is later. 
(b) v,1iich are not forwarded PER...'IWIBNT. 1Transfer to FRC when 

to or ~ublished by~ higher authority. 5 years old. Offer to NARS when 
20 years old. (. 5C}'PY) 

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

~It. Gener~l adrninistr&tive corres­ _DESTROY when:· 2 years old• 
pondence,' reports and related material 
(excluding primary records) from 

. • various ac.ti\rities of Merchant Marine 
·;:· Safety. 

'J.JA. Record material of a routine ad• DESTROY ~1hen1 1 year old. 
ministr:1tive Ot" h~ilsckeepi.ng natur~. 

https://rec~r.ds
https://provisio.ns
https://ultima.te
https://Pro~r.mn
https://h~;ise1<eep1.ng
https://progra.ws


Description of Eecords Authoriz_o_d__ I~ispositio_~ 

dlfnS'. • Mercrant S,eam;,.n /,ppeals. Copies 
of final agency actions consisting of 
Comandant's appeill decisions in sus­
pension and revocation proceedin1s 
aga1 '1S_t roe i:- chant -ceamen I s do cumen ts. 

1• Included ar~ cross reference files and 
bnckgrou~d ~aterial. 

'fS4. Merchanc. Marine Industry '!'r~.:!.ning 
P~ogram records. Contains corres?0nd­

' ence between student and Office Chief 
either direct or via the industry 
training facility. 

Maintain &t agency as an &ctive working 
f'ile (2 t.FpY) Dest;-()y when ina'ct1.ve. 

A. Hold so lcn:; as individual rc~ains c, 

active ~uty. When inactive status taKes 
place 1 witnJraw final reno~t ~nd trans[, 
it to~ FRC. DESTi'.OY when 30 years .old. 

B. DESTROY remainder of file. 

https://DESTP.OY
https://ina'ct1.ve


407. Travclinc Inspectors records con-
6isting of corrcspor.dc11ce, re-ports .:ind 
other data related to inspection acti­
vities of ~~rchant M~rinc Safety 

408. Extra copies of Intergovernmental 
Haritimc Consult:ltivc Organiz,ation (HiCO) 
documents H!L:iting to technic::il meetings 
al: which the United States is n~pn~s"'nted 
on nuttcrs such ns fire protection, sub­
divisions ~1n<l st'1bility, 'fishing vessels, 
bulk cargos, tonnage measurement, carraige 
0£ hazardous 111,:it-,riais .::ind other technical 
ere.as for which H,CO is responsible. 

409. N~rchant Ma.rine Safety Project Files. 

410. Corr.mercial Vessel Case Files. 

a. Corres:pondo1ce and forms relat.-
. • ini; to inuivi.dual merchant vessels on al­

teration, construction, conversicn, de­
sign, equipment ar,d inspectic:n, plans, 
some "type 11 approval and dangerous arti­
cles data. 

(1) Case files which have 
been microfilmed. 

(2) Case files which have not 
been microfilmed. 

b. Loadline certificates calcula­
tions, annual inspection reports. 

(1). Loadline certificates/cal-
cu lat ions. 

(2) J.nnual inspection reports. 

c. Adic!easurem~nt case files con­
taining pl«ns, form.s, related data, ex­
cluding Subchaptc:r T Vessels. 

411. RESERVED 
412. 

t, 13. Plans and cor~cspondcnce for 
''type" approval equipc:er:t for merchant 
vessels. Included but filed secperately 
ore: 

n •. Life S~vi~g Equipment 
(CC-190, 160 Series). 

b. Elcct~iccl Esuir~ent 
(CG-190, 161 ScdcG) A / I -~ 

~(J-; l~ ,C 

Trcnsfcr to commercial vcssc-,1 case filc>s 
on con,plcti.on of inspection or rcli::u.,d 
action. See items 10 and 20. D~STROl 
with related file. 

Maintain at agency as an ect,ivc working/ 
i:-efcrcncc •file. DESTROY vhcn saperccded 
or.: obsolete or usefulnci;s has· been 
served, which ev0r is later. 

DESTROY 3 years after completion of 
project. 

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, abdncloned, destroyed, or scrapred 
(L'\DS); Hicrofilm in accordanc·e ~•;itb 
l'PMR 101-11.5 applying standards for r:cn­
perr:iancnt rcecrd,s tc be held .ftJr J.O yc'<'-!'.S 

or more. 

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

Separately maintain the certificates a;:d 
calculation~ in the CFA, DESTROY 1 year 
after vessel is lost, abandoned, destroy­
ed or scrapped. 

Maintain the annuc>,l inspection reports in 
the CFA. DESTROY l year after vessel is 
lost, abandoned, destroyed or scrapp2d. 

Seperately maintain paper copy in CFA. 
Subchapter T ad;neasureil:cnt: case fiLcs re­
main at MIO's. DESTROY 1. year afte:r 
vessel is lost, 2.bandoned, destroyed or 
scrapped. 

DESTROY 15 years after termination ~f 
ltppr,uval . .,, Tran!;fC'[: to Fi,ZC 3 yC.J.iS t!i:~CL 

tcr:ni;1aS,i'6:1 of approval. 
- - ,. 

·u;~s tp.f)X'_. 5 Y(' nrs .:l f tc r t ,....-::: 1. n.1. t ion of 
.-:vp1.·ov:.1.l. Tr:n1_sfcr 2 yi·, ::1ftcr tcr::::in-
e.ticln of appi.--oval. 

https://2fp1.:ov:.1l
https://t-�----:-:~1.n.-~ti.on
https://S,,ri.cs
https://Travcli.nc
https://con,plcti.on


Pcs~1f1'l1H o~ /1&.-~o~'• , .. ,_.• Ac.,'f'HOl.i.p ..,PIJ/7.6/,rtl~N,...T_:~ .~; .~~ 
c~ En,31nccrJ.n:... 1,,:;.1.q.,,,::"tl!- ,J . o-::-::~'tR0Y 1: . ~~r-fter tennin:iUcn Pti v 

CG-190, i62 3c::ies) Ir:1... approval •. Transfer to ~·i<.:: 3 ·,•e;:.c; :.-Jt:;:;:: 
~- ""' t~rmill<'l L icm of : , ::1rova 1. • 

1'1.:iterfa ls .,_,:;; ••• a -!)':3J1k,Y l S ye~rs ;i.f tcr termination of 

(CG-190, 164 Series) approval. Tr3nsfer to FRC 3 years after 
termination of approval. 

Accept~bte byclrauli~ Com- • DESTROY 5 years aft.~r listing is ter,dnat<::d 
porients {CG-190) (i. e. 1 becomes a st_andard). 

f. Watertight Door~ {Letter of DES!ROY •20 y'1!&rs atter manuf'ectuer dis­
. Approval) (CG-19O, 163 Serles) eontirru.ea deoign, Tra.nsfer to.me wen 

manufootuer diseontimies design. 

• g. 'Nuclear Presscre Vessels (Plans DEST.ROY 20 yea.rs a:f'ter nuclear v,a~ael is 
and Letter of Approval) dee.ctivat.e4. Trau.ef@r to FRC vlleH nuclear 

· ..-"\'. ~ssel is deactiw.ted, 

• "MICROFILM after vessel, orBoiler Drawings (Plans and 
last vessel ot a class hasLetters of Approval) 11 

been completed~ DESTROY 
microfilm after vessel or 
last vessel of a class has 
been officially listed as 
lost scrapped, destroyed 
or abandoned. II 

Pressure Vessels (Pla~s artd DESTROY 5 years after last activity •. 
.Letter of Approval) 

Welding. and Nondestructive Mainta1.n -.at a.gency as an ac1.ive wrld.ng 
EY.am:ina tiori .Proci:?dure£ tile. Destroy when inactive. • 

1(. • Electrical Equipment Listing DESTROY when cancelled from listing. 
(CG-293) 

· ,t~ Aifidavits for valves, fit­ DESTROY 2 years after termination. 
tings, flanges (Form CG-935A). 

Manufacturers' Plan File. (alpha- DESTROY 5 years after revi.ew date. 
betical by manufacturer and 
chronolo.;ical by date of plan 
review; consists of plan(s) of press­
ure vessels and piping system(s) 
component(s). 

Aff.idavited Ma.nufac.turers ·Catalog DESTROY after 5 years or on·receipt of 
(CG-190) new catalog. 

Unfired Pressure Vessel Data DESTROY 15 years after • 
Report (Manufacturers' Certi­ receipt from marine 
fication) CG-2936. inspection office (20 

years from date of 
• approval) Q" --...-="::Zc'c:· 

~81.f.. •• Corresoondence of dimensions and DESTROY 5 years after initial submission 01 
design with builders and naval archi­ design if project is canc~lled, Mer;e with 
.tccts fc~ pro?o~ed ship building. co.:',:ierci2.l vessel case file if prcje.::t ::...s 

devclo~. See item 10. .:i:SSTROY with 
related fil~. 

mailto:Trau.ef@r
https://dee.ctivat.e4
https://eontirru.ea


D6sc,:-ipti or'I ,.,f R,·c-n_r_d~-----.\ ~ 
DR 

"Uo. A11tomated C1':>'1'!!11;'rc.lal 'JeSS,a.!l Cos­
l~al ty File - Automated system cc,nt.iin­
ing data rclatin; co ve3scl c~sunlties 

• as definnd by 46 CfR 4.05. 

"466. A.•.?tcmnteC: Vessel file. •AutNM.t~cl 
system containin~ certain data ele~ents 
which appear on a vessel's Certificate 
of Inspection. 

Merchant Marine Technical· kecnrds 

417. RESERVED. 

~li. a. Equipment Approval (5x8 cards) 

b. 
·; 

CGHQ-10030 flir.isy (.advance 
ccpy)_ 

'/Af. Ship Structu::-e Com~iittee records 
containing minut,~s and ag2ndc1 o~ meet­
ings, reports, correspondence and ad-

. mi~istraLive ~~pcrs of joint interd•-
: pnrtmental investigations nnd meetings. 

Merch.?.nt Ve!::isel Inspection Records 

420. Merchant Vessel Inspection Files. 
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 

Upd.:i.tcd .:nmual ly. Tape main't:dned a.t &gency 
tor life of Agency. 

Updated monthly. Tape raaintc1ined ""t &gGncy
tor lite o~ tbe Agency. 

g, 

Whi. te cards: Dt~STRW on receipt of ~~hi l1.~ 
renewal or ~lye termination cord. 
~lue cards: il:STROY on receipt of white r0iG 

statement card. 

On receipt of a'.)proval \.~hit€ er.rd, transfor 
to 5 year renewai sli~pease [!.le; .!J ·s·.:J~(..'\.' :::-~ 

com~l~tion or re~ewal action. If approvai 
is tc,,r_minat.eci use fl.icnsy to prep2.re ,·.lue 
termination c2rd; DtSTkOY on ccmplcticn of 
di~trubution of blue ca~d. 

PERr~N,~T. Transfer to FRC aftei 2 fiscal 
years. Oife-:.· to NARs 20 - ~ years after 
event. (l CFPY) 

. . 
a. Maintain active records in 
G-MVI CFA. 
b. Tran~1/q~ inactive records to • 
FRC ttfil,.Qoo vessel becomes inactive, 
DESTROY one year after vessel is 

. lost, ahand oned, destroyed or 
• scrapped. 

https://prep2.re
https://renew.ii
https://Inspecti.on
https://Merch.?.nt
https://AutN,1ate.cl
https://receipt.of
https://Mercha.nt


Safety Ccrci~icates, ~eport oi Struct­
ural Failure on ln~pected V0ssel, Re~ 
port of Equir:nent Fdihfft··,,11 lnspt:::c!::.cd 
Vess~l, Car~o Ship Safely Certific~tes~ 
f-eport of Travr lin~ lns~ectors a11d 
related papers, l~ttcrs reportin~ change 
of st~tus of vessels. • 

'1'21. ?.(oporLs of i·laterial Ins;:iection, 
Forw.s CG- 23Dl. 

1(22. Annua. 1 Sum:-nary R'lports of 
Material lGspection~ For~ CG-2801. 

¥23. Li~ts of merchant "essels under· 
construction ')!:" conversion, Form CG-
2BOlA. , 

'12'1, L~tter r-3ports of loss, theft, or 
transfer of custody to anotter office 
of boiler sealin~ plier dies. 

1/2.S. ::: ..·,.,·.:i J ty Hoc.rd. ,:.::se files ~ct L;p 

to inve,.,tic{ate ~~1~. r,1ari11e disasters 
J:-ic 11.1.ding ,.,,,~Kr :a sue;~, :·:: ~r..:se per.ta in" 
ing to or?:.,niznt:o'.l of the i:'.o:ircl, pro­
Leed!ues, he~~ing 1 decision~, a~d the 
invcsti1ai:.ive re:)c rt ,.r.d tl,r; Ar;tion of 
tlw ~~a ti o.i ,l 1 Trans porta t' ion S ,1.fe ty 
Board (NTSB), together with inquiries, 
ex!iiti ts, pl:oto3raphs and ADP print­
outs. 

'126. Casudty case files of investi:;­
;:.tions of mari.ne CctSU;-ilties including 
pers0nal injuric~ contain!.is rcror:s 

-of rearine. casualties and records in­
elud:f.ng tra:1scrip'.:.::: ~of tcstir.:c-ny, in­
quiricrn, exhibi. ts, photo5;raphe and· A-OP 
prin t•outs. 

IJ2'1. Miscellan-:?ol,S VE::ss'°l Casu:.. !ties • 

.'.'~erchant Ves:;el ::''ct:bonnel itecord~ 

(Custodi~n of record copy of hi~rory of 
eador~c~cnts and ship~ent ~nd disch~rge 
of 1r.erchant s1>.:i11en). 

DESTR(JY when 1 year old. 

DEST~,)'{ -lv-hen l 'J yeaes old. 

,0'.:STROY when 1·year old. 

a. Record copy of investigation report main­
tained at agency as active reference ~ile 
b. • Gase File-DFSTROY 25 years after report 
is published. Transfer to FRC l year a.f'ter 
repart is published. 

Tran:;fer to Ff1.G when 5 years old. DESTROY 
men 10 years old. 

DESTil.OY when 5 years old. 

https://exhibi.tn
https://DESTil.OY
https://elud:f.ng
https://contain!.is
https://lnspt:::c!::.cd


'121. ~;c_..1•11cn 1 ::i p,•r·s,-nn(;i j:1c:krit~ tJnd 
inn,-:.>~r-·:: ·tl~c: etc. 

q2,. Ori~in~l Card Records o~ liccn~es 
issu~~ to ~~rchAnt ~ari~e officers can­
ta in j n ::; rl ;:; t e ;:; n d p 1« c e of bi r t I: , c i t ::. -
zensldp_. tYf'(·) nnd ~,cri;:;l n1w,ber of li­
Celisr:: ~-ri .~ 1-,het·c .:Jn<l ',J;:en i ssuc:.d, sus­
p~nsio:1, r"',;or.:,itil•n, ,:Pstor.nt:.on, r ..,­
~ewal, noti~~ of failure in examinatloh 
anrJ, t·ecord 0£ cndo1.·s"'rnent on license, 

'{30. Oric;fool of ,:;1,i~'lpi.ri~ '.rticles con­
tainin_,.~ .:{r::Lt·t:~1:(:DL!. ;::,et:.;,7"r-:.'.l r~~~·.-,H~C,:1 ii.!~(! 

tnas tcr~ ti.r.(:/ ~)::-- :~_:.::::,.:=-~~~ ir '..! ~ 

"131-.. CDr,st :';ue,1.·d .~\dn1inist·:::-:~~tl\1e L[.;,1 

Jucl;;c-:s Dcci ~i.on 2n~. Crdcrs. 

+'32. >:.e1"~:l,~: :~ 2t.t.:1L:..r: st;.spc:.n::,:'.on and 
revccc:cion ,},JrJ~:i.l i:il-;:s. R,,'.C,Jrci copy 

. ~ . ' 

of tran:-.c:ciµi.. ...~[ :··,1.uco~-l~i1.i,5S c1.(h.! l."~ ... 

lctcd co=rcspc~d0nce. 

'1'33. DL'3c.:ip1 i.n3.ry 1.·ecord cards. 

'131/. Stat:istkJ.1 r12cort1:: of marin(! 
inv0sti3nti0a~, hcnrin~s, a~ipment and 
dischar·;.t:.::s c,:::'.l ta i.ning. rc::erds of rncr­
c~ant ves:seJ. c,".\rsonn~l .ictJ.ons \.J'ith 
re lated sua,!r.aric:s. 

lf3S, l{~cor,, cc>?Y cf rlni-.io,nl .~ppeal 
Bo:•tt·d •:~cc~rity 1~(=';:1:-::'.ng ~.,:i:-(: rec~:i-c:!s 1 

. stc1~:o.:~rc:phic U\;:i,:s or. ;1c<.:2.c; in a 11. 
ca s cs :.J:-. i c: :, !:a,;,J !'(:! '.' 1.: l t:!)d in con -:in;,ied 

denial for ~ort Security ~arJ ~r M~r-
1ners Dot.v•ent. 

1/36. CcrUEic.c1•;e pr: Di::;char-·'i! to 
rte :-c :, :•:/.. :.: S i2 :; ;acr~ 1~ C~~ - 7 l ~A) ~ r'. Li R(!cord s 

,>f 2nt ,·. in C0r: t·,.:1L1•~>JS Df<;,::!:.:i.r:-;e Bo<Jk 
(C(~ ... :, )-·~·~) • 

FEB 25 1977 
Tralld'ei: 1:0 Fi,C J years aftec 1.,~~r 

__,·. • • ' > • • ' •
{.:.1sc11ar~'.r~ 1s n,.>0.::a to Jac~~el or e·-.11;-:..:::icc 

of cie~th is rc·ceivnL~hichever is sooner 

D'.~STG(W 50 yc,,c!:' :,\:cer Lrnr. ditc;•,.1 •,0 

or cvi dencf: ol des0 th is received) whichever 
is sooner 

DESTROY 30 years &fter licena0 expires. 
T-rusfer to FRC 12 years a.t'ter license 
expires. 

DESTROY when 50 years old. Transfer to FRC 
when J years old. 

I. 

final 2d1dnistrativc ,1ct.icci. Offer to NARS 20 
years after final administrative action(2C~'PY) 

_.,.. Tra:.sf-?.r tc, t:·,.:: when l r-~,r old. DESTROY 
when ~S ,,ear.s old. 

Tr~~sfer to sesma~'s j2~k~t ~?en nntice 0f 
death. (See iu,rn 2H). Oti•,:r•.-dse t·cu,b :ir: 
CfA. 

DE:ST~J)Y when :;_o years old. 

Transf(ir to Fk(; .aftEir CL•;a:aac;e_L.ni: nctl£I-::s 
holder of ciocut:1·,nt c.:,r c:1pplic,mt fnr ci,Jc..,:,.u:l. 

that apre:il is deni.t\d. D:·;;3·fi:~CiY25 years 
after appeal is denied. 

ur;s~rno't ~.;;-,er: ii1f,J:-:-:~:":ttion is t!°''.:'L';!':f~rrt•d t-_p 

Cer:t.lfic.:i.te of Sf);,:·•,1:1: s Se:r,:i.ce (c;-72:3). 

See it,;,.m 28. 

&IJ .r. I"'"!, - -

https://DSST.8.0Y
https://trao:-.cc.i.pi
https://ni-.:rci�,.:i.nt
https://Se:r,:i.ce
https://Cer:t.lfic.:i.te
https://CL�;a:aac;e_L.ni
https://1~(=';:1:-::'.ng
https://st;.spc:.n::,:'.on
https://1,i~'lpi.ri
https://Pstor.nt:.on


i: .. ~ 1. ,.:,~ ~ ,;~--~•::·~ 1.~ t .~.ens ,1:-!d d; r~c.~ t f v~f; 
fj ! tJ::, ,••,;,__;p::_:1·j::.fn·· ~.'lC~·-··1:oi..\:P~-

F·F-B 2 5 i,:i7•.. I, I ,_., ~ . 

• 

FT -

J/39- Geners.l correspondence tiles concerning 
requeeto tor procedures in e1"'fect Wid info­

437. File folders (covering currently
documented vessels) labeled with current 
vessel name,-filed al~habetically, and 
containing documentation pertaining to 
designation of home port and correspondence. 
"relating to the specific vessel. 

PERMANENT. Transfer to FRC 2 years 
after vessel has been removed from 
documentation. O:ff'er to NA.RS 20 

Jyem.rs after.removal from documentation. 
{J,CFPY) 

438. Files containing . . . 
har:.Z,r-nill\d ;,,at,2r:.;1l use:cl in .,rc;:._;_i::1t..1on 

~f-n;ocedur8s on rlocu~cntati0n,· i~clad­
ing h•.d ld .;nd re,iuil<l, title and :)Wne!'­
s::i.t~, r.ic,rt..?,a.•~in,'., h8rnc .1r.d h;.1i l. ?Ort, 
I' h :"1 n •. t, r', ! • ,., .~~if.~.. ~ ~~ r r V j_ f'" (~ 2: n ,.J L! SE! C f 

;~;s;~fj f~s0~~~e of docu~cnts, coll-
ect .~ t)! l i.") f +:-er: s , :! s ~; (:' s s ?TI c n t. (-• ~-~ I)'=! n ~-i 1 t i es e 

rmation concerning doC1mentation. 

a. Preced<!lnt files conta.iiaing 
unique cuae m.nd. specific legal de•· 
eiliions. 

b. All others 

/lffO. Or5.p,inal repot·tr. of Nonthly 
Do.-:.Lt,11ent::-..:: 0:1 ·>.:-,:: :--:• :.-t. .;_ ::.,, ·.,. 

441. Marine Documents (License, enroll­
ment and license, or Register) filed 
nume'rically by official number and con.;, 
taining a copy ui iile award of official 
number, original of last surrendered 
document and a copy of the current marine 

/,/Ip.,. Can.l inc.::x of official ntJmbers 
aw.:irded, showing ~1is tory o[ Ve:;&e )•• 

q43, Card index of history of vessels 
by name whic~ have been withdr~wn f!'om 
cioc1.•.i1en t: ,1 ti on. 

DESTROY when 10 years old or when 
usefulness has been served whichever is 
sooner.-

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

D~TROY 'k"!iien 2 years old. 

DESTROY when 5 ye;irs old. 

PEiti·11-~NZL\!T. Trt~esf,~r to .FP.C L· yec:..rs aftc-: 
·ves-.:;el has hce~.,_ re~~1!:ived from doc'Ji;H-..!nt~tjo::-! .. 
Ofter to llARS 30 years after vessel bas 

___heen removed :from documentationc. (3 CFPY) 

document. 
1-IJ.a.intaing at Headquarters as an active' 
working file. DESTRO'M t1hen inactive. 

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

DESTROY 30 years. after, publication.. •.;.,•• 
~:at..,~:7- Transfer to FRO 10 years after publication. 



~-~~•• •·-••·-••~•~-0~~,-•C•••_.-.k,._._ ,. __ '~-~-~~c.o.~~~ 

• Lcscription _cf 1'c«•d» DR 
"4£'• . Cl·.f1micai Enginc~':!r. J.ng [; les con-

_· t'.litiiri~ corri::spondf:nce, rc;1m·ts ar,d 
i'~.lat,.-:~ r,;atcri...il.:; on :;er,e:rc.l policies 
for t1·.ins;:,orting cile,rfcais and ctl-.e:c 
ha.~.irt!Oli:i n.at!:!1'.'ials. ' 

'if6,. Cr':rtificaticns for dani;erous 
articles, as shi?s stores aad supplies 
including pcrtine:1t corr..:,spor.dr~t"'ce 1 

"type" approval case files (CG-190). 

I/41. Special ext:Ji..pt.ions Oett~r of 
eJCception) for explosive:; a11d other·, 
dangerous articles inciudirig corres• 
pondence (c~s~ file). 

b/41. Copy of De-Fartr,1wt of Trans• 
portation CY.emptior>. with concm:rence 
ily Const G;,nrr: :.i.nd rel.'l.:.:.d corres;:-ond­
ence .. 

f' 

fJAutho;•i,ed Disposi t , 0 f E 8 2 5 1977 
DZSTR,}Y ,.,hen a.-..:mfr,istrativc needs have b~er, 
met~ 

DESTROY io years aft~r expiration of 
c>.p~roval .. 

DESTROY 10 years aft~r permit is expired 
or revoked. Transfer to FRC when permits 
expire or are revolted. 

DESTROY when expired or revoked. 

A ii h 

https://p:atcri...il
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I 
-FTSECTION 12 OPERATIONS AND READINESS RE 

These records descriie the operational responsibilities of· the Coast Guard 
as they relate to search and rescue~ marine sciences, military readiness, 
intelligence and communications activities . 

.9.2~cript-ion •of· Records 

451, Records created by the Office of 
Operations docu-
menting· the organizational d.evelopment 
o.nd administration of the Office of 
Operations consisting of the following; 

a. Officfa.J. record copy of each 
directive/publicahon issued by the 
office with significant background 
material. 

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

.. 

(1) Studies/Surveys which resulted 
in Coast Guard wide adoption of policy or 
man~gement 1:rogr_?,m _ 

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

(b) Which are not fon:arded 
to or. published by a hig...11.er authoi·i ty. 

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

~.,n. General administrative correspond­
ence, reports and related material 

•• (excluding primary records) for the 
various activities of operation. 

#JJ. Correspondence files of a routine 
administrative or housekeeping nature. 

/ff'f. Special programs project files 
consisting of correspondence, re-
ports, etc. on administrative matters 
such as budget, coordinating operation­
activities. 

Authorized Disposit~on 

PERMANENT. Transfer to FRC when 
S years old. Offer to N.AHS when 
20 years old. (.SCFPY) 

DESTROY, S years after publication 
of' the study by higher authority 
or when usefulness has been served 
whichever is later. 
PERJVJAfrENT. Trn.nsfer to FRC vihen
.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. 

https://hig...11


Description of Re_C?.'?Eds 

~56. Annual Inventory of Operational 
statistical report of Cutters , Boats 
and A/C. 

Authorized Disnosi tion •--------....~.-~~~.....; 

PERMANENT. Transfer to FRC when 
10 years old. Offer to UAR.S 
when 20 years old. (J CFPYO 

IJd{J. Operating Plans with Change Orders DESTROY when 20 years old. Transfer 
to FRC when 5 years old. 

· l-,16,0. Longterm impact or policy studies ·DESTROY when 30 years old. Transfer 
with related rt1aterial pertaining to to FRC when 12 years old. (lCFPY) 
operational plans. 

MAR 25 E.l77 



• 

FEB 25 1977 
Descri2tion of Records Authorized Disposition

R FTIntelligence Records 

~,i. Intelligence files (personnel­
type folders consisting of ~arious 
intelligence data including.corre­
spondence, reports of investigations 
on military and civilian personnel, 
{merchant seaman and waterfront work­
ers previously sent to FRC)pursuant 
to EO 10173 and.10450 with alpha­
betical index thereto. 

if~. Operatio11al 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 
·patrols and general intelligence 
·activities within the Coast Guard. 

t/'3. Index cards showing appre1val 
,and/or disapproval of applications 
for Port Security Cards maintaineq 
as central control. 

"''"~ •Records of Port Security Cards • 
issued· (CG-3177). 

Communications Records 

414$. Communications Summary. 
' 

',6.&. Inventories , reports _such as 
transfer.and destruction reports and 
~elated papers on registered publica-

1 - 't:ions used as controls over security 
of classified records held throughout 

1 the Coast Guard. 

'16,f. _ Conununication 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 in 
the Coast Guard. 

PERMANENT. Transfer to FRC_when 3 
years old.Offer to MARS ~~ 15. years 
·- - - (2CFPY)old. -

DESTROY. superseded cards 10 years 
from date of issue. 

DESTROY 10 years from date of 
issue/denial. 

DESTROY when 2 years old. 

DESTROY in accordance with effective 
editions of CMS-4. 

DESTROY when 6 months old. 



·'. 
,... ' -"'-<. ' •. I.. 

FT FEB 20 ·i~1r 
DescriEtion of Records Authorized Disposition 

Search and Rescue Records 

'44.f. Flag Plot duty officers logs '.of 
daily operations. 

,;Gf. Corres·pondence files containing 
inquiries from congressional and civ­

•. ilian personnel about current opera-
tional activities. ' 

1,/,IO- Copies of Inten ational Civil Avia-. 
tion Organization files (ICAO) con-

•sis ting of manuals published by the 
organization, preparation for meetings, 
records of significant meetirigs, etc .. 

'/fl• Copies of m~etings of Interagency 
Group for International Aviation(IMCO). 

,, 

•_·4'~ Copies of Intergovernmental Mari time 
•...·.·Consultative Organization (IMro) SAR 

documents and correspondence. 

lfflll• Master files of Interagency 
Committee on Search and Rescue (ICSAR) 
Meetings, Establishment and Membership. 

'/ff• Flag ~lo~ Search and rescue case 
. fil.es consisting of correspondence and 
reports on specific cases which have 
been retained for .their importance for 

=hi~torical reasons or otherwise. 

'j?,lf~ Message Situation Report Files. 

•1/9'• . Assistance Reports. {CG-3272) 
'. i 

• ' 

PERMANENT. Transfer to FRC when 
5' year old. Offer to NA.RS when 

• 20 years old. (.5 CFPY) 

DESTROY when 10 years old. Transfer 
to FRC when 2 years old . 

DESTROY as superseded. 

DESTROY when 2 years old, after re­
movai of items of historic value. 
(CG policy input) 

DESTROY when 5 years old, afte.r re­
moval of items of historic value. 
(CG policy input) 

PERMANENT. Transfer to FRC when 
15 years old. Offer to ?a.RS 
when 20; years old. ( . SCFPY) 

PERMANENT. Transfer to FRC when 
3 years old. Offer EARS 
when 20 years old. (. SCFPY) 

DESTROY when 2 years old. Remove 
those to be filed with SAR case 
files. 

DESTROY when 10 years old. Transfer 
to FRC when. 1 year. old . 

• MAR 25 \977 



• FEB 2 5 1977 
Description of Records Authorized Disposition 

Aviat!on.Recorcis (SAR} RAFT.· 

1/'3'1. Aircraft records concerning status, 
assignments, overhc>-uls, IRAN and 
deployment. 

'/ff.. Copies of Aircr'.\~t acc~dent and 
• .incident reports subm1.tted in accord-· 

ance with CG-4O5. 
,. 

,,9. · .Aircraft disposal documents and 
attached history card. 

"110- Aircraft Inventory Reports., 

.· ,,.,_. Semi-annual. Pilot and 
Qualification Reports. 

'Ill• Executive Flight Schedules. 

• ii);. Executive Flight Requests and 
• !lasse~ger ~anifests. 

Surface Facilities Records (SAR} 

4'ii• SAR Cutter·files consisting of 
,action documents giving brief operat­
ional and biographical history of 
each ship with information on building, 
acquisition, commissionin9, alter­
at"ions, movemen.ts and actions. 

fl:$. Shore SAR units, Group offices 
and facilities files with copies of 
;correspende·nce·r pi.ctures and related 
materials on the operation of each 
SAR unit or Group office from 
.establishment to disestablishment. 

• 'IH~ ·Small boat case files containing 
construction and alteration records 
for,small boats used by Coast Guard. 

•. 1/,1'1. Files containing correspondence • 
with districts and units on use and· 
allowances of small boats. 

DESTROY 3 years after aircraft 
leaves CG control. 

DESTROY when 3 years old. 

DESTROY when 7 years old. 

DESTROY when 20 years o.ld. Trazisfer 
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 
MARS 5 years a:fter wssel leaves CG 
control. (2 CFPJ) 

PERMANENT. Transfer to FRC wlien 
2 years old. Offer to WlRS 
when 20 years old. (.2CFPY} 

DESTROY 3 years after boat leaves 
Coast Guard control.' 

DESTROY when 3 years old. 

https://movemen.ts


.•- • e • FEB 25 1977 
.E_escri;etion of Records Authorized Disposition 

Marine Sciences Records FT 

'#38. Reports of oceanographic ope·ra:..• 
tions and statutory patrol (includes 
International Ice Patrol Bulletins and 
CG Oceanographic Reports). 

'f·89~ Mali'ine Science Cognizance Report. 

•Jf'IO International. Civil Aviation 
Organization forms and reports. 

IJ41• CG originated operations plans 
and orders for all special patrols 
and·operations. 

'lfa,• Non-CG originated plans and 
orders for all special patrols and 

_operations. 

•ffl• Ship files (oceanographic) docu- • 
menting construction, acquisiti.on, com­

. missioning, alteration, movements and 
other actions. 

Enforcement of Laws and Treaties 

' 
- ,l t' 

"/94,- High Endurance Cutter Ship allowance. 
• files containing requests, authorization 

and related papers on equipment allow­
':~ces for housekeeping and operational 

• needs 

1./ftr- High Endurance 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. 

PERMANENT. Transfer to· FRC 20 years
after date of report~ Offer to NARS 

20 years after date of report.(lCFPY) 
I 

DESTROY when 3 years old. 

DESTROY when 5 years old. 

PERMANENT. Transfer to FRC when 5 
years old. Offer to NA.RS wen lO 
year~ old.. (1 CFPY) 

_DESTROY when 5 years old. 

PERMANENT •. Transfer to FRC when ship 
is no longer~ CG.facility. ~~ ~ 

Offer to MRS 10 years after 
transfer to FRC (lCFPY) 

DESTROY when IO.years old. 

DESTROY 6 months after obsolete or 
superseded. 

https://acquisiti.on


Description of R•r• UKAI- I" • • Di~!;;a,d...5 1977 
►• High Endurance Cutter Ship records il&A:ltdfett... - :: : .; :11&§ Zf> 
1d characteristics cards documenting Nd -FPS t" 1t -drip is nu l:011§€!1 tt CG 
:atus and movement. • Dl~~ElJ 

"'' 

,. Enforcement of Laws and Treaties 
1cident report and Data report. 

Military Readiness Records 

f. Periodic inventory, status, train-
1g and competition report concerning 
~dinance and munitions (including loss 
:), weapons systems, unit training 
1d achievement and similar reports 
1 readiness training. Reports of 
~eakage or loss of radiac sets and/ 
~ operational test sources. 

t· Reports on mobilization of re­
lred regular and reserve personnel. 

)@ SUllllllaries of Gunnery and ASW 
raining Exercises. 

,, Monthly summaries of operations 
1 Vietnam. 

Ice Operations 

Ii· Ships. files ( Icebreakers) as 
, ELT section abovec 

Icebreaka~ Cruise Reportso 

IJ'i Icebreaking Report. 

11:a.ei.iU,iti,i. 8f£e1 to JM.M l:O yeats 
aiiiler 1!t.1&uef'ier ts PRe, (1€PFY) 

PERMANANT. Transfer to FRC 25 years 
after date of report. Offer to 
MARS "~0 3l years after date of 
report. (lCFPY) 

• 5c. 1-13-71 

DESTROY when 3 years old. 

DESTROY when, 2 years old. 

DESTROY when 5 years old. 

PERMANENT. Transfer to FRC when 
5 years old. Offer to ..NARS 
wen 20 yes.rs old. 

PERMANENT~ Transfer to FRC when ship 
.fs no longer a CG facility. Offer to 
KA.RS 10 yea~s after transfer to 
FRC. ( lCFPY) 

PERMANENTQ Transfer to FRC when ship 
is no longer a CG facility. Offer to 
.W\.."1S 10 years after transfer to 
FRC • ( 1cypy) 

DESTROY when 5 years old. 

https://l'l.A.RS
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FEB 25 1:!77 

SECTION .13 MARINE ENVIRONMENT AND SYSTEMS RECORDS 

These records relate to the management and coordination of marine environmental 
protection, po:r:t safety and. law enforcement, aids to navigation and. bridge ad­
ministration activities. 

Description of Records Authorized. Disposition 

511 ..R~cords created by the Office of 
.·-'Marine Environment and Systems docu­

menting the orp~anizational development 
and administration of the Office of 

i'IJ.a:::-ine Enviroment and Systems consisting 
of the following: 

a. Official ?~ecord couv of each 
directive/publicati.on issu;d by the 
office with significant background 
material. 

b. Studies/Sm.:-veys· conducted by 
the Office of 1\farine Enviroment and Systems. 

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

" ·, 

(a) \</hich are forwarded to 
higher authority and are included in a 
formal publication by the higher authority. 

{b) Which are not forwarded 
to or published by & highe~ auth~rity. 

(2} Studies/Sw."Veys which did not 
result in Coast Gua:;r;:d wide ;i.doption of 
policy or manageraent programs. 

· S/2• General administrative corres­
pondence files (excluding primary 
records above) from various activities 
of marine environmental protection and 
ports a.nd water-ways activities. 

!,...13· Correspondence files of a routine 
a~~inistrative or housekeeping nature. 

PERYJ.Alfu1-JT. Transfer to FRC when 
5 years old. Offer to l'IARS when 
20 years old. (,5CFPY) 

.,, 

DESTROY, 5 years after publication 
of the study by higher authority 
or when usefulness has been served 
whichever is later. 
PERM.ANENT. Transfer to FRC when
S years old. Offer to NA..~S when 
20 years old. (,5CFPY) 

DES'l1ROY when 5 years old or when 
usefulness has been served, which­
ever is later. 

DESTROY when 3 years old. 

DESTROY when 3 years old. 

SJ~. Reports, summaries and routine DESTROY when 2 years o~.• MAR • r· 4 ci77·correspondence from other agencies · · 0 1..... 
_,l_ _..£1 ----"L.---,1... 

https://J~ili~.Jl
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. $/Y. Message reports of vessel movement. 

$/ ,.. Aida to navigation ~~er I file0 
consisting ot applications Md 
mithorlties granted to them by the 
Coi!i!mndant m..t~_supporting papers, 
charto £md pbotogrephs for estBb­
liehment, ch&nge or diecontimumce 
of aid.a to navigrition. • 

f Jt/4 ~.t. ,,,,..,/lD✓ 

b; II .~"J a. M&jor/\Aids 

rl~~., -
6 ° 1lil , u,a111• A1&40 < 

~i1. •DMAHC Notices to Mariners concern­
ing changes to.aids to navigation. 

SIB, Local Notices to Mariners concern­
ing changes in aids to navigation 
forwarded from CG Districts.· 

DESTROY when 6 months old, 

3 
~~mNT~ Tranot'er. to FRC when ~ 
yes.rs o;l.d. Offer to N'.A'P.S when 20 
years· old ( 1 CFPY). 
PFBMA~. liol;oRBf:eP t;e PH8 !ffl.Cb =)' 
pers old O"a• te W.!lB when ee yew_ 
ol(I; (l: ~), 

DESTROY when lO years old, 

DESTROY when 5 .years old. 



Cl 

f}f~)j; FT e e 
Desc~iption of Records Authorized Disposition 

Sl9, Monthly reports furnishing. tech­ DESTROY when 1 year old. ffB251977 
nical data., etc. on lora.n stations 
and compilations . 

.$'2,0. Monthly compilations of reports DESTROY when 1 year old. 
on loran stations. 

f:J1.-t1',;{ Ct'pl•S o,; • .• 

52.t, Light lists of aids to naviga­ DESTROY wen 25 yeat's old. 
tion; }29und copy. 

J'2,2.,. Light lists 0f aids to naviga­ PERMANENT. Transfer to FRC when 
tion, loose-leaf master light list 15 years old. Otter to NA.RS vhen 
with sources of information for ,2~ y'eare old. (2 CFPY) 
correction. :'.l.l'.c 

..

.,W. Copies of reports of International DESTROY when 3 years old. ......... :]} J Marine Pollution Prevention Convention 
Lviolations.. 

$2.'f. Permits for bridges across navi­
gable waters (case files). 

52$', Drawbridge operation regulations 
(case files). 

i 
:.1 
S2,6. Obstructive Bridge (case files). 

.S't1. Deepwater Port •License Applica­
tions. 

.n,8. Deepwater Port Licenses. 

s,.9. Copies of American Bu~eau of 
Shipping Classification for Single 
Point Moorings at Deepwater Ports. 

.SJfl. Proof of Bonding for Removal of 
Deepwater Port Components. 

SJ'-. Deepwater Port Environmental 
Impact Statement. 

na,. Annual report to Congress on 
Deepwater Port Act. 

PERMANENT. Transfer to FRC l year after 
completion of the project. Offer to NA.RS 
10 years after completion of project (3CFPY) 

Destroy 2 years after bridge is made a 
"fixed bridge" or brig:ge is removed rrom 
waterway. Travsrer to FRC when 5 years 
old. 

DESTROY 2 years after bridge is removed· 
from the waterway. Transfer to FRC. 10 
years after a..1.teration • 

PERMANENT. Transfer to FRC l yeF.r &ft.er 
termination. of license. Otter to HA.:RS '5 ,,-ear, 
after termination of license (l CFPY) 
PERMANENT. Transfer to FRC 1 year 
after termination of' license. Offer to 

11.ARS 5 years after termination (1/10 CFPY) 
DESTROY 3 years after port license 
is te:nninated. 

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 JlARS 
•~".!.el,') ?O. ~~G old·. 



f)RAFT. e - . .-
Description of Records Authorized Disposif&f?{3 2 5 1977 

SJ3. Report of Deepwater.Port Oil 
Throughput. 

SJ"'· Report of Deepwater Port Casualty 
or Accident 

SJ5'. Report of Sabotage or Subversive 
Activity at a Deepwater Port. 

SJ&, Letters cf Personnel Qualifications· 
for J)eepwa.ter Ports. 

$31· Deepwater Port Operations Manual. 

DESTROY when 3 years old. 

DESTROY when 5 years old. 

DESTROY when 5 years old. 

D£STROY 3 years after termination 
of employment . 

PERMANENT. Transf'er to FRC l yee;r s.f'ter 
port license terminated. Offer to BARS 
5 years c.:rter termination. (lCFPY) 



. SECTION14~~ FEB 2 5 1971, 
The records described in this section ·r"e~~Ao tfie planning and administration of 
personnel programs for military (Coast Guard and Coast Guard Reserve) and civilian 
P:r:onnel; ~h: items are grouped as follows:. Military Personnel Records (General)­
M1.l1tary Tra1n1.ng and Education Records - Military Personnel Services Records -
Civilian Personnel Records) - Military Recruitment Records. 

Description of Records 

541. .Records creatcd by the Office of 
Yersonnel docu-

menting the organiz,ational development 
and administration nf. the Office of 

. Personnel consistin~ of the 
following: 

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

b, Studie □ /Surveys conducted by 
the Office of _Military Personnel. 

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

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

(b) Which are not forwarded 
to or published by ~ hig.11.er 2.uthc:!:'i ty. 

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

Sf1. General administrative correspondence 
(excludirig primary records above), covering 
personnel administrative activities. 

S~J• Routing correspondence of an admin~ 
istrative or housekeeping nature. 

S~'f· .Studies, estimaties, repo~ts ·and 
related rwiterial on the admin,s.tration of 
funds. 

Authorized Disposition 

.. 

PERJ1Alfu'NT. Transfer to FRC when • 
5 years old. Offer to NARS when 
20 years old. (.5CFPY) 

DESTROY 1 5 years after publication 
of the study by hig,.'-ler auth-:i'.".'i ty 
or when usefulness has been served 
whichever is later~ 
PEID1ANENT. Transfer to FRC when
5 vears old. Offer to NARS when 
20· years old. (. 5C:F'PY) 

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

DESTROY wheri 10 years old. 
• 

' DESTROY when 3 years old. 

DESTROY when 10 years old. 

/1 : / / I 

https://hig.11.er
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iSfS'· Proceedings of officer personnel boards 
·for promtion7demotion vith related papers. 
.(S~leetion Boards Inveatigatiom~} 

Sf,6. Records pertaining to the administration 
of the Permanent Uniform Board and main~ 
tenance of Regulations. 

S~7. Military personnel service records 
including medical f-olders and fitness report 
folders, service record cards. 

S'f8. Personnel rosters showing location and 
status of personnel at Coast Guard units. 

~- PMIS oource documents and. roster 
created f,n1bsequent to l. October 1974-

Sf9. Service number index logs and registers. 

,s.,sro,: Identification cards for military 
personnel and dependents with related 
Application Froms (CG0 40ll and DD 1172). 

PERMANENT. Transfer to FRC when 10 
years old. Offer to NARS when 20 
years old. 'SSFPY) 

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 

D.&q'?ROY- 'l'ranster to F'RC 1 year after f 
dat;e . DES'gpY 5 years· attGr run 
da.te. ( 2l il!IY9 

Maintain at agency as a."11 active work 
file. Destroy when inactive. 

DESTROY "turned.. in11 ID cards upon 
issue of new card. File. Forms DD-
1172 in military personnel files 
and dependents' case file. 



· D.RSSl, Record of Ide:atitication Cards 
Issued (CG-3133) (Military). 

.SJ2.. Original eligibility lists and 
authorizations for advaricernent in rating. 
and proficiency pay . 

.J':J.3. Servicewide examination results 
with supporting documentation for career 
advancement. 

S5q. Listings and related material on 
approved personnel retirement. 

;S,SS. Enlisted Transfer Orders issued by 
' Headquarters. 

$'$6. Officer Summary Records (CGHQ-
4255) on individual officers. 

J5,7. Records and related corresrondence 
relative to the Reserve Awards Programs . 

.S.jJ:8 . .Correspondence documenting personnel 
action on appointment, promotion, retire­
ment etc. 

Training and Education Records 

.,f$9. Training and course materials related 
materials (case files) including Volunteer 
Training Unit and Aviation Training records 

SGO- Requests for end-of-course examination 

'JSJ. School and training files containing 
correspondence, reports and related pap,ers 
on CG and Navy schools, th.e Institute, 
training aids and courses. 

s,1.. .Individual applications for post­
graduate, petty officer and other refresher 
or short courses. 

.S&3. Records of Boards of Visitors to the 
Coast Guard Academy. 

S~. Records of CG Advisory Committee to 
the Academy consisting·of minutes, 
correspondence, reporti, lists of personnel 
~-A--,~ ►-~~~~~~~~,~ 

.th.zed Disposi1.~t i:) 25 1fJ/f'
i,..; ii _t

FT 
DESTROY vhen 6 years old. 
DESTROY when 2~ years old. Transfer 
to FRC wen 5 years old. 

DESTROY when 25 yea.rs old. Transfer 
to FRC when 5 years old. 

DESTROY of CG Reserve (inactive) 
results when 2 years old. 

·DESTROY when 3 years old. 

DESTROY when 5 years old or 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 . 

PERMAN.ENT. Offer to 1lARS when 
20 years old. (l/10 CFPY) 

PEIDWreNTa Of':fer to P.AflS when 
20 yea.rs old. (1/10 CFPr) 



• 

·--De5cription of Records DR 
Officer Educational. Record (CG-4082). 

l~L
\,)U;:,. Requests for Procurement of materials 

and services for officer and enlisted 
training and procu·rement. 

J/J.1. Conformed copies of Navy PostGraduate 
School Contracts. 

,5"6,8. SF-1080 copies with supporting 
papers covering reimbursements for 
all types of aviation training. 

·s,,. Copies of requests for reimbursement 
for monies expended for required tests, 
copies of University invoices for books 
and supplies, approval correspondence, etc. 

! 
\ 

' 
Military Personnel Services Recordsf. 

S'10 

S'IJ• Claims files of correspondence and 
related papers pertaining to decedent affairs 
of deceased military and former Lighthouse 

•Service personnel. -

,571, Claims files of correspondence and 
• related papers on military personnel 

rembursement claims. 

•~. Card file containing surmnaries 
of claims processed by the office. 

,,Sf4. Agenda and minutes and general 
documentation of CG Board of Awards. 

•Sf5. Case files of copies of individual 
citation and awards, actions by Board 
of Awards and the Commandant; 
general documentation information. 

9'j6, Register of recipient of Lifesaving 
Medals. 

FT 
File original in service 

record. 
DESTROY office copy when 2 years old. 

DESTROY after 2 years for off-duty 
training; 5 years for full timer 
resident training; 3 years for pe 
personnel procurement requirements. 

DESTROY after 3 years if utilized 
by CG; end of FY for others. 

DESTROY when 3 years. old. 

DESTROY when 3 years old. 

DESTROY 5 years after deaxh of 
member or death of survivor receiving 
Retired Serviceman's Family Annuity. 

DESTROY 5 years afi;:er date of claim. 

DESTROY when disestablished. 

PERMANENI, Retain at HQ. Offer to 
NA.RS when '2Q year~ old. '5 CFPY) 

DESTROY up~n ~eperation from CG or 
CGR. 

PERMANENT. Offer to NARS whea20 
years old. ~ CFPY) 

https://Milita.ry


Description of Records DR FT 
511• Case files on approved plans, policies, 

programs 1 projects and procedures concerning 
military discipline including clemency, 
mental incompetency appointment of trustee/ 
guardian, and remission of indebtedness. 

S';8. Interagency agre.ement and case files 
on approved plans, policies, programs and 
procedures concerning dependents' identifica­
tion cards, recreation and morals, _!!!OVies 
and inter-service ~;ports coa,petion. 

, ;.J ..:.. 1.,J; \ ;,~i-.. {;... LL. ·1 

S'19. Case, "subject, planning and control 
and legislative hist0ry files on military 
and civilian personnel security boards, 
programs, policies and procedures. 

Stjo. Significant and substantive information 
in individual civilian and military personnel 
security files. 

J" $1. Atomic Energy Commission Clearance 
Record Cards • 

.S 12.. Case, subject, planning and control 
files ~n approved family housing p:p~j.e~t;s 
with correspo~dence .alld memor~nq.u~. con­
~erning the program, other than items 
contained in item 1 of this section. 

~ilitary 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. 

584. Direct Commission Programs, Application 

DESTROY when disestablished. 

DESTROY 5 years after disestablished 

DESTROY 20 years- after obsolescence. 
Transfer to FRC S years after 
obsolescence. 

DESTROY 5 years after termination 
of employment or retirement except 
DISPOS~ Cif investigating and non­
significant information in accordance 
with DOT Order 1630.2. 

DESTROY l year after termination of 
clearance. 

DESTRO:'{ at Headquarters when 20 
years old. 

a. Selected Applicants-File in 
O~ficial Personnel Folder. 

b. Non Selected Applicants-Destroy 
6 months after deadlines date 
for class which applicant is 
made. 

Files containing copies of applicantion for appoint­
ment in the Coast Guard, interview reports and related 

a. Selected Applicants-File i:ri 
Official Personnel Folders. 

papers. 

b. Non Selected Applicants­
Destroy 1 year from date of 
board by which considered. 

Used examtmitions ond ans•.:er n~c:;rrrg0y b:r !~ll~int; or shredcl5. ~-8' tr~":~!11. 
sheets with qualifjcution tests. ~ ~y.=:._-',~LJ ol(l.-

/J_Jtl- !J 



D§scription of Records 

.su/;i ·Correspondence files ·,,ii th the 
public on officer _procurement 
programs. 

Sfflf General inforrrBtion files on 
recruiting and enlistment . 

.!>"3lf/ Periodic reports of enlistments 
received from districts. 

SfJf Reports and forms used by examiners 
in accounting for examination books or 
certifying that exarn:inations •,1ere given 
in accordance ~ith instructions. 

FEB 2 5 1977 

Auth0rizea DisEosit{on 

DESTROY when 1 year old. 

DESTROY, when,, 2. yeaxs.. old. 

DESTROY.when.j yea.rs old.· 

])~STB.Ol wl:w11, :{ years old. 

A ... J-



DR 
SECTION 15 MARINE SAFETY COUNCIL 

These records relate to the Coast Guard regulatory system, administered 
by the Marine Safety Council, and include items of a public and non­
public nature. 

De.sctiption of. Reco.rds 

591.. Records created by the -
~---· 

1-'lar'lhe Safe-ty Council docu-
menting the organizational development 
and a.dmin.istration of the _ 
Marine Safety Council consisting of • 
th_e following: 

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

b, Studies/Surveys conducted by 
the Office of Marine Safety Council 

(1) Studies/Surveys which resulted 
in Coast Guard wide adoptfon of policy or 
management pro1tt~m~ • 

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

(b) Which are not forwarded 
to or published by a high~r ~~thority. 

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

S'"/1, General administrative corres­
pondence, reports and related material 
(excluding primary records). 

Sf:). Record material of a routine 
administrative or housekeeping 
nature. 

• 
Authorized Disposition 

PERYiAlIBNT. .Transfer to FRC when 
5 years old. Offer to NP.RS when 
20 years old. (.5CFPY) 

,I 

DESTROY, 5 years after publication 
of the study by higher auth.Jrity 
or when usefulness has been served 
whichever is later. 
PEIDIDTENT. Transfer to FRG when • 
5 years old. Offer to NARS when 
20 years old. (.SCFPY) 
DESTROY when 5 years old or when 
usefulness has been served, which­
ever is later. 

DESTROY when- 3 years old •. 

DESTROY when l year old. 

\ 



~.J. k,' ~·+<-v, t'-L,, - r''- • .s,.,,. Rules, regulations and directives 
files with background material used 
in preparation of rules and reg­
ulations puplished in the Federal 
Register and/or CG issuances. 

SfS. Records and transcripts of public 
hearings held by Marine Safety Council 
and written comments received con­
cerning proposed regulations . 

.s,,. Records of meeting of Marine 
Safety Council. 

597. Records of Marine Safety 
Council Advisory Committee con­
sisting of decision·making cor­
respondence, Committee Agenda & 
Minutes of meetings 

SS,S. Printers' copy, galleys and 
page proofs of CG marine safety 
publications. 

DESTROY when 20 years old. 
.0. 

Transfer 
when 5 years old. 

PERMANENT. 
Transfer to FRC when 5 years old. 
Offer to NA.RS when .20 years 
old. (1. 5 CFPY) 

PERMANENT. Transfer to FRC when 
5 years old. Offer to l'.ARS when 
·7- o '1 l(l.:~ ut. • 

PERMAl\1ENT. Transfer to FRC when 
3 years old. Officer to NARS when 
20 years old .. (2 CFPY) 

DESTROY at time of next revision 
of publication or when declared 
obsolete. 

MAR 2 5 ·1t77 

81 MAR 2:.,;77 
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SECTION 16 Cirilicm ~~rsonnel Records 

Coast Cuard civilian personnel records relate to the supervision over 
and management of F~deral Civilian !mployees. This Schedule covers 
the disposition of all o~~icial per&onnel-folders of civilian employees 
W1d. all ot~er record relatillg to cirtlitm personnel . 

.DESCRIPTION OF RECORDS 

_601.. 

6() 2_. Correspondence and aubject 
fil~s relating to the adminiatra­
tion and operation of personnel 
functions @t Diotrict of:fic~s 
or Hs&d.quartera umts level. 

6 () 3 • Corre§poiw.ence, reports Md 
nila.too. matQr:i.li'l. @n eirtliau tr-e.in­
~ 0'.nd- 6~?'1fiC®·S~ pi'OgrSl'JBe 

.60 4. Individual employee tiles on 
tr&iiling. 

&() 5. . Certificate files (requests 
tor certificates &nd certificates 
of eligibles) . 

Jl)6. l1otif'ication of persormel 
actions-Journo.l. 

ttJ7~ Health improvement and health 
benefits ~rograms and reports. 

6() 8. Persomiel folders excluding 
•-( & ) folder1.1 or groups of folders 

selected by the National Archives; 
(b) folders covering periods of 
employment terminated prior to 
Jan.uary 1, 1921;. e.nd (c) papers 
on the left or the so-call~d • 
"temporary" mide·of the folder,· 

• ·- . which are authorized for disposal. 
by·General Records Schedule l, 

• _item 10. 

·-,. AUTHORIZED DISPOSI'l'"ION 

DESTIDY vhen 3 ;years old. • 

DESTROY 2 years a£tar completion 
of' trai"J:i:lllg. 

DESTOOY after inspe:ction require­
ments (by"Civi.1 Service Commission 
or Coast.Gulll'd) have been met. 

DESTROY mien 3 yrars old or e.f'ter _ 
inspection requirements hmve been met. 
l, --

DESTROY wen 3 years-old. 

(a) See Ch~pter 293, Subcho.pter 
2, Federal Personnel Ma.nu.al for 
1mtructions relating to folders 
ot employees.transferred to 
another agency. (b) Transfer 
folders of separated employees 
to 1ne.ctive·file on separation 
in accordance nth tbe Federal 
Personnel Manual, transfer 
folder·to NPRC, (CPR), St. Louis, 
Missouri, 30 d~a after separation. 

(CONT) - • • 

https://Ma.nu.al


R 
DESCRIPl'ION OF RECORDS 

,o9.. Service Record Card (llta-..ndard 
• Fenn 7 or 1ts· equivalent) 

a ... Cards for employees separated. 
or transferred on or before 
December 31, 1947. 

b. ""· Curds for employees separated 
.· or transferred on or afte:.­
J·anuary 1., 1948. 

· &!@. Correspondence, let·i.iers, and 
t~legrGZD.S offering appointments to 
potential.employees. 

6 u. Certificate files, consioting 
ot: 
a.· Requests for certificates 
of eligibles. 

••• b. Cert1f'1catea of eligibles. 

6 d,. »aployee record cards used for 
inf'omational purposes outside per­
sonnel of.t'ices (such as SF T~~). 

FT 
AUTHDRI2'JID DISR>SITION 

.(b) (OONT) DESTROY 75 years .after 
birth of employee or 6o years 
after date of earliest document 
in the folder if date of birth 
crumot be ascertained, provided 
employee bElS been separated or 

. retired· for, at leest 5 years . 

Transfer, to. NPRC, (CPR) , St . 
Louis, Missouri. 

DESTROY 3 years after year of 
employee's separation or transfer 
to G.nC?ther agency. 

(a) If. appointment is accepted; 
destroy i!pmediately. 
(b) If' appointment ia declined.: 
(lT ~eturh to C.i\1'1.1 Service 
Commfs:sfo1·r with' rapfy &Dd. application, 
1f'

1 

n01J1e va.s received from certificate 
ot eligibles; 
(2) File inside application, if 
ottered c.s a result of s.pplica-

• tion f'or t·empore.ry or excepted 
appointment and dispose of in 
accordance with proviaions in 
1teml5; (3) All others; dispose
immedi~ely. • 

DESTROY 2 years after date of 
certificates. 

DESTROY 2 years after date of 
certificates. 

DRSTROYort:re.rwfer to anotb&r 
agency or bu.reau or on me~tiOn 
of ~l""e 

https://t'empore.ry


f~DESCRIPl'ION'.OF RECORDS nmros= 

Gl3. Pomition <1.omcr1pt1ons. 

... 
615. Duplic&ta case tiles ot 

performance rating board.a 
. ot revie'l!I', copies of wtch 

have been forvard.ed to the 
Civil Service comisaion. 

&16. All copies of correspoodenc~ 
· and forms maintained e.s -
temporary records on the 
left aide of the Offici!ll 

•. P~rsonnel Fold.er 1n accordance 
vi.th the Federal Personnel Manual, 
Chapter 293, snd Supplement 293-31. 

617. Position 1dentifecation ntrips, 
used in service control file (such 
as Standard Fom 7) to provide 
summary data on each position 

. occupied. • 

,18. Incentive awards case files. 

,19. Reports pertaining to the 
incentive awrds program. 

,20. ll'otif'1ce.t1ons of personnel 
.action, exclusive of those in 
O:f'tic1sl. Personnel Folders. 

·.• a.. Chrcmologic£1..l file copies, 
~l~ ;.;':1e<J1 l;ji;,.;J!~;.;rt.:, • 

b. All other copies. 

DESTROY OM e,;ypy 5 ~· 
After pos1ti0:u is .&bo hoo. or 
demertption ia gupe~d.e<f,; . • 
-(b) DESTROY other cop 2. _~en 
position 1s 8'.boliaboo.. 11cri1>­
tion :bv o~rm&ied:., . l 

Pl.s.ce- in ~1W' ftle· on· tl'WlSfer 
or separa.tion of ompl.oyee &md. 

• • m;tu.rt_ l!t::, tt~r:- ili~tj,:i:~, tt'J;.tr f.-very 
•• ·~f.• !i.ro;..,tha•~- -1'-.,•: DilSTRbY:".:~t·,:..,e, . - ' .file ·. .. •.. •' .•-.. . .. ••· ... 

6, oontl:u.i t11..t'tl:t.:f. it.. u. cloi:.0d.. U 
filing ~nt dittora f'ro6ll 
that auggeated. herein, BEST.ROY 
~rds 6 inonths after transfer 
or separation of employee . 

DESTROY 1 year a:ftey ~mpletion of• cs.se. 

IiES~oy;: on> transt'i.!r to rurother 
Gg$DCY (except in & trar..afer of 
i"unctions) 1 eepa:ration of the 
employee, or when 1 year old. 
providing pur.pose has been served. 

DESTR:>Y wen position_is canceled 
or new strip is prepm"ed. 

.After closing case transfer to 
inrn.etive closed fil.e·ru:id destroy 
2yaars &\f'ter closing.-

DEST.ROY lfflen 3 years old. 

ml.B:t:ROY tihen 2 years old. 

DES'l'ROY vhe:il 1 year old. 

https://ccr,:i.ea
https://Y:J.s.ce
https://position.is
https://accordGJ:1.ce
https://llh:1.ch
https://cloi:.0d
https://tt'J;.tr
https://forvard.ed
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DESCRIPrIOM OF RECORDS 

,21. Applications for em:plo~t 
end related papers, excluding 
(a) records relating to appointments 
and requiring S~natorial confil"Wltion., 
wid. (b) applications neult:u:.g in 
e.p:pointment filed in the Official. 
Personnel Fold.cir (covered ~ item 
1 of th:1..6 ,;icb.e--dul.e). 

I 

622., Si;atii;tical reports in the 
operstiu0g personnel off'ice o 

6230 Correspondence end foms in 
operating peraom1el of't'ices 
relatillg to individual employees 
oot ma:l.ntained. in Official Personnel 
FoMers and not provided. for else... 
were in this schedulee 

a. Correspondence and forms 
relating to pti:nding personnel 
actions. 

b., Retent~on regis~ers(including 
card files -and .related papers) 
from which red:uction~:iJl=:f'oree 
actions have been'tBlten. 

. . . 

c., Retention registers (illcl.uding 
card files wid related .papers) 
from which no reduction-in-force 
ootions have been teken 

d. All other correspondence toms. 

624 e Copies .of document d..u:plice.ted 
.in Official Personnel Folders and 
not provided for elsewere in this 
schedule. 

,25. Records relating to 1nc1ividual. 
employee operation of Governmant­
owned vehicles, 1ncl.ud.ing dr1ver 
teJtB: euthorization to u-se 3 saf'e 
driYing nwa:rds, emd ro:t."'1t,1;.,a. 

AUTHORIZED DISPOSITION 

DESTOOY upon recipt of 
~t Cr...Jil.'d re:p0r.t ot 
~, l.nSpection or wen 2 Y\.'larB old., 
whichever is earlier, providing· 
the requirements of Chapter 333, 
Sectioi:l' A/4 of'• the Fadera.l 
Personnel ?~nual GJ."G observe<:!.• 

DESTROY: _'\:.'hen 3:. Y-e13;rs _old or after next 
progi~:;m'.V'ieJil: ,,ldli.cheve r is later·. 

DES'rROY mien BA..--tion 1s completed. 

DESTROY when 2· )"etU"a old. 

DESTROYvhen supersoo.ed.. 

DESTROY 6 months after tile 
1s closed •or 6 T©nths &f'ter date 
of document 

DESTROY 6 months after file 
1s closed 

DESTROY 3 years a.f'ter separation 
of mnployee or 3 years ot'ter 
a:f'ter rescission of authorization 
to operate Go~~nt-<Ywnoo vehicle, 

https://supersoo.ed
https://opero:tion.of
https://S~nator:1.al
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P:f,;26. Records created in receipt 
cnd_proceesiog of complc.tnts of 
diacr'l.mine.tion b;y.~loye,01:1 or 
a.pplicants for cmrployn."ent with 
Fcderel Civil Sarvieee • 

a. Of'f:1c1al Rqu&.l Et.lplo~nt 
Opportwuty C£1!.5~ Files; &ll 

described by 5 CFR 713.,222: 

1) Ho.en case is resolved 
w.1.thin ~Gncy or origin 

2) When ccse is res•olved ,
by u.sg Civil Service 
Ca.rwniBaion; or·a u.s. Court; 

b. "' 1-..11 other copies of EED 
complaint case file3 or duplicates 
of d.ocuments pertain:l..ng to· co.se files 
which are included in files retained 
under Item 26(e.} above; 

c . All b.sckground documents 
pertaining to the case but not 
included in case files retained 
under Item 26(a) above; 

G27. position Management 
Studies . 

G28. Inspection Reports of 
position Management. 

6 29. Position Classifica. tion 
Appeals. 

DESTROY 4 years attar f:inAl. 
final. adju.Gtm2nt •• 

The officio.l. case file 
ia retained by USCSC according 
to their racords control 
schedule. 

DESTROY 1 year o.fter final 
adjustment. 

DESTROY 3 yea.rs a:t'ter final 
adjustment. 

DESTROY when 5 years old. 

DESTROY when 5 years old. 

DESTROY 5 years after position
is abolished. Transfer to FRC 
3 years after close of case. 

https://pertain:l.ng



