
  

 

 

  
   

 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

  

   

 
 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-026-80-04 

Some items in this schedule are either obsolete or have been superseded by new 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These items, unless subsequently superseded, may be used by the agency to 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. 

Note: Item 277 is now restricted to records stored in the FRCs as of 1/97. See N1-206-97-001 item 277 

for additional information. 

Items 1, 2, 6, 44-46, 48, 52, 60-65, 67A&B, 79(B-C)-83, 87B, 

104, 111A&B, 116-126, 152A&B, 153E, 154-155, 168-170, 172, 173B, 185-186, 188, 

190, 192, 194-203, 204B, 205-207, 210-213, 214A-C, 215-219, 221-229, 232, 234-238, 240-245, 247, 

249, 252-253, 255-256, 265-269, 273A, 274-276, 278-280, 292-293, 296(C1, D1&2, E,F,H), 297B&C, 

298-299, 

310, 312, 313, 315-333, 335B, 336B-D, 337-340, 342B, 343, 355(b-e), 356(b-c), 357, 359-363, 

364A,C&D, 365-367, 369-370, 382A through 382D, 383, 395-402 

SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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. 

GRS supersessions were at the agency's request, emails dated October 29, 2021 and March 14, 2024. 

Reserved items: 7-43, 54-59, 68-78, 88-98, 105-106, 116-126, 134-144, 153C, 157-167, 174-184, 220, 

231, 257-264, 281-291, 300-309, 334, 341, 344-354, 368, 371-381, 384-394 

Item 3 is superseded by DAA-GRS-2020-0001-0003. 

Items 4A and 4B are superseded by DAA-GRS-2013-0003-0011. 

Item 5 is superseded by DAA-GRS-2020-0001-0003. 

Item 6C2 is a records management instruction. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/3/2025 NC1-026-80-04 



  

 

 

  
   

 

  

 

 

 

 

  

 

 

  

 

 

  

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 47A is superseded by N1-026-05-013, item 1. 

Item 47B is superseded by N1-026-05-013, item 2. 

Item 49 is superseded by DAA-0563-2012-0002-0005 

Item 50 is superseded by DAA-0563-2012-0002-0002. 

Item 51 is superseded by DAA-0563-2012-0002-0007. 

Item 52 is a records management instruction. 

Item 53 is superseded by DAA-0563-2012-0002-0006. 

Item 66 is superseded by DAA-GRS-2016-0011-0001. 

Item 79A is a records management instruction. 

Item 84 is superseded by DAA-GRS-2016-0011-0014. 

Item 85 is superseded by DAA-GRS-2013-0003-0001. 

Item 86A is a records management instruction. 

Item 86B is superseded by DAA-GRS-2016-0011-0005. 

Item 87A is a records management instruction 

Item 99(A, B, and C) is superseded by DAA-GRS-2019-0004-0001. 

Item 100 is superseded by DAA-GRS-2016-0013-0001. 

Items 101, 102 and 103A-C are superseded by DAA-GRS-2013-0003-0001 

Items 107-108 are superseded by DAA-GRS-2013-0003-0001. 

Item 109A is obsolete. 

Item 109B is superseded by N1-026-06-008, item 1. 

Item 109C-109N. DAA-GRS-2016-0011-0001 (GRS 5.4, item 010) 

Item 110A is superseded by DAA-GRS-2013-0003-0001. 

Item 110B is superseded by DAA-GRS-2013-0003-0004. 

Item 110C is superseded by DAA-GRS-2013-0003-0001. 

Item 110D is superseded by DAA-GRS-2013-0003-0012. 

Item 110E is superseded by DAA-GRS-2016-0011-0001. 

Items 111C, D, E, F G are records management instructions. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/3/2025 NC1-026-80-04 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 112A is superseded by DAA-GRS-2013-0005-0006 and DAA-GRS-2013-0005-0007. 

Item 112B is superseded by DAA-GRS-2013-0005-0006. 

Items 113-114 are superseded by DAA-GRS-2013-0005-0004. 

Items 115A and B are superseded by DAA-GRS-2013-0005-0010. 

Item 127 is superseded by DAA-GRS-2018-0002-0014. 

Items 128A&B and 129 are superseded by DAA-GRS-2018-0002-0013. 

Item 130-131 is superseded by DAA-GRS-2022-0001-0001. 

Item 132 is superseded by DAA-GRS-2021-0001-0004. 

Item 133 is superseded by DAA-GRS-2017-0010-0005. 

Item 145. All records are destroyed. No more will be created. 

Item 146 is superseded by DAA-GRS-2017-0010-0009. 

Item 147A&B is superseded by N1-026-05-023, item 1. 

Item 148 is superseded by DAA-GRS-2017-0010-0012. 

Item 149 is superseded by DAA-GRS-2021-0003-0001. 

Item 150 is superseded by N1-026-05-021, item 2. 

Items 151 and 153A&B are records management instructions. 

Item 152C. All records are destroyed. No more will be created. 

Item 153D is superseded by N1-026-05-022, item 1. 

Item 153F is superseded by N1-026-05-022, item 2. 

Item 156 is a records management instruction. 

Item 171. All records are destroyed. No more will be created. 

Item 173A is superseded by DAA-0563-2019-0010-0002. 

Item 187 is superseded by NC1-026-83-02, items 187A and 187B. 

Items 189 and 191are records management instructions. 

Item 193 is superseded by NC1-026-84-06, items 193a and 193b. 

Item 204A is superseded by NC1-026-84-06, item 204a. 

Items 208A, 209, & 214D are records management instructions. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/3/2025 NC1-026-80-04 



  

 

 

  
   

 

 

 

 

 

 

  

  

  

  

 

 

  

  

 

 

 

 

 

 

  

 

 

 

  

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 230 is superseded by N1-026-05-006, item 1. 

Item 233 is superseded by N1-026-05-006, item 2. 

Items 239A and 239B are presumed to be destroyed. 

Item 246A is superseded by NC1-026-82-12, items 246a1 and 246a2; also, by N1-026-08-005, item 1d 

(for records dated 1968 forward). 

Item 246 B is superseded by NC1-026-82-12, item 246b; also, by N1-026-08-005, item 1a (for records 

dated 1967 and prior) 

Item 248 is superseded by N1-026-08-005, item 1a (for records dated 1967 and prior) 

N1-026-08-005, item 1d (for records dated 1968 forward). 

Item 250 is superseded by N1-026-08-005, item 1a (for records dated 1967 and prior) 

N1-026-08-005, item 1d (for records dated 1968 forward). 

Item 251 is superseded by NC1-026-82-12, item 251; also by N1-026-08-005, item 1a (for records dated 

1967 and prior). 

Item 254B is a records management instruction. 

Item 254 is superseded by N1-026-08-005, item 1a (for records dated 1967 and prior). 

Item 270 is superseded by NC1-026-84-06, items 270a and 270b. 

Item 271 is superseded by NC1-026-84-06, item 271. 

Item 272 is rescinded under NC1-026-84-06; records to be directed to codes 270a and 273. 

Item 273B is superseded by NC1-026-84-06, item 273. 

Item 277 is superseded by N1-026-97-001, item 277. 

Items 294A and B are records management instructions. 

Item 294C. All records are destroyed. No more will be created. 

Item 295A1is a records management instruction. 

Items 295A2 and 295A3. All records are destroyed. No more will be created. 

Item 296A is superseded by NC1-026-84-01, items 296a1 through 296a9. 

Item 296B is a records management instruction 

Item 296C2 is superseded by DAA-GRS-2016-0011-0015 

Item 296I1 is superseded by DAA-GRS-2016-0011-0014 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/3/2025 NC1-026-80-04 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 296I2 is superseded by DAA-GRS-2016-0011-0011 

Item 297A is superseded by DAA-GRS-2013-0003-0002 

Item 311A1 is superseded by N1-026-05-019, item 1 

Item 311A2 is superseded by N1-026-05-019, item 1 

Item 311B1 is superseded by N1-026-05-019, item 2 

Item 311B2 is superseded by N1-026-05-019, item 2 

Items 314 and 314B are superseded by DAA-GRS-2013-0003-0001 

Item 335A was superseded by N1-330-04-001 

Item 336A. We presume these records are destroyed. 

Item 336E is inactive per ARO email 3/14/2024 

Item 342A is a records management instruction. 

Item 355A is superseded by DAA-0563-2019-0008-0004. 

Item 356A is superseded by DAA-0563-2019-0008-0004. 

Item 358 is superseded by DAA-0563-2019-0003-0002. 

Item 364B is superseded by DAA-0563-2019-0003-0001. 

Items 382E1 and 382E2 are superseded by DAA-GRS-2016-0011-0001 (GRS 5.4, item 010). 

Item 403 was superseded by GRS 5.4, item 010 (DAA-GRS-2016-0011-0001). 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 6/3/2025 NC1-026-80-04 



 

 

NOTIFICATION TO AGENCY 

' ·, 
I I ,; ... !t-

REQUEST FOR ·RECOR;--.OSITION AUTHORITY o 

(See lnstru� reverse) 

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

1 FROM (AGENCY OR ESTABLISHMENT) 

DEPARTMENT OF TRANSPORTATION 
2 MAJOR SUBDIVISION 

In accordance with the prov1s1ons of 44 US C 3303a the disposal reU. S. COAST GUARD quest. including amendments, 1s approved except for items that may 
be stampeo "disposal not approved" or "withdrawn" in column 103 MINOR SUBDIVISION 

CHIEF, MANAGEMENT ANALYSIS DIVISION 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT 

1.- Jq_g,;J. 
MR. R. MARK ADAMS 755-7960 Date 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for. this agency m matters pertammg to the disposal of the agency's records, 
61that the records proposed for disposal m this Request of page(s) are not now needed for the business of 

this agency or will not be needed after the retention periods spec1f1ed

D A Request for 1mmed1ate disposal. • 
[xJ B Request for disposal after a spec1f1ed penod of time or request- for permanent 

retention 
E TITLE 

CHIEF, MANAGEMENT ANALYSIS DIVISION 

9
7 8 DESCRIPTION OF ITEM 10

SAMPLE OR
ITEM NO (With Inclusive Dates or Retenllon Periods) ACTION TAKEN

JOB NO 

The attached proposed Coast Guard Field Records Control 
Schedule for the disposal of Field records is forwarded 
for approval. This schedule is broken down into 16 sec­
tions. Each section applies to a particular major office 
or special division and contains records of primary con­
cern to said office or special staff divisions. 

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

115-107 

(If "' ', - ' 

I 7 (.te1115 
STANDARD FORM 115 
Revrsed Aprrl, 1975 
Prescribed by General Services 

Admin1strat1on 
FPMR (41 CFR) 101-11 4 
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ENCL: (1) COMDTINST M5212.12 •Y'J 

COAST GUARD COMPREHENSIVE RECORDS CONTROL SCHEDULE NO. 2 

SECTION 1 

SECTION 2 

SECTION3 

SECTION 4 

SECTION 5 

SECTION 6 

~ SECTION 7 

SECTION8 

SECTION 9 

SECTION 10 

SECTION 11 

SECTION 12 

SECTION 13 

SECTION 14 

• SECTION 15 

TABLE OF CONTENTS 

ADMINISTRATION AND .MANAGEMENT RECORDS 

BOATING, PUBLIC AND CONSUMER AFFAIRS 
RECORDS 

ENGINEERING RECORDS 

FISCAL. ACCOUNTING AND SUPPLY RECORDS 
(INCLUDES ADP RECORDS) 

CIVIL RIGHTS RECORDS 

SAFETY PROGRAMS RECORDS 

MEDICAL AND DENTAL RECORDS 

LEGAL RECORDS 

COMMERCIAL VESSEL SAFETY RECORDS 

OPERATIONS AND READINESS RECORDS 

MARINE ENVIRONMENT AND SYSTEMS RECORDS 

MILITARY PERSONNEL RECORDS 
(INCLUDES RESERVE) 

COAST GUARD ACADEMY RECORDS 

COAST GUARD AIRCRAFT REPAIR AND SUPPLY 
CENTER 

COAST GUARD YARD 

,/Pc fJf 
�.e.rt.!!9 

PAGE(S) 

I 'AND 2 (io) 

3 THRU6 (?-1) 

7 THRU 10 (i..4-) 

11 THRU 16 ('I ·JJ 
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25 AND 26 ( I) 

27 THRU 40 ('IJrl) 

41 THRU 46 CH) 

47 THRU52 (�;") 

53 THRU 56 {7c5) 

57 THRU 62 ( 3-i) 

63 AND 64 (to) 

65 THRU 68 (:1-s) 
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Section 1 - ADMINISTRATION AND MANAGEMENT RECORDS 

These records relate to the management administration of the various 
Coast Guard programs at area and district offices, Headquarters units, 
Coast Guard Activities Europe and district umts. Specialized records 
relating to the management of military personnel, financial matters. 
engineering programs. operations. etc. 
schedule. 

DESCRIPTION OF RECORDS 

1. Directives and Publications 
Issued by the Area Comman­
ders, District Commanders. 
Commanding Officers of 
Headquarters Units and 
Commander, Coast Guard 
Activities Europe. 

a. Original of directive or 
publications, 

b. All other copies. 

2. General Correspondence Files 

General Administrative correspon­
dence files for routine administrative 
or housekeeping purposes 

3. l\fanagement Improvement Reports 

Copies of management improvement 
reports submitted to the Office of 
\1:anagement and Budget, and related 
analysis feeder reports. 

4. AUDIT by GAO and OST 

a. General administrative corre­
spondence on audit activities 
at district offices, Head­
quarters uni ts, afloat and 
ashore activities. 

are covered in other parts of this 

AUTHORIZED DISPOSITION 

PERMANENT. Transfer to FRC 1 
year after superseded or cancella­
tion. Offer to N ARS 20 years after 
superseded or cancelled in 5 year
blocks. 

DESTROY when superseded or 
cancelled. 

DESTROY when 2 years old. 

DESTROY 2 years after submission 
of report. 

DESTROY when 3 years old. 



(111) 

DESCRIPTION OF RECORDS 

AUDIT GAO and OST (cont'd) 

b. Records of GAO and OST 
audits. 

5. DOT Annual Report 1 
! 

I Copy of Coast Guard portion of 
DOT annual report submitted to

I the Department of Transportation 
and related feeder reports. 

I 
6. Inspection Reports 

a. Originals of Area and District 
Inspection Office Inspection 
Reports. 

b. Completed Check Lists. 

c. Inspection Schedule. 

( 1) l\faterial used for 
reference in in­
specting office. 

(2) !\l[aterial relating to 
a floating unit on re­
assigment to another 
jurisdiction. 

(3) Inspection Historical 
File. 

7 - 43. RESERVED. 

t 

AUTHORIZED DISPOSITION 

DESTROY when 3 years old. 

DESTROY l year after DOT annual 
report is printed. 

DESTROY after completion of 2 sub­
sequent inspections or when adminis­
trative usefulness ends. whichever 
is sooner. 

DESTROY completed check lists and 
other background material when 2 
years old or when no longer required 
for administrative purposes. which­
ever is later. 

DESTROY when superseded or 
obsolete. 

Forward immediately all previous
reports and associated items to 
gaining inspector. 

DESTROY 1 year after decommiss­
ioning or disestablishment of unit. 

2 



4 7. 

Section 2 - BOA'i T'}, PUBLIC AND CONSUMER · 'FAIRS RECORDS 

These records relate to the administration and operation of the Recreational 
Boa ting Safety Program at district offices and field activities. The program
is aimed at reducing accidents, injuries and fatalities related to the operation 
of pleasure craft on the waters of the United States and its posessions by the 
enforcement of Federal laws and regulations governing recreational boating. 
educating the public, maintaining liaison with State Boating Law Administrators 
and organizations concerned with boating safety to encourage uniformity and 
reciprocity of boating laws and regulations, etc. In addition. this section 
contains disposition instructions for Public and International Affairs. 

DESCRIPTION OF RECORDS 

44. Law Enforcement Agreements 

Original of Coast Guard/State
Law Enforcement Agreements. 

45. Conference Records 

Minutes of conferences with State 
Boating Law Administrators. 

46. Boating Investigations and Reports 

a. Investigations of boating
fatalities (marine casualties). 

(1) Reports of Investigation. 

(2) Marine Boards. 

b. Boating Accident Report case 
files. 

Applications for Numbers 

a. Application for numbers for 
undocumented vessels. 

b. Current Computer or Word 
Processor Retrieval System of 
vessel registration. These 
systems consists of informa­
tion abstracted from the certi- -
ficates and other documents 
which accompanied the vessel 
owners application. If none of 
the above documents are avail­
able, establish and maintain a 
card or similar file system for 
recording vessel numbers issued. 

AUTHORIZED DISPOSITION 

DESTROY 3 years after superseded 
or obsolete. 

DESTROY when 3 years old. 

DESTROY 5 years after investigation 
is completed. 

DESTROY when 10 years old. 

DESTROY 1 year after final action. 

DESTROY 3 years after expiration of 
permit or loss of vessel. 

TRANSFER current records to states 
or territories when an approved num­
bering system has been adopted by the 
state or territory. 

DESTROY non current documents and 
and cards when superseded or obsolete. 

3 
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DESCRIPTION OF RE. RDS 

48. Boarding Files 

a. Unit copies of boarding forms. 
including those where violation 
was present and those where 
it was not, and related papers. 

b. Notifications to Manufacturers 
of Factory Visit Findings. 

49. Public Releases 

Public releases issued by the 
Public Information Officer. 

50. Biographical Data 

Biographical data containing 
photographs and press re­
leases concerning individual 
service personnel. 

51 • Photograph Files 

Photographic negatives, prints 
and motion picture film of Coast 
Guard vessels. units and activities. 

a. l\t1otion picture film 

b. Still pictures. negatives and 
prints. 

5 2 • Video Tape Files 

Video tape recordings of agency pro-
9_uced or_ s_opnso_i;e�_pub l:lc __ sf fatrs. pro­
grams, news releases, or information 
Y-eports 

(Change per conversation w/ J. Doran and 
.5 3. Reference File 

General reference file containing 
correspondence, memoranda, media 
clippings and articles, other pro­
cessed and printed material concern­
ing Coast Guard activities used as 
reference material in the work of the 
Public Affairs Officer . 

4 

AUTHOR!.. D DISPOSITION 

DESTROY 3 years from date of 
boarding. 

DESTROY 3 years after visit is 
completed. 

PERMANENT. Transfer to FRC 
when 10 years old. Offer to N ARS 
when 20 years old in 5 year blocks. 

DESTROY when superseded or obsolete 
or when individual is transferred or 
separated. 

Forward to Commandant (G-BPA) when 
5 years old. Headquarters dispose of 
IAW Headquarters Records Control 
Manual (HQINST M5212. 6, item 46). 

Forward to Commandant (G-BPA) when 
5 years old. Headquarters dispose of 
IAW Headquarters Records Control 
Manual (HQINST M5212 .6, item 46). 

Forward to Commandant (G-BPA) when 
5 years old. Headquarters dispose of 
IA W Headquarters Record Control 
:Manual (HQINST 1\15212.6, item 51c).

JLH. 6-8-82.) 

DESTROY when superseded or obsolete. 



b. 

ENCL: (1) to CXMJ'ITNST M5212.12 

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

54 - 59. RESERVED. 

Auxilliary Record 

60. Board Meetings 

a. Copies of minutes of district 
board meetings. decisions and 
recommendations of district 
boards. 

b. Annual schedule of District 
Board :\.1:eetings. 

61. �ews Articles on Auxiliary
Activities 

62 .  Individual Personnel Folders 

Personnel Jackets for mem­
bers of Coast Guard Auxiliary. 

63. Unit Personnel Files 

a. Annual District directory of 
Auxiliary officers. and each 
amendment thereto. 

Copies of reports of change
of address of district com­
modores, district vice com­
modores and district rear 
commodores. 

c. Quarterly Flotilla Rosters 
and monthly alphabetical 
listings • 

DESTROY when 10 years old. Transfer 
to FRC when 5 years old. 

DESTROY when 3 years old. 

DESTROY when 1 year old. 

DESTROY when 30 years old. Transfer 
to FRC 2 years after disenrollment or 
death of member. 

DESTROY when 10 years old. 
Transfer to FRC when 3 years old. 

DESTROY when 1 year old. 

DESTROY when 2 years old. 

. . 
5 
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m:L: (1) to COIDTINsr M5212 .a12 
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DESCRIPTION OF RECORDS 

64a. Reports Fil e s .  

a .  Copies o f  reports of newly 
qualified Operational members 
and reque sts for AUXOP Cer­
tificate .  

b. Copie s of reports to Director, 
National Ocean Survey of  
name s, addres ses, flotilla 
des ignati on , and charts re­
quested for newl y  chartered 
flotillas . 

c. Fil e s  of current Facility In­
s pection and Offer of Use 
Reports. 

65a. C ME and Facility Decals 

R ecords o f  all C l\/IE and Fac1l -
1 ty Decalomania, by serial 
number, is s ued to members 
of the Auxiliary . 

6 6 . Exces s  Property 

Fil e s  of  Auxiliary unit requests 
for exces s  property 
or material. 

6 7. Cumulative Summary 

a. Weekl y C umulative Summary
by District and :v1onthl y Cumu­
lative Division Summary by 
Flotillaa. 

b .  All other copies. 

68 - 78 . RESERVED . 

( 

AUTHORIZED DISPOSITION 

DEST ROY when 3 years old .  

DESTROY when 3 years old .  

DESTROY 3 years after facil ity is 
no longer u s ed by the Coast Guard . 

DESTROY when 3 years old. 

DESTaROY when 3 years old. 

DEST ROY final report of  year when 
4 years old. 

DESTROY when 2 years old . 

, , 

6 
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Sec tion 3 - ENGINEERING RECORDS 

Thes e  records  relate to the adminis tration and operation of the engineering 
programs at Coas t  Guard dis tric t offices ,  Headquarter s  unit s ,  and other 
field act ivit ies c oncerned with the des ign and c onstruction of shore and 
m a r ine  s tructure s  and the cons truction, repair, maintenance ,  outfitti ng 
and approved alteration o f  cutters , vehicles ,  a 1ds  to navigation . shore 
and marine s tructures , machinery , e lec tronic equipment, etc . Records 
pecul iar  to the Coas t  Guard Aircraft Repair and Supply Center and the 
Ya rd are l i s ted under separate headings . 

DESCRIPTION OF RECORDS 

79. Real Property Files  (S it e Files)  

a .  Original deed s,  and r ecord 
c op ies  of  i mprove ments on s hore 
fac il it i es ,  proceedings of Boards 
of  Survey and correspondence .  

b .  Copies  of  records for improve­
m ents on s hore fac il i t iesa. 

c .  Copies  of  proceedings of the 
Boa rds of Survey with related 
cor re s pondence .  

80 . Elec tronic s Engineering Files 

a .  Elec tronics equipment  case  
files  c ontaining corre spon­
dence , memorandum reports , 
plansa, and authorizations 
pertaining to the acqu is ition, 
maintenancea, repairs ,  and 
d e s ign of a pa rticular type o f  
equipment . 

b .  Copies of plans and blueprints 
for installation of  electronic 
equipmenta. 

c .  Cop ies of landl ine ins tallation  
records and related papers  
d e sc rib ing the landline fac il i­
t ies  for spec ified areas . 

d . Cop ies  of right of  way per mi t s  
for landl ines,  with related 
papersa, granted to the Coast  
Guard by Government agenc ies , 
loca l gove rnment unit s and 
pr ivate firms  • . . 

AU THORIZED DISPOSITION 

FORWARD to Headquarters (G- F LP)a. 
Headquarters  di spose IA W Headquar-
te rs Re cords Control Manual (HQINST ✓-_ 
M5aa212a.6 ) a. (\·re.� 2.2..1 6'- l. ?.4) )tf� - 2 3 -� '-

DESTROY 3 yea rs afte r fac ility is 
eli minateda. 

DESTROY 3 years aft e r  di sposal of 
property . 

DESTROY 1 year after d i sposal of  
equ ipmenta. 

DESTROY when s uperseded or obsolete . 

DESTROY when s uperseded or obsoletea. 

DESTROY 3 years afte r install ation 
1s abandoned or  expiration of permit, 
whichever is  later . 
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ENCL :  (1) to CCMJTINr M5212 . 12 
\ 

DESC R IP T ION OF R ECORDS AUTHORIZE D  DISPOSITION 

Electroni c s  Engineering Files (cont ' d � 

e .  C orrespondence , memo ran- DESTROY when 3 years old . 
d um s , and  reports . relating 
to the installation and mainte -
nance o f  electronic installations  
of  C oast  Guard units . 

81 . C utter and Boat Files 

a .  C opies  o f  cutter and ordnance D EST ROY when s uperseded or obsolete 
plans and specifications . or after  disposal of cutte r . 

b .  C opies o f  survey reports DESTROY l year a fter transfe r  or 
pertainin g  to serviceability disposal of  cutte r . 
o f  c utters . 

Allowanc e  l is ts/  CALMS per­ DESTROY when s uperseded or 1 yea r  
ta ining to the allowance of  a fter  di sposal of c utte r .  
equipment . spare partsr, and 
s upplies to cutters of specified 
c lassesr. 

d .  Cutter c a s e  files  containing D ESTROY 1 year a fter  disposal 
correspondenc e , memoran­ of  cutter . 
dums , reports . plans , dry­
docking r eports , contracts . 
and work a uthorizations per­
training t o  the acquisi tion , 
maintenanc e ,  repairs and 
construction of a particular
cutter . 

e .  Class  shipalts and boa talts . DESTROY 1 year a fter last  cutte r  
o r  boat of c la s s  i s  dispose d  of.  

f .  Boat records and machinery DESTROY when superseded or obsolete . 
indexe s / C ALMS containing a 
general  desc ription of  the hulls 
and main engines , for boats 
under 65 fee t  in  length , with 
descr iptive information . 

. . g .  D rydocking reports  • -- DESTROY 1 year a fter  disposal of 
cutter • 

.. 
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DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

82e. 

83e. 

84e. 

85e. 

86e. 

• , 

Hull and Machinery Files 

a. Quarterly Hull and Machinery 
Reports and other reports 
pertaining to the condition, 
repair, and renewal of hull 
and machinery. 

b. Machinery logs containing an 
operating record of installed 
equipment. 

Damage Control Files Pertainmg 
to Inspection for the Prevention 
of Damage 

Vehicle Files 

General subject file on ve­
hicles containing correspon­
dence and reportse. 

Planning Files 

Advance planning file contain­
ing project reports for AC&I 
(on Forms CG-2618 series or 
equivalent) and Unit Develop­
ment Plans describing work 
proposed. cost estimates, 
Justifications with related 
chartse. drawingse, maps or 
photographs as needed. 

Photograph Files 

ae. Photographs of Coast Guard 
shore units construction pro­
ject. 

b. 35mm and 105mm negatives of 
drawings of active shore units. 

DESTROY 3 years after transcribing 
into Hull History and Machinery History. 

DESTROY when 3 years old. 

DESTROY when 1 year old. 

DESTROY when 3 years old. 

DESTROY 3 years after project is 
completede. 

FORWARD to Headquarters (G-BPA) 
after unit is deactivatede. Headquarters
dispose of IAW Headquarters Records 
Control Manual (HQINST M52 l 2.6, ate"" ll51 item 46). -� ,-2.')-i-2... 

FORWARD to Headquarters (G-ECV)e. 
Headquarters screen IAW Headquarters 
Records Control Manual (HQI:'.\ST 
l'.15212.6, items 116 and 117) • 

9 
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ENCL: (1) to CCM)'ITNST M5212 . 12 

( 
DESCRIPTION OF RE.a_ JRDS 

8 7. Equipment and Systems Drawings 
(Tracaings) 

a. Original AS BUILT drawings 
(trac ings)  of aids to navigation 
equipment and m inor struc­
turesa, oceanographic and 
marine environmental pro­
tection (MEP) equipment and 
sensor s ystems. 

b. All other copies. 

88 - 9a8 . RESERVED. 

( 
AUTHORIZE ... DISPOSITION 

FORWARD to Headquarters (G-EOE). 
Headquarters sc reen and dispose of 
IA W Headquarters Records Control 
Schedule ( HQINST M5 2 1 2.6). �
l""""-; \ \'"7 J \.-c\ '7 J \4.4,

) 
i !>c) J l SJ ) 

DESTROY 1 year after discontinuance 
of equipment or system. 

... 
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ae. 

b .  

0 

Sec tion 4 "SC AL , ACCOUNTING AND S ... .,LY R E CORDS 
, �ncludes ADP Record s )  

T he s e  r e c o r d s  are  accumulated in c onne c tion  with fis c al , ac counti ng , supply , 
and other c o mp trolle r - type operations of  Coast  Guard fi eld activitiese. 
Rega rd l e s s  of  d isposal  periods fixed by this schedule , record s  p e rtaining 
to matters l i s ted below shall not be destroyed without  spec i fic written 
app roval of the General Ac counting Offi ce  in each in stanc e :  

a .  An outs tanding exc eption by the General Accounting Office  o r 
internal auditors;  

b . An u n se ttled claim by or aga inst  the Government; 

c .  A c a s e  under curr ent or pending lit igation: 

d .  An incomplete inves tigation . 

When a c laim has  been fi led on a procure ment action or when there 1 s  
reasonable expec tation that  c laim i s  about to b e  fi led . all pe rti nent rec ords 
s hould be  segregated from other procurement filese. If  any pertinent records 
a re in a Federal Records C enter , the c enter s hould be a sked to hold them unti l  
further notic e . When suc h files are n o  longer t o  be earmarked for indefinite  
retenti on because  a c laim has been adj udic a ted o r  i f  no claim is  fi led , the 
c enter s hould be advi sed . 

DESC RIP TION OF RECORDS AU THORIZED DISPOSITION 

9 9 .  P ayroll F i les  

Closed milit a ry pay recordse. FORWARD to Co m mandant ( G - F PS)e. 
Headquarte r s  dispose of  IAW with Head­
quarters Re cords Control Manual , 
(HQINST M 5 2 1 2  . 6 ,  i te m  2 2 7 ) . 

C o m m anding officer ' s  pay re­ DEST ROY 2 years after GAO audit o r  
c ord o rders with s upporting when 3 year s  old , whichever i s  sooner . 
paperse. 

c .  C opies  of payroll s ,  milit a ry .  D E S TROY 6 months aft e r  end of  the pay 
periode. 

100 . Letters o f  Designation for ADO ' s  D ESTROY 4 years aft e r  terminati on of 
C ashierse. ACO' s  and Alternates des igna tion . 

1:0 1 . ADO' s Cash  Books and Sub sidiary DESTROY 1 0  years aft e r  the close of the 
Accounts and Cashi er Ledger fi s c  ial yea r involved . 
Ac counts 

11 
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DESCRIPTION OF RECORDS 

10 2 .  Time and Attendance Cards 
( salmon  copies) 

10 3 .  Shipping Records , Bill s of 
Lading . 

a . I s suing Offic e  memoran­
dum c opiese. 

b .  All o ther copies . 

c .  Bill s of  Lading Registers . 

104. Boards o f  Survey Files  

Proceed ings o f  Boards of  
Survey wi th  related 
correspondence . 

1 0 5 a. RESERVED . 

106. R ESERVE D . 

107 . Work Order  Files 

Compl eted and pending work 
orders c ontaining labor and 
material  chit s , cost  
recapitulation sheets  and 
s hop ord e rse. 

108e. Expenditure Transaction Files 

E AM cards :  Expenditure 
Transact ions Monthly Sum­
mary C a rd s , Closed Ac counts 
Pay able Cards , Closed Obl i­
gati ons C a rds . 

AUTHORIZED DISPOSITION 

DESTROY a fter  GAO audit or when 
3 years o ld . wh ichever is soone r . 

DESTROY when 3 years old .  

DESTROY when 1 year old . 

DESTROY 3 years a fter  final entry 
on register . 

DESTROY 2 years after  date of 
survey action or  date of posting 
medium . 

DESTROY 3 years afte r compl eti on 
of  work . 

D ESTROY a fter  end of  next calendar 
quarter following quarter  in wh ich 
produced . 

12 



a .  

b .  

/
I 

D ESCRIPTION OF R ECORDS 

109 . Inventory C ontrol Point Records 
( AIC P .  E /GICP/SICP} 

Reports reflecting the results 
of  tests  by chemical analysis  
and other media of material 
purchased for Coast Guard 
u s e . 

Inventory and s tock record 
cardso. reports of  all support­
ing and related documents 
pertaining to s torage and 
s tocking of material for 
Coas t Guard use . 

c .  Specification files used for 
procu rement of C oast Guard 
material . 

d .  Stock records . 

(1 )  Stock Record Cardso. 

( 2 )  Computer stock 
record file . 

e .  C atalog revision files .  

f .  Stock s tatus reports . 

g .  R eports o f  inventory of 
weapons . 

h .  C opies of ordinance hi story 
cardso. 

i .  Coast  Guard stock l ist for 
which cataloging is respon­
s ibl e .  

jo. DOD F ederal Supply Catalog­
ing Material . 

k .  Federal and Military Standard 
and Spec ifications Qualified 
Products List including CG 
MIL specifications and 
Purchase Descriptions . 

ENCL: (1) to CCMDI'INSTi1:15212 . 12 

(· 

AUTHORIZED DISPOSITION 

DESTROY when superseded or  
when obsolete . 

DESTROY a fter 2 years except for 
disposal of inventory tags which 
will be in accordance with para ­
graph 3D03007 . Comptroller Manual . 

DESTROY when superseding spec ifi­
cation is received . 

DESTROY 2 years after discontinuance 
of item or  1 year after balance has 
been transferre d  to new card . 

DELETE from computer record 1 year 
aft e r  discontinuance of  s tocking of item . 

DESTROY 2 years after  change appears 
in catalog . 

DESTROY 2 years after submission 
of new report . 

DESTROY when 2 years old . 

DESTROY when 2 years old .  

DESTROY a s  revi se d ,  keep s uperseded 
copy for 5 years • 

DESTROY when superseded by revise d  
edition . 

DESTROY when superseded or compl ete 
revis ion occurso. 

13 
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DESCRIPTION OF R "JRDS 

Inventory Control Point Records 
(AICP, E/GICP/SICP) (cont'd) 

1. Concurrences (with or without 
comments on standardization 
projects and simpllficat10ns 
studies)e. 

m. Federal Item Identification 
Guidese. 

n. Record copies relating to 
development of data on CG 
items of supply, and assign­
ment of stock numberse. 

110. Non-Appropriated Fund 

a. Letter(s) of authorization for 
Coast Guard NAF Activitiese. 

b. Records of Coast Guard N AF 
propertye. 

c. Records and supporting doc­
uments for administration of 
Coast Guard NAF activities 
including bank statements. 
check bookse. cash books, can­
celled checks, property and 
stock records, expenditure 
voucherse, purchase orderse, 
venders' invoicese, payroll and 
personnel recordse, package 
store safe chitse, daily activity 
records, guest register cards, 
stub requisitionse. food 
and beverage cost control 
sheetse, petty cash voucherse, 
reports and related paperse. 

d. Original commissary reportse. 
(District office)e. 

AUTHie. �ZED DISPOSITION 

DESTROY when CG is no longer 
registered as a user of the item. 

DESTROY as supersedede. 

DESTROY when 5 years olde. 

DESTROY 3 years after disestablish­
ment of exchangee. 

DESTROY 3 years after disposal of 
propertye.eeee

DESTROY records 6 yearse. 3 months, 
after period covered by the accounte. 

DESTROY when 3 years old. 
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f .  

ENCL: (1) to CXl1DTINST M5212 . 12 
( 

D E SC R IP TION OF RECORDS AUTHORIZE D  DISPOSITION 

Non- Appropriate F und (cont ' d) 

e . C op ies  of logis ti c s  records DESTROY when 3 year s  old . 
such  a s  commissary reports . 
clothing reports  , inventory 
reports  , requis itions . in-
voice s  and vouc hers  , purchas e  
orders o n  which del ivery o f  ma-
ter i al or servic e s  has been 
made . receipts  for wh ich the 
material or  funds have been 
a c counted for . and copies of 
all  other related papers on 
which the required a ction has  
b een  completed ; except those 
on fil e  in  the ass is tant disburs -
ing office r ' s  account . 

111 • F irearms and Ammunit ion N AF . 
records pertaining to purchase and 
s ale of firearms and ammunit i on . 
(Disposal periods s ubjec t  to changes 
in accordance with c urrent Bureau 
of  Alcohol , Tobacco and Firearms 
di rec ti ves . )  

Record o f  sale o r  other D ESTROY 2 year s  afte r date of last  
d istr ibution of ammunition . entry . 

Record o f  ammunition re- DESTROY 2 years a fter  date of  last 
ceive d . entry . 

C • Firearms transaction forms 
( Treasury Depa rtment Form 
4 4 7 3 )  . 

d .  Record o f  acquis ition and 
dispos ition of firearms . 

e Firearms or ammunition 
bus inesses  succeeded by 
new l icensee . 

Retain on l icensed premises  as  an ac t.Ive 
file . Do not retire to FRC  . 

Retain on l icensed premi ses  a s  an ac tive 
file . Do not retire to F RC . 

T ransfer  all records to new owner/ successor . 
Succe s sor must  obtain own Federal Firearms 
Licens e . 

.. 

"In- hous e  (Agency) change All records re main with new manager . 
of bus iness c ontrol or  Noti fy regional regulatory administrator 
manager ( A  TF)  of  change o f  control . 

g .  Dis continued fi rearms or Trans fer all records within 3 0  days after 
ammunition businesses . busine s s  is  d i scontinued to the regional

regulatory Admini s trator ( ATF) Region  in 
wh ich the bus ines s  was operated . (See note) 

NOT E :  Where s ta te l a w  or  local ordinance require the del ivery o f  records to 
�\other respons ible authority . the regional administrator (ATF)  may arrange for 

del ivery of the records to s uc h  authority . 

15 
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ENCLi: (1) toi Ca-IDTINSTiM5212 . 12 
( 

DESCRIPTION OF RE. ..... ORDS 

AUTOMATIC DATA PROCESSING RECORDS 

112 .  Planning and ADP Equipment 
Acquisitions 

a. Feasibility studies for any 
technology or equipment 
associated with information 
management systems such 
as word proces sing , copiers . 
micrographics and com muni­
catio ns .  Studies and system 
analyses for the initial estab­
li s hment and major changes 
of these systems. Such studies 
typically inactive a consideration 
of the alternatives to the pro­
posed system and a cost/ benefit 
analysis . including an analysis 
of the i mproved efficiency and 
effectiveness to be expected 
from the proposed system . 

b. Documents relating to planning 
and preparing for acquisition 
of automatic data processing 
equipment , auxiliary equip­
ment and attachments for ex­
isting equipm ent; syste m speci­
fications , manufacturer' s  pro­
posals and evaluations thereof; 
documents relating to installa­
tion of equipment reports of 
readines s reviews. 

11 3 .  Equipment Performance Evalua­
tio n  Reports 

114. B enchmark Reports 

11 5 .  ADP Standards 

a. Documentation relating to 
�atio nal , Federal, DOT and 
Coast Guard >\.DP standardsa. 

b. Documentation relati ng to 
establi shment , review and 
approval of DOT / CG standard 
data ele m ents and repre sen­
tations  • 

( 
AUTHOR,.,t..ED DISPOSITION 

DESTROY when the completed study 
is 5 years old. 

DESTROY 2 years after equipment is  
releaseda. 

DESTROY 2 years after performance 
evaluatio n .  

DESTROY 2 years after installatiaon 
of system. 

DESTROY when s upers eded or obsolete. 

DESTROY 2 years after cutoff or 
publication of data ele ments and 
repre s entatiaons. 

.}116  - 1 2 6 a. RESERVED. 

16 
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( 

Section 5 - CIVIL RIGHTS RECORDS 

These record s  reflect c ivil rights ac tivi t ies  i n  the C oast Guard covering 
implementation and evaluation of programs reflecting to the c ivil rights 
of c ivil ian and military personnel and equal opportunity compl iance a s  
require  by Title VI o f  Civil R ights  Act  o f  1 964 and Executive Order 11246 , 
a s  a mended . 

DESCR IP TION OF RECORDS AUTHORIZED DISPOSITION 

12 7 .  C ontract  and Title VI Compliance Records 

Records  pertaining to contract 
and Title VI Compl iance in­
c luding mediation material case  
file s  and  related material . 

1 2 8 .  Receipt and P rocessing Records 

Official Dis crimination Complaint 
File s . Originating agency file 
c ontaining complaints wi th related 
correspondence . report s , exhib its . 
withdrawal notices , copies of 
dec isions . records of hearings and 
meetings , and other records a s  
described i n  2 9  C F R  1613 . 2 2 2  

a .  C ivil ian E mployees Official 
E qual Opportunity Case Fi le  
resolved within the agency , 
by EEOC , or by a U . S .  Court . 

b .  Military members case  
fi les and all background 
documents pertaining to 
the case . 

1 2 9 . Records  of Appeals and 
Desc is ions Discrimination 
Complaint Cases 

1 3 0 . Periodic Reports on Program 
Review and Miniority Group 
E mployment . etc . 

1 3 1e. Seminar Reports 

DESTROY 7 years  after  subjec t 
contractor i s  no  longer active . 
Transfer  to FRC 5 years  after 
inactivee. 

DESTROY 4 years  after  resoluti on 
of c ase . 

DEST ROY 4 years a fte r resolution  
of  case . 

DESTROY 4 years  after resoluti on 
of case . 

DEST RO Y when 5 years old . 

DESTROY v,rhen 3 years  old .  

17 
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( . 
Secti 6 - SAFETY P ROGRAMS REC. _{DS 

l,U"llJ.U.l�t>l l"DLlZ . lZ 

These records relate to the development , implementation and administration 
of a safety program to provide maximum practical degree of safety for 
personnel , e quipment , and other resources for which the Coast Guard is 
responsible , embracing the fields of general safety , fl ight safety , surface 
vessel safety , fire safety , driver safety , and industrial safety . 

DESCRIPTION OF RECORDS 

132 .  Accident Reports and Other 
Correspondence Relating to 
Safety Matters 

13 3 • Sound Level Survey. 

Includes sound level data 
collected which identifies 
specific noises , source of 
noise , hazardous areas , 
names of civilian and 
military personnel exposed 
to the noise in the area. 

134 - 144 . RESERVED • 

AUTHORIZE D  DISPOSITION 

D ESTROY when 5 years oldo. 

DESTROY when 2 0  years old . 
Transfer to FRC when 5 years old . 

. . 
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RESERVED 



 

 

 

 

 

 

 

 

-------

Sec tior. - MEDICAL AND DENTAL RE )RDS 

The records d e s cr ibed in this section relate  to the deve lopment and adminis ­
tration o f  a m e dical c a r e  program for Coast  Guard personnel and their depend­
ents and the administration of  a health service program for c ivilian  employees  . 

D E SC RIPT ION OF RECORDS 

14 5 . Medical  and Dental Appointments 
( Dai ly) 

146  . Physica l  Exa mination Records 

Phys ical  Examination Records 
( Medical  Board R eport Cover 
Sheet  such  a s  �AVMED 6 1 00 /  
1 ;  R eports o f  1\fedical  Exami­
nations and Reports of ;VIedi­
cal His tories  such as  SF- 8 8 , 
S F - 9  3 ,  and S F - 5 06 ) . 

14 7 .  Laboratory Records 

a • Laborato ry records 
( laboratory reports such 
a s  SF -545 through 5 5 7 ) . 

b .  Laboratory logs . 

148  . Pres c ription Records 

P r e s c ription files  conta ining 
gene ral alcohol , narcotic , 
and barb iturate presc riptions 
required by C oast Guard  per­
sonnel and their dependents . 

149  . International Certificates of  
V a c cination ( P HS Form 73 1 )  

. 1 50  . Alcohol Prescription , Narcotic 
and C ontrolled Drug Logs 

AUTHORIZ E D  DISPOSITION 

DEST ROY when 6 months old .  

Forward original to Headquarters 
fo r inclusion in Headquarters medical 
r ecord . Headquarters di spose IAW 
Headquarters Re cords Control Manual 
(HQINST M5 2 1 2 . 6 ) . 

Transcr ibe information to SF - 60 0  and 
place in individual ' s  health record . 
D EST ROY when 1 year old .  

DESTROY whe n  2 years old . 

DESTROY when 3 years ol d .  

Upon final separati on from Coast  Guard 
del iver c ertifi cate to individual . 

D EST ROY when 5 years old • 
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D ESCR IP TION OF R.. �RDS 

1 5 1 .  Personnel  Records 

Pers onnel records of  P ub lic 
Health Service officers  
de tai led to  Coast  Guard . 

1 5 2 e. Physical  E valuation Board Records 

a .  General correspondenc e fil e s  
r elati ng to  adminis tration 
of Board . 

b .  Case  fil e s  of Board ' s  
proceedings { copie s ) o. 

c .  Index c a rds  of  Board ' s  cases . 

1 5 3 e. Health and Medical Records 

a .  Offic ial Military Health 
and dental R ecord of  Ac tive 
and Reserve Personnelo. The 
Offic ial Mil itary Health 
Record is part of the Official  
Mil i tary Personnel file  and 
should be forwarded with that 
file for ac tive duty and reserve 
personne l . 

b . Med ical X - rays ( 7 0mm X - ray 
fil m)o. 

c .  RESERVE D . 

d .  Medical  X - rayso, X- ray logs 
or  their index records other 
than 70mm X- ray fil m  and 
entrance  and separation X-
rays covered above , relating .. 
to military personnel and the ir  
dependents . (These  X - rays 
c ons is t  of photographic nega-
tives made with aid of X- ray s 
wh ic h are used  in medical d 1 -

agnos 1s  to locate frac tureso,
malformations and pa tholog-.... i ca l  c onditions of t issue )  • 

(
AUTHOR . ..i: D DISPOSITION 

Upon completi on of Coast  Guard 
ass ignment , transfer  records to : 
Commis sion Personnel Operation 
Divis 10n , Parklawn Building , R m . 
4 A- l0 , 5 60 0  Fisher Lane , Rockvi ll e . 
MD . 2 0 8 5 2  {PHS Di sposal Schedules 
apply) 

DESTROY when 2 year s  old . 

DESTROY 1 year aft er  final ac ti on 
is d irec ted by the C o mmandant . 

DESTROY when 5 years  old . 

Handle in accordance with C hapter 4 ,  
o f  1\1:edical Manual . Forward to Com­
mandant G-P E ,  G-PO or G-RA a s  appro­
priate , following s eparation . Headquarters 
d ispose IAW Headquarters Records Control 
1'"1:anual (HQINST M5 2 12 . 6 )  . 

Forward  to Headquarters for incl usion 
in  individual ' s  Headquarters medical 
j ac ket . Headquarters di spose in IAW 
Headquarters R ecord Control Manual 
( 1\-1 5 2 1 2 . 6 ) .  

DESTROY when 5 years old by salvagin g .  
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D ES C R IP TION OF RECORDS 

Health and Medical Records (c ont 'd) 

e .  Photoflurographic logs such 
as  NAV MED 1 1 6 1 . 

f .  Reports . log s  and for m s  not 
otherwi s e  provided for and 
u s e d  for the ad ministration 
o f  m ed ic a l  activiti es  and in 
the t reatment of patientse. 

1 5 4 . C linical Health Records . 

These records include document s 
p ertaining to Coast  Guard 
active duty military , res ervist , 
mi l it a ry dependents , reti reese. 
hu manitarian and fore ign nationals 
c a s e s . Included are c l inical 
folders  fo r each individual contain­
ing med ical  and  dental forms and 
related documents of  outpatient / 
inpati e nt treatment . 

a .  Mil i tary personnel c linical 
records ( active duty ,  
r e s ervi s t  and retired person­
nel) 

1 .  Outpati ent 

2 .  Inpatient 

b .  Mil i tary dependent clinical re­
cords . and  hu manita rian c a s e s  • 

.. 
1 .  Outpati ent 

AUTHORI Z E D  D ISPOSITION 

D E STROY 10  yea r s  from date of late st 
entry . T ransfe r  to FRC when 5 years 
olde. 

DESTROY when 3 years olde. 

Transfer to :--J' P R C ( M P R )  9 7 0 0  Page 
Boulevard , St . Louis , MO 6 3 13 2 ,  2 
years after last  ac ti vity .  DES TROY 
5 0  yea r s  fro m the date of the late s t  
docu ment i n  record . 

Tran sfer  to NPRC ( MP R )  970 0 Page 
Boulevard , St . Loui s , �10 6 313  2 .  2 
years after last  activi ty . DE ST ROY 
5 0  years fro m the date of th e late st 
docu ment  in record . 

Tran s fer to N P R C ( C PR) 111 Win nebago 
Stree t ,  St . Louise. MO 6 3118 , 2 yea r s  
afte r last  ac tivity . DESTROY 25 years 
fro m the date of the lat est  docu :nent in 
record • 

.... 
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DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

2. Inpatient 

c. Foreign Nationals and their 
dependents, Clinical records. 
Includes individuals who use 
Coast Guard facilities for 
training 

155o. Medical Equipment and Supply
Records 

Precious metal issue records 
and statemento, and inventory. 

156. Civilian Employees Health Services 
Records. 

SEE GENERAL RECORDS SCHEDULE 
NO. 1(_ \ Ry,t� "-)i ?-0 d. � b ')..) ' 

157 -167. RESERVED. 

Transfer to NPRC(CPR) 111 Winnebago 
Street, St. Louis, MO 6 3118, 2 years
after last activity. DESTROY 25 years
from the date of the latest document in 
record. 

Provide a copy of the records to Head 
of the Household or to the government
of the individual. Transfer to NPRC 
(CPR) ill Winnebago Street, St. Louis 
MO 63118o, l year after last activity. 
DESTROY 25 years from the date of 
the latest docu:nent in record. 

DESTROY when 2 years old. 

lCf. 2.2_ )ooooo
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C' 
ENCL: (1) to CCMDTINSTi M5212 . 12 

(
SECo_ �ON 8 - LEGAL RECORDS 

The records  in  this section relate to  the Coast  Guard l egistative program . 
mil it a ry j usti c e  c la ims and l i t igati on , enforcement of  fede ral mar iti me laws and 
other laws a ffecting the Coast Guard and its personnelo. 

DESCRIPTION OF R ECORDS 

16 8o. C ourts - Martial Files 

C opies  of  l egal documents 
a nd r elated records per­
taining to summary , special
a nd general cou rts - martial  
proceedi ngs . 

169o. Civil Penalty Appeals Case Fileso. 

1 70o. Navigable  Waters Determinationso. 
a nd research materials provided 
by Distr ic t  Staffs . 

1 7 1 o. C opies  of Formal Boards of 
Investigation . Inc ludes s ignifi­
c ant ( subs tantial loss o r  des­
truc ti on o f  property or personal 
i njury) Line of Duty Inves tiga­
t ions- Boa rds of Survey , and 
C a sualty Investigations result­
ing from motor vehic le , a irc raft 
a nd vessel acc idents . 

1 7 2o. Re cord relating to c laims for and 
a ga ins t the United States incident 
to operation of the C oast  Guard . 

a • Offi c ial record . 

b .  All other copies 

•, 1 7 3o. R e cords relating to all l i tigat ions -
by and against the Uni ted States 
in wh ich  the Coast Guard has an 
interes t .  

a .  Off1c al record . 

A UTHORIZED DISPOSITION 

DESTROY when 3 year s  old or when 
no longer needed for reference pur­
poses , whichever is later . 

DESTROY 10 years a ft e r  case  is c losed . 
Transfe r  to FRC 5 years  after  case  i s  
closed . 

D ESTROY when 3 years  old or  when 
no longer needed for reference pur­
poses , whichever is la ter . 

DESTROY when 3 years old or  when 
no longer needed for referenc e pur­
poses . whichever is later . 

DESTROY 8 years afte r close of  c a s e . 
Transfe r  to FRC 1 year after  close of 
c as e .  

DESTROY when 3 years old o r  when no  
longer needed for  refe rence purposeso. 
whichever i s  la tero. 

DESTROY 8 yea rs aft e r  close of case . 
Transfe r  to FRC l yea r  after  close of 
case . 

25 

https://M5212.12


( 

I 

� :  (1) to ca-IDTINsr M5212 . 12 

DESCRIPTION OF RECORDS AUTHORIZE D  DISPOSITION 

17 3e. b .  All other copies .  DESTROY when 3 years old or when 
no longe r needed for referenc e  pur­
poses , whichever i s  later . 

174 - 184e. RESERVED • 

.. 
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ENCL: (1) to CCMDTINST M5212 . 12 

Sectk ' - CO!'1MER CIAL VESSEL SJ.. T Y  RECORDS 

These records relate to the administration and operation of the Commerc ial 
V e ss el Safe ty program which includes the inspection of ves sel s ;  documentation 
of ves sels ;  the investigation of marine casualt ies and accide nts ; the licensing. 
c ertifi cation. shipment , and discharge of seamen;  the enforc ement of  vessel 
inspectione. navigation , and seamen ' s laws in general; port safe ty and security; 
and martne  e nvironmental protection . 

D ESC RIPTION OF RECORDS 

Dis tric t  (m) Offices  

185e. General c orrespondence files . 

1 86 . Administrative penalty case files . 

1 8 7 . C opies  of reports of investigation 
to include Forms CG-924E ( Report 
of Personal Inj ury or Loss .of Life) 
and C G - 2 6 9 2  (Report of \.tarine 
Casualty (or  Accident) , letters o f  
transmittal . 

188e. Copies of Marine Boards of Inves ­
tigation . 

a .  Copies that refer to the district 
where a Marine Board of Inve s -
tagation was c onvened . 

b .  Copies of :'- 1:arine Board of Inves-
tigations s ent t o  other distric ts . 

c . C opies of correspondence and 
related material pertaining to 
the conduc t .  physical or mental 
incompetency of merchant sea-
m e n .  

18 9 .  C opies  o f  C ommandants ' deci sions 
on appeals under RS 4450e. 

. 
i90e. Admini strative L a w  Judges '  Opin-

ions and Orders . 

A UTHORIZED DISPOSITION 

DESTROY when 2 years old . 

DESTROY 3 yea r s  a fter  case  i s  
closed . 

DESTROY when 5 yea rs old . 

DESTROY when 5 year s  old .  

DESTRO Y  when 2 year old .  

DESTROY when l year old 

Retain in  Document Inspection Facility  
for public  inspectjon ( see Part 7 ,  CFR 
49) • (Ne,M. l--eco�) ,Ji(b-- ;J.3  -KL 

DESTROY when 2 years old . 

191 . :-;ational Transportation Safety Retain in Document Inspection Fa cility 
Board Dec is ions and Orderse. for public  inspec ti on ( s ee Part i ,  C F R  

49 ) . fN.o� t-ee.orcl) {J;t,a\..- /7 6- 2'] -,f 2-
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ENCL: (1) to CO·IDTINST M5212 . 12 

T)ES C RI P T ION OF RECOR DS 

D i s t r i c t  { m )  Offices  ( c on t ' d )  

1 9 2 . Law B u ll eti ns . 

M e r c hant  l\farine Technical  Branch ( m m t) 

19 3 .  C on s t r u c tion , c on ve r s io n  and al­
t erati on plans  and related  c o r r e s ­
p ondence for merchant v e s s e l s  
( co m m e r c ial  ves se l  c a s e  fil es )  . 

194 . Plans . parts l is ts , e t c  • •  whi c h  
have b e en spec ifi c a lly furni shed to 
aid in v e s s e l  system s  installa tion 
r evi e w . 

1 9 5  . C o r r e s pondence related to ite m 
1 9 4  above  . 

19 6 . Workload reports c ompiled for 
Headquarters u s e  . 

1 9 7  . 11 1: i s c e ll aneous rec o rd s  ( routine  
a d m in i s t ra t ive records  o f  tem ­
porary value  not provided for 
e l sewhere)  . 

Offi c e r - i n - C ha rge , l\1a r i ne Inspe c tion 

1 9 8  . Copies  of  S u m m a ry Over ti me 
Servi c es Performed ( C G - 8 29 )  , 
o r iginal  Appl icati on for and 
C e rt i fi c a te of  Overt ime Servi c e s  
( CG- 8 3 0 )  . a n d  m e m o randum type 
rnd1v1d u a l  record o f  ove r ti me 
p e rformed . 

1 9 9  . C opy o f  Coll ec tion Voucher-Over 
ti me Services  (CG - 8 3 2 c )  . 

Inspe c t i on Depa r t m ent 

2 0 0  . Equ ipme nt approva l s  

AUTHORIZE D  D ISPOSITION 

DES T R O Y  a ft e r  opinions and dec is ions 
no longe r c onst i tute binding authori ty . 

TRANSF E R  t o  COMDT ( G - M P - 4 )  
1 yea r  a ft e r  work on a parti c ula r 
v e s s e l  i s  c om pl e te a s  e videnced 
by i s s ue of  c e rti ficate , s tabil ity 
lette r  , l e t t e r  of compl iance  o r  
o ffic ial report . Headquarters d i s ­
pose 1 n  a c cordanc e with Headquarters 
Ma nual ( HQI�S T M 5 2 1 2  . 6 ,  item 410) . 

DESTROY on receip t  of  s uper seding 
i s s u e s  ( i .  e .  , fire exti ngui shing sys te m 
typical  ins tallation plans  . pa rts  li sts  , 
e tc  . )  • 

DESTROY whe n  superseded  o r  obsolete . 

DEST ROY when s uperseded or  obsolete . 

D E S T ROY when 2 years  old . 

DEST R O Y  6 years a ft e r  s t atute of  
l i mita tions to bar further  c la im  , or  
D E S T ROY 3 years  a fter  cl earance 
by audit  . 

D ESTROY 2 years  a ft e r  date o f  docu­
ment . 
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c .  5 1 1  x 8 1 1  c ar ds 

DESC RIPTION OF RECORDS 

Inspec tion Department { c ont ' d )  

a .  Plan s  . 

b .  R elated  c o rrespondenc e  . 

ENCL: ( to CCMDTINST M5212 . 12 

A UTHORIZE D  DISPOSI TION 

DESTROY when equipment approval 
i s  ter minated  . 

D EST ROY when equ ip m ent approval 
i s  terminated  . 

( 1 )  White ( E quipment-new o r  
renewal)  . 

( 2 )  Blue  ( Equipment t e r mi ­
nati on s )  . 

d .  CGHQ - 10 0 3 0 . Advance c opy 
( fl i m sy) . 

2 0 1  . Welding and Nonde s tructive 
Exami nation Procedures  . 

2 0 2  . Original o r  i nitial ves sel  in­
s pecti o n  fil e s  ( incl uding s ub­
c hapter T ve s s e l s )  c ontaining 
inspection a pplicati ons . c e rti f­
icate s . and books ; applicat ion 
for wa ive r s  of navi gation laws 
and wa i ve r  order;  SOLAS cer­
ti ficate s ;  F . C . C .  c e rtificates ; 
c onstruc tion and e quipment 
data and c o r re spondence per­
taming thereto  . May also in­
c lude plans  . approval letters  . 
spec ifi cat ion s  , bill s of mater i ­
al a n d  r elated c o r re spondence 
s i milar  to i t e m  193  . 

2 0 3  . V e s s el inspec tion files  ( other 
than o r i ginal • or initial fi le s}  , 
incl uding s ub chapt e r  T ves sel s  

c ontaining inspection appl ica­
tions , c e rti fica tes and book s ;  
a ppl i c a t ion fo r wa ive rs or  navi ­
gati on l a ws and wa iver order;  

D ESTROY upon receipt o f  whit e re­
n e wal o r  blue ter m ination c ard  . 

D ESTROY upon r e c e ipt of white  rein­
s tate m ent c a rd . 

1 1  1 1D ES T ROY upon r e ce ipt o f 5aax 8aaaaaa
white o r  blue cards  . 

DESTROY s uperseded procedures ma­
terial  whe n  updated material i s  r e ­
c e ived ( i . e  • •  catalog c hanges}  . 

P E RMANENT  . Tran s fe r  to FRC 5 
years  aft e r  the initi al  inspecti on . 
Offer to N A RS when 30 years old i n  5 
year blocks  . 

D ESTROY 1 0  years a fte r c ompl eti on of 
i n s pection . Transfer to F R C  5 years 
a ft e r c ompl eti on of inspection . 

.. 
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ENCL: (1) to CC11DTINST M'i212. 12 
I 

DESC RIPTION OF R EC ORDS AUTHORIZE D  DISPOSITION 

Inspec tion Department (cont ' d) 

SOLAS c ertificates ;  F . C . C . 
c e rti ficates :  cons truc tion and 
equipment data and c orrespon­
dence  pe rtai ning thereto . 

2 04 .  Plans . approval l etters . spec ifi­
c at ionsr. b ills of material , and 
plan review c orrespondence for 
new construction , alteration o r  
conve r s ion  of vessels  including 
pressure vesselsr. This section 
does not apply to Subchapter T 
ve ssels except for pres sure 
ve s sel s r. 

a . I f  r eview and approval action Transfer to COl\·!DT (G-M:P-4 )  when 
was accomplished at MIO.  work is  co mpleted as evidenc ed by a 

c e rti ficate , amendment , stability 
letter . letter  o f  compliance ,  or  
official  repor t . Headquarte rs dispose  
IA  W Headqua rters Record Control 
1\1anual (HQINST M 5 2 1 2 .  6 .  ite m  410) . 

b .  Reviews and approval accom­ DEST ROY when work i s  comple ted . 
pli s hed by COMDT (G- MMT) 
or a Merchant Marine fi eld 
te chn ic al b ranch . 

2 05r. Monthly reports of  inspec tion DESTROY when 2 years old . 
act iviti e s . 

I 
2 06r. Original or  init ial Cer tificates of  DESTROY i mmediately a fter noti ficati on 

Fore ig n  Vessel  Control Verifica­ that ves sel is lost , s c rapped , destroyed 
tion , Inspec twn Booklet , Cargo or abandoned .  
Ship Safety Equipment Certifi­
cation a nd Pollution Letters of 
C ertifica tion/Non-C ertification . 

wke.11. 0tJ,
2 0 7 .  Sub sequent C ertificates  of Foreign _ DESTROYA lO years�a-ffopreornple-t.ioa ef 

Ves sel  C ontrol Verication , in- - :mspeetion. Transfe r  to FRC 5 years 
spec  ti on Booklet , Cargo Ship aft e r  comple ti on of  inspec tion . 
Safety Equip ment C e  rh f 1 ca  ti on . 

T� � ·}ff  G -2. 1 - i"'L 

.. . . 
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a .  

D E SC RIP T IO N  OF R EC ORDS 

Inspe c tion D epartment ( cont ' d )  

2 0 8  . Plans  , spec i fications fo r con­
s truction o f  b oile r s  and com­
pone nt s  . 

a .  P l a n s  approved by B MI N  
p e r s onnel prior t o  March 
1 9 4 2 .  ( R ec o rd copy . )  

b .  C o p i e s  o f  plans approved sub ­
s e quent t o  '-1 arch  1 9 4 2  . (Ori gi­
nals at  Headquareters  . 

2 0 9  . i', fanufa c tu re r ' s  Data Report
Form C G - 2 9 3 6 . 

2 10  . X- rays of welded boile r plate s  . 

2 1 1 . X- rays o f  spot  welding o n  ve s s e l s  
u nde rgoing in spec tion . 

2 1 2 . X - rays of  spot wel ding o n  defec ­
t i ve c a s tings  . 

2 1 3 . :'vi isc ellaneous records ( routine 
a d:n in i s trative re c o rds of  tem­
porary value not p rovided for 
e l s ewhe re )  . 

P re s s ure V e s sel  Plans ( :\1 isc ellaneou s )  

214 . Plans for m i s c ellaneou s pre s s u r e  
ve s s e l s  , w h e n  not a s s igned t o  
ship ' s c a s e  fi le . 

F o r  thos e pre s sure ve s s el 
plans approved by Com mand ant 
( G - 1\ I N T )  and c opies of plans 
s e n t  to c o gnizant OC MI and 
d i s tric t ( m m t )  

ENCL· (1) to CCMITINST M5212 . 12 
( 

AUTHORIZ E D  DISPOSITION 

F o rward to COl\1:D T  ( G - M P - 4) . Head­
quarte r s  dispose IA W Headqua rte r 
Rec o rd s  C o nt rol r.1 a nual U-IQINST 
M5212 . 6 ,  ite:n 413h) . 

DESTROY when 2 ye ars  old . 

T R ANSF E R  to C O l\,T D T  ( G - l\ 1 P - 4) 
5 yea r s  a fte r e quip ment i s  i nstalled  . 
Headquarters d i spos e  IA W Hea d­
quarters  Records C ontrol :\fanual 
(HQ INST r,'t: 5 2 1 2 .  6 , item 413 o) . 

DESTROY a fter  ac c eptance o f  
compl eted work . 

DESTROY a fte r a c c eptance of  
compl eted wor k . 

D ESTROY a ft e r  acc eptance of  
compl eted work  . 

DESTROY whe n 2 ye a r s  old . 

D EST ROY pl ans h e l d  by OC MI and 
d i s tr ict  ( m mt) a ft e r  work i s  
c o mpl e te d  . 

31 



 Ll'-\...L : \.J.) CO UX"llll l.N::> 1 I"DLLL . LL 

D ESC RIPTION OF RE.,._,ORDS AUTHORIZ E u  D ISPOSIT ION 

P re s sure  Vesse l  Plans ( Mi sce llaneous (Cont ' d) 

b .  For those  pres s ure ve sse ls  
p lans  approved by d i s trict  
( rn mt} and copies  of approved 
plans s ent to  Commandant 
(G- M M T) and cognizant OC MI . 

c .  For  those  pressure ves se l  
p lans  app roved by  distric t  
( mmt )  and plans s ent  only 
to  cognizant OCM I .  

d .  For tho s e  pressure  vessel  
plans approved by an OCIV[l . 

Port  Operations Department 

2 1 5 . Ship ' s fil e  containing requests  
t o  load  explos ive s , copies  of  
pe rmits , s towage plans , l ighter 
p e rmitso, and related corre spon­
dence  pe rtaining to parti cular 
ves selso. 

2 1 6o. Annual  applic ations for mooring
permits in Federal  anchorage 

/ 
2 1 7 . Anchorage check l i s t  of ves sels  

i n  F ederal  anchorage . 

2 18 . Incoming ship ' s  l i s ts rece ived 
from C ollector of Cus toms giving 
names of ves sels entering port . 

· 2 19 . Port Safe ty and Security/  Marine _ 
Envio rnmental Protection Ac tivi ­
t i e s  R eport  (Quarterly) (G-WPE)o. 

DESTROY plans held by OCMI 
( m mt)  and OC MI  afte r work is 
c ompleted .  

DESTROY plans held by OCMI when 
work is  completed . The distric t 
( mmt )  shall trans fer  the approved 
plans to Commandant (G-MP - 4 )  
when they a r e  no longer needed . 
Headquarters  di spose IAW Head­
quarters Records Control Manual 
(HQINST I'vI 5 2  l 2 .  6o, i tern 413 i)  . 

T ransfer  plans to Commandant 
(G- l\1P-4 )  when work is compl eted 
and plans are no longer needed . 
Headquarters d ispose IA W Head­
quarters R ecords Control Manual 
(HQINST M52 1 2 .  6 ,  i tern 413 i )  . 

DESTROY when 1 year old .  

D ESTROY afte r i s s uance of new 
permit . 

DESTROY when 1 year old .  

D ESTROY when l year old .  

DESTROY when 2 years old . 
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D ESC R I P TION OF R E'-- vRDS 

Port QPerations Departm ent ( c ont ' d) 

2 2 0 . R ES E RVE D . 

2 2 1 . Gene ral administrative corre s -
p ondenc e fil e s  ( excluding primary 
records above) from various 
a ctivitie s of marine environmen-
tal  protec tion and ports and 
waterways ac tivitiese. 

2 2 2 . C orrespondence fil e s  of a routi ne 
ad minis trative or  housekeeping 
naturee. 

2 2 3 . R e portse. summa ries and routine 
c o rrespondence fro m  other agenc ­
i e s  pe rtaining to movement of 
m e rc hant ves s el s e. 

2 2 4 . lVIe s s age reports of ves sel move­
m ent . 

2 2 5 . Reports of  pollution and action 
takene. ( C ase file)e. 

2 2 6 e. C opies o f  Reports of Inte rnational 
Ma rine Pollution Pr evention Con­
vent ion Violationse. 

\.-I '-"'"' _....._ .,._,, .,,_ ..,__._,w • 

AUT HORIZElJ DISPOSITION 

.L. J..J�..1..L 9' J....C.. 

DESTROY when 3 years old . 

DESTROY when l year o l d e. 

DESTROY when 2 years old . 

DESTROY when 3 month s ol d .  

D ESTROY 10 years  after  case  i s  
closede. T ransfer to F R C  3 years 
afte r case is  closed . 

DESTROY when 1 year o lde. 
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ENCL: (1) to CClIDITNST( ur:;212 . 12 

DESC RIP TION OF R ECORDS 

Inve s tigation Department 

2 2 7 .  C op ies  of marine casualty case  
files including the record of  pro­
c e e dings and the inves ti gative 
r eports of Marine Boards of In­
v e s ti ga ti on .  investiga tions o f  
c a s ualti e s  involving death , inve s t­
i gati ons o f  ve ssel casualties and 
inves t iga tions of  cases  involving 
injur ie s  . 

2 2 8 . Pe rsonnel  case  files ( mi s conduc t 
negil igence ,  inco mpetence , etc . )  
exc ept those cases  taken to a 
hearing . 

2 2 9 . Hear ing records and as soc iated 
unit case  files .  

2 3 0 . Law and regulati on viola tion 
c as e s  ( Forms CG-26 3 6  , Report 
o f  Violation , CG-36  2 9 , Water 
Pollution ;  CG-1408  , Loadl ine 
Inspec tion Report)  and as sociated 
docu ments  . 

2 31 . RESERVE D .  

2 3 2 . :r-,1 i sc ellaneous records ( routine 
administrative records of te m­
porary value not provided for 
elsewhere)  . 

2 3 3 . La w enforcement case fil e s , 
including cases  referred to 
oth e r  agenc ies  or departments
for a c tion cons ist ing of inves t i ­
gation  reports  . violati on reports  , -­
c orrepondenc e , and related 
documents  . 

AUTHORIZED DISPOSITION 

DESTROY when 5 years old . 

DESTROY 5 years afte r case  is closed . 

DESTROY 5 years after final 
adminis tra tive action . 

DESTROY 3 years a fter report 
i s  forwa rded to district  ( m) .  

DESTROY when 2 years old . 

DESTROY l year after final disposit ion 
of  the case  . 

J 
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D E S C RIP TION OF RECORDS 

Inve stiga tion Department (Cont ' d) 

2 3 4 . 3 x 5 C a rd F ile , s howing ves s el , 
o wner , violation , etc . 

2 3 5 . C opies o f  permits is sued to 
b arges and ships for loading of 
explos ives and related papers . 

2 3 6 e. Oil Recor d  Book ( C G - 4 6 0 1)e. 

Doc u ment and License Department 

2 3 7e. Official  log b ook ( 1\/Ie rc hant 
::vlarine)e. 

2 3 8 e. C orrespondenc e ,  reports and 
directives relating to ship ment  
and discharge ac tiviti e s e. 

2 3 9 . Mutual release  books containing 
sea men ' s  and mas ters ' releases 
fro m  claims . 

a . Books dated p rior to 19 3 7 .  

b .  Books dated a fter 1 9 3 7 e. 

2 4 0 . Shipping a rtlcles  b e tween ma s ters 
and seamen . 

ae. Yellow ( s ign on) copiese. 

b .  Blue ( s ign off) c op ies . 
including mutual releases  

? 4 1 e. Acc ounts of wages and effects of 
dec e a s ed and dese rti ng seamen 
c ontaining rece ipte d  c opies of 
forms u s e d  for transmittal to 
and receipt  fro m  the District 
Cou rt • 

.. 
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ENCL: (1) 0to CCMDTINSTeM5212e. 12 
( 

AUTHORIZ E D  DISPOSITION 

DESTROY 3 years a fter last  entrye. 

DES TROY when 1 year old . 

DEST ROY a fter edite. 

P E RMANENT . Trans fer to F RC 6 
months a fter last  trans action . Offer 
to NARS when 3 0  years old . ( 1 5 C F PY) . 

DESTROY when 3 years olde. 

DESTROY when 5 O years old . 

DESTROY i m media tely . 

D E STROY 6 months a fter  last 
transactione. 

DESTROY 6 months a fter l a s t  
t ransactione. "  

D E STROY when 6 years olde. 
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ENCL :  (1) to CCT·l.DTIKST �15212 . 12 

DESC RIPTION OF R ECORDS 

Document and License  Department ( cont ' d )  

2 4 2 e. Correspondence with h e i r s  o f  

s eaman deceased  and de sert ing . 

2 4 3 . Cop ies  o f  s e a m e n ' s  a llotment 
notice s . indicating allotments 
to  be paid a l lotteese. 

2 4 4 . Copi e s  o f  Ce rtificates of  
Dis cha rge . 

245e. Ship ' s  fi l e  containing ge neral 
correspondence of routine nature 
pe rtaining to the movement of 
ves s e l s e. shipmentse. d ischa rges 
o f  s e amen , a l lotment d ifficulti e s , 
and related docu m ents  pertaining 
thereto . 

246 . Me rchant Jl.1a r ine Licens e d  Offi ­
c er s  fil e s  (Deck , Enginee r) con­
taining  applica tion s , phys icals , 
cancel led  l icensese, exa mination 
questi ons and ans wer s  a n d  cover 

sheet . 

a .  Ques tion and An swer Sheet . 

b .  R e ma inde r of the file . 

2 4 7 e. C ertificate  o f  Regis try o f  Staff 
Off1 c e r .  

248e. Radio Officer License filee. 

• 249e. License  book s tube. 

2 5 0 . Records  o f  l i censes  is sued  an 
rela ted  card  fi lese. 

AUTHORIZED D ISPOSITION 

DEST ROY whe n  5 yea r s  olde. 

DESTRO Y 1 year a fte r d i scharge . 

DESTROY 1 yea r  a fte r d is charge . 

D E S T R O Y  when 3 years old .  

DESTROY when 5 years old .  

DEST ROY when 5 0  years old . Tran s fe r  
to F RC when 5 years old . 

DESTROY when 5 0  ye rs  old . Transfe r  
to FRC when 5 years  I d . 

DESTROY when 5 0  years 
to FRC when 7 years old .  

DESTROY when 7 years old • 

DESTRO Y  whe n 7 years old .  
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tJ.\ll.L: 

DESC RIPTION OF R ECORDS 

Document and License  Department ( cont ' d) 

2 5 1 . Merchant seamen ' s  case  fi les 
c ontaining the hi s tory of  sea­
men ' s  s ervic e  includ ing appli­
cat ion for sea men' s doc uments 
and  ra tings , endorsement card s , 
invest igation reports and related 
c o rrespondence .  

2 5 2 . Reports of  monies received from 
the s al e  of duplicate documentso. 

2 5 3 . Approved applications for origi­
nal seamen ' s documents and val i ­
dated doc uments i f  appl icant has  
no t  returned for is suanc e of docu ­
ment . 

2 54 . Evidence of death . 

2 5 5 o. Miscel laneous records  ( routine 
administrative  records of tem­
porary value not p rovided for 
el sewhere)o. 

2 5 6 . ll.1onthly Reports . 

- 2 5 7 - 2 64 . RESERVE D .  

(. i) to WMDTINST !:-15212 . 12 

AUTHORIZED DISPOSITION 

DEST ROY when  7 years  old . 

DESTROY when 1 year old .  

DESTROY bott o m  half  (CG Form 719 B )  
when 2 years old  and forward upper hal f 
to COIVIDT (G- MVP - 1 )o. Headquarters  
dispose IAW Headquarters Records  
Control Manual (HQINST 1\1 5 2 1 2  . 6 e,
ite m  4 2 5 ) . 

DESTROY all records regardless  o f  
whe ther  in pos ses s ion of  1\110 or  FRC .  
exc ept l icenses , documents o r  other 
papers  of  poss ible  h is toric al value 
which  are  to be trans ferred to Comman­
dant (G-l\IVP )  for inclusion in the sea­
man ' s  per manent record . Headquarters 
d i spose of  IAW Headquarters Records 
Control l\,fanual (HQINST M5 212 . 6 ,
ite m 4 2 5 ) o. 

DESTROY when 2 years old . 

DESTROY when 2 years old .  
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ENCL: (1) to mIDTINST M5212 . 12 

DESCRIPTION O F  RECORDS 

Deepwater Ports 

2 65 .  Report of deepwater port oil 
throughput. 

2 66 .  Report of deepwater port casua­
lty or accident. 

2 67 . Report of sabotage or subversive 
activity at a deepwater port. 

2 6 8 a. Letters of personnel qualifica­
tions for deepwater ports. 

2 6 9  . Deepwater port operations 
manual. 

Adm easurement (District (m) or OC MI) 

2 7 0 . Admeasurement papers, including 
blueprints, vessel files, forms,
certificates, indexes, etc. (ex­
cluding Subchapter T vessels). 

2 71 .  �/Iiscellaneous records (routine 
administrative records of tem-
porary value not provided for 
elsewhere). 

2 7 2 . A d measurement papers, forms ,  
including blueprints , vessel files , 
forms . certificates, indexes, 
etc.a, for Subchapter T vessels. 

AUTHORIZED DISPOSITION 

D ESTROY when 3 years old. 

DESTROY when 5 years old. 

DESTR OY when 5 years old. 

DESTROY 3 years after terminati on 
of employm ent. 

DESTROY 3 years after port license 
is terminated. 

Transfer to COMDT (G- MP- 4) after 
certificati on of admeasurement to 
become part of com mercial vessel case 
file. Headquarters dispose IAW Head­
quarters Records Control Manual 
(HQINST r/[ 5 2 1 2 .  6 ,  itEm 410 a)a. 

DESTROY when 2 years old. 

PERMANENT. Transfer to FRC 5 years
after initial admeasurer:ienta. Offer to 
NARS when 20 yrs o ld:in 5 year blocks. 
(Changed per conversation with J .  Doran 
and JLH. 6-8-82 . )  

38 

https://M5212.12


 

 

 

ENCL: ( 1) to a:tlDTINST 1"0212 . 12 

\ 

DESC RIPTION OF R ECORDS A UTHORIZED DISPOSITION 

Admeasurement Distric t ( m) o r  OM C I  (cont 'd) 

2 7 3 e. Pleasure V e s se l  Fi les 

a .  Standard Sys tem of Mea sure  
m ent . 

b .  Optional Simplified Admeas ­
ment  Me thod . 

Doc u mentation D i s tric t ( m) or OCM I  

2 74 . Vessel folde r s . (Ve s sel folder 
consists  of  i nd1v1dual documents 
m aintained at the ves sel ' s  home 
port and c ontains the following: 
Ma ster Carpenter ' s c e rti ficates or 
evidenc e relating to waiver to 
p rodu c tion o f  such c e rtificate , 
non- recordable instru ments and 
others evide nce rel ati ng to wai­
ver to c la ims  of titlee. des igna ­
tio ns of home port , a ward of 
offic ial  nu mber , oath s on regis ­
try . oa ths  for rene wal . oaths  
for new or los t  docu m ents and 
declaration of new or alternate 
m a s ter , ad m eas urement c ert i­
fic a te , and a1 1  c orrespondence 
re lating to the spec 1 f1c  vessel )e. 

2 7 5 . Gene ral c orre spondence files , 
other than of a precedent nature 
perta ining to undocumentated ves ­
se ls  and misc ellaneou s  letterse. 

2 7 6 e. General Inde x  of Ab s tract  of 
Ti tl e . 

2 7 7 . R e c orded instru m ent s e. ( Ab­
s tr ac t  of  Tit l e . mortgage s , 
bil ls  o f  sa lese. and othe r con­
veyanc es  and enc umb rances )  • 

P E RM ANENT . Tran s fe r  to FRC 
2 years a fter  c o mpletion of  admeas ­
ure ment ( 1  C FP Y ) . Offer to NARS 
20 years a fter  completion of ad­
mea surement in 5 year blocks .  

DESTROY 1 year a fte r documentatione. 

P E R .l\I ANENT . Transfer  to FRC 2 
years  after a ves s e l  change of home 
port or 2 years a fter re moval fro m 
documentat ion . Offer to  NARS when 
2 0  years old in 5 year blockse. 

DESTROY 2 years a fe r  c lose of 
corre spondenc e e. 

PER MANENT . Transfe r  to F RC when 
i nac t ive . Offer to NARS when 30  years 
old in  5 yea r  blockse. 

P E RMANENT . Trans fe r  to FRC 
when  2 5  years olde. Offer  to  NARS when 
30 years old in 5 year blockse. 

... 
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DESC RIP TI ON OF RECORDS A UTHORIZED DISPOSITION 

Documenta tion District (m) or OC�H) (cont ' d) 

278 . Index o f  :'.\/Iarine Docum ents 
( Form CG-1241) and Records 
of Vessels ( Form CG-2112) . 

279. Copies of Reports of monthly 
vessel transactions . 

280 . l\Ilscellaneous records. (Routi ne 
administrative records of te mpo ­
rary value not provided for else­
where. ) 

281 - 291 . RESERVED .  

P E R MANENT . Tranfer to FRC when 
inactive . Offer to NARS when 3 0  years 
old in 5 year blocks . 

DESTROY when superseded or obsoletee. 

DESTROY when 2 years old. 
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mer . (1) to CCMDTINST MS212 . 12 

SEC T ION 1 0  - OPERATIONS A�D READINESS RECORDS 

These records are accumulated at district offices , Headquart e rs units 
and district  s hore and floating units in the administration and operation 
of programs relating to communications, intelligence, law enforc ement, 
military readiness, search and rescue, and marine sciences . 

DESCRIPTION OF RECORDS 

292. Original Forecasts Files 

A r ea Commander 's aerological 
maps, reports and forms with 
related papers pe rtaining to 
original forecasts initiated 
by the C oast Guard. 

293. Aircraft Accidents and Incidents 

Aircraft accident  and incident 
reports submitted in accordanc e 
wit h CG- 40 5 a. 

294. Communications Records 

a .  Communications file of 
message logs . (communic­
ations center, station mes­
sage file, ship radio room 
file,  etc . ). 

b. Reports, forms, and corres­
pondenc e relating to C S  P M  
P UBLICATIONS . 

c ,  Communications Summary . 

295a. Intelligence Records 

a .  District Intelligence and 
Security Investigative Case 
System Records ( DOT / 
C G - 6 1 1 ) .  

( 1 )  C oast Guard :vhlitary 
and Civilian Employees. 
Appl ies to Public He alth .. Service medical personnel 

AUTHORIZED DISPOSITION 

DESTROY when 18 months old . 

DESTROY when 3 years old. 

DESTROY in accordanc e  with 
Commandant Instruction M 2 000, 3A,  

DESTROY in accordanc e  wit h 
effective editions of CSP M. 

DESTROY when 2 years old. 

Retain unti l m e m b e r /  employee is trans­
ferred out of distric t or separated. 
Seea�ot ea( l ). 

assigned to the Coast Guard. 
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c .  

D ES C R IP TION OF R -i::'CORDS 

Intelligence Records , ....:ont 'd) 

_295a . ( 2 )  All others . 

( 3 )  Index C ards . 

b .  R eferred Report ( R / R ' s ) . 

Report of Investigation ( ROI)  . 

( 1 )  Personnel Security 
Investigations  . 

( 2 )  Non - P eronnel Sec urity 
Investigations 

(a) Deserters 

(b) C riminal (Known 
S ubj ect} 

( c )  Intelligence 

( d} Unknown Subj ect . 

d .  ROI ' s or  other types of in­
tell igence or investigative 
material received by Coa s t  
Guard Intelligence from 
outside sourc e s . s uch as 
other F ederal agencies  
( FBI  . DIA.  CIA,  e tc . )  and 
local law enforce ment 
agencie s  . 

e .  C a s e  file s  involving s eizure s , 
arrests  o r  a s sess ment 
of civil penal ti es . 

AUTHORIZ ..... 11 DISPOSITION 

DESTROY 2 years  foll owing date of  
last  action in fil e . 

DESTROY 4 years  after the intell igence 
j ackets to  which they refer have been 
destroyed . 

Retain R/  R ' s  in the referred district 
6 month s  s ubsequent to the date the 
R/ R was sub mitted to the control 
distric t . then destroy . 

DESTROY 6 m onths afte r submission of  
original ROI to C entral file  . 

DESTROY 2 years from the date the 
investigation is  closed . See Note ( 1 ) .  

Retain unti l  m e mbe r / e mployee i s  trans ­
ferred out o f  district or  s eparate , than 
destroy .  See Not e (1)  . 

DESTROY when obsolete or  when 5 years 
old , whichever is s ooner . See Not e ( 1 )  . 

DESTROY 5 years  after investigation 
is  closed . See Note ( 1 ) .  

DESTROY when ob s olete or when 5 years 
old . whi chever is sooner . 

DESTROY when 5 years old  . 

NOT E : { 1 )  Sc reened material not held in c entral fil e s  . Original copies 
are for inclusion in  Central files  . re maining material shall b e  destroyed . 
Forward to  Headquarters within 3 0  days upon s eparati on or trans fer of  
member/ employee . Headquarters file  and d i spose IAW Headquarters 

. Records  Control Manual (HQINST M 5 2 1 2 .  6 )  . 
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(Change per conversation w /  J. Doran and JLH. 6 -8-82.o) 

ENCL .  (] ) to C(lv[)TINST J:.fi212 . 12 

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

2 96. Search' and Rescue Records 

a. Unit Log is a his toric al 
doc ument supplemented 
by s upporting documents See 
and is considered in­ COMDTINST 3123 . 12 serieso. (Job NN3 72 - 2 15 

app lies  to thi s item. )  dispensable in recon­
s truc ting events of the 
pas t. 

b. Coas t Gu ard Boat Records 
c ontaining a description of 
boats and machineryo, a re­
cord of boat trans ferso, and 
remark s  concerning boat 
history. 

c. Aircraft Records and Reports 

( 1) Aircraft disposal docu­
ment and attached his­
tory c ard. 

(2) Aircraft Flight Record 
( CG- 4377o, Part II) . 

d. Equipment Records 

( 1 )  Machiner:y logs containing 
an operating record of in­
s talled equipment. 

( 2 )  Copies of allowance lists 
reflec ting allocation of 
equipment to unit s. 

e. SAR Case Studies and SAR 
Case Narratives prepared in 
accordance with USCG Adden­
dum to CG-308. 

f. Copies of records ,  reportso,
and related material pertain­
ing to boa ts under 6 5  feet in 
length , other than records 
contained in item 2 96 b. 

• ·  

g. Case files established for each 
SAR c ase  conduc ted consisting 
of all s ignificant information 
necess ary to document the case 
from inception of  the case to 
final  c losing of the case . 

Transfer with boat. Upon d isposal of 
boat  trans fer to Headquarters (G-OSR) 
for revie w and final disposition IA W 
HQINST M 52 3 1 2  .o6 , itEnS 484 and 486 . 

DESTROY when 7 years old. 

DESTROY when 7 years old. 

DESTROY when 3 years old. 

DESTROY when s upers eded or obsolete. 

DESTROY when 10 years old. 

DESTROY 1 year after trans fer or 
disposal of boat. 

43 



ENCL: (1) to �sr 1v15212 . 12 

DES C RIPTION OF RECORDS 

Sear c h  and Rescue  Records (cont ' d) 

2 9 6 g . ( 1 )  His toric ally s ignificant 
case s :  Cases  identified 
as  having his torical s igni­
ficance due to the scope 
or nature o f  the case  or 
cas e s  involving promient 
persons . 

( 2 )  All other case files  not 
selected as having hi s ­
torical s i gn i ficance . 

h .  SAR As s i stance Reports
CG Form 5 15 1 .  

i .  Vehicle Records 

( 1 )  Vehicle case  fil es  con­
taining records of  ass ign­
ment and d i spos it ion . 

( 2 )  Res idual motor vehicl e  
and boat operations and 
maintenance records con­
taining scheduleso, re ­
portso, and routing repa ir  
data and  rela ted corre­
spondenc e .  

2 9 7 . Readine s s  Records 

a .  Copies o f  requis ition in-
voices  receiving reports , 
related pertaining to Ord -
nance and ASW .  

b .  Copies  o f  Ordnance and ASW 
reports perta ining to pyrotech-
nic s , a mmunition . torpedoes _ 

c .  General c orrespondence per-
taining to Ordnance and ASW 
p roperty , supply . engineer ing . 
explos ive loading and opera-
tional matters with related 
paperso. 

AUTHORIZED DISPOSITION 

FORWARD to Headquarters (G-TFP) . 
Headquarters  dispose o f  IAW Headquar­
ters Records Control Manual (HQINST 
M 5 2 12 . 6 , item 474)e. 

DESTROY 10  years  a fter final clos ing 
of the case . Transfer to F RC 3 years 
afte r final clos ing of the case . 

DESTROY when 10 yea rs ol d .  Transfer 
to F RC I year a fter  information i s  en­
tered and val idated on the ADP system . 

DESTROY l year a fter  transfer or  
disposal of  veh icle 

DESTROY a fter transfer or d isposal 
o f  boat or  vehic le . 

DESTROY when 2 years old .  

DESTROY when 2 years old . 

DESTROY when 2 years old . 
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ENCL: (1 \ to CCl1DTlliST M5212 . 12 

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

2 9 8. Operations Plans and Orders Issued 
by the Area or District Commander 

a .  Record copies (Originator ' s  
c ase  file )o. 

b .  All other copieso. 

2 99. Distress Cas e  Files 

Area Commander 's  distress 
case files  with indexes re-
la ting to distress  cases where 
the Coast Guard renders as­
s istance. 

300  - 309o. RESERVED. 

DESTROY when 2 0  years old . 
Transfer to FRC when 5 years old .  

DESTROY when superseded , or obsolete , 
or no longer needed for reference pur­
poseso. 

DESTRO Y when 5 years old . 
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ENCLe: (1) to CGIDTINST M5212e. 12 

D ES C R IP TION OR R ECL JS 
( 

AUTHORIZE D  L_ JPOSITION 

Aids to Navigation ( Cont ' dl 

( 2 )  C as e  files  which have 
not been micro filmede. 

D E S T RO Y  3 years a fter aid is 
disestablishede. 

b .  M aj o r  Aids 

( 1 )  C as e  fil e s  which have 
b een m i c rofilmed, -i-fl-

c c ordance with proc -
d es c ontained m d-

r operty M a ge-
m ent gulatio s Sub -
Chapter lying
quality co ol and s tor­
age s tan ar for non­
perma ent re rds to 
b e  h d for 1 0  y ars or 

PE RMANEN T . DEST ROY paper copy 
a fter microfilm quality c ontrol edit i s  
c omRleted . Offer s ilver and diazo c opy to 
NARS 3 years a fte r a i d  i s  dises tablisfied . 

m e .  ( FP M R  1 1 . 1 1 . 50 7  
( )  ( 1 ) ) .  � �  � -

( 2 )  C a s e  files  which have 
not been micro filmed . 

3 1 2 .  Private Aids to Navigatio_£ 
C a s e  F iles  c ontaining appli­
c at ions for proposed establish­
ment o f  p r ivate aids which in­
clude navigation lights and fog 
s ounding devic e s  on bridge s , 
rigse, or  o ther s tationary ob­
j ec t s ; a l s o ,  periodic inspe c ­
tion reports , correspondence ,  
p lans , spec ific at10ns and 
pending p ropos als , operative 
and d i s c ontinuede. 

3 1 3 .  C a s e  Files Pertaining to the 
Es tablishment of Aids to Navi-
gation M arking Wrecks c ontain­
ing c opies of authorizations to 
e s tabli s h  a ids , c harts indicating 
pos itions o f  aids and wrecks , 
and records of authority for 
d i s continuing the aidse. 

P E RMANE N T e. Offer to NARS 3 yea rs 
a fter aid i s  dises tablished . 

DESTRO Y  3 years  a fter d iscontin­
anc e  of aid or rej ec tion o f  application 
for aide. 

DESTRO Y  3 years a fter disconti nu­
anc e of aid or re moval of the wreck . 

I f ' d  ( I' 1 -;i •Note the following certi fication ( i'felM I  • 
Thi s c ertifies that the records described on this form wi l l  be microfi lmed 
in accordance with the standards set  forth in 4 1  CFR 101- 1 1 . 506 . '' Storage 
condi tions sha l l  adhere to the s tandards of sections 101 - 1 1 . 507 and 
16 1- 1 1 .  508 . ;;� �-o-o,( 1 6 - 2. 3  -3"2. , 

, 
, 
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DESC RIPTION OF RECORDS 

3 1 4 .  EAM Cards Used i n  Aid s  to 
Navigation accounting . 

a .  C ards  Number 1 through 4 .  

b .  Numb e r  5 c ards . 

3 1 5 .  Standardized Aids to  Navigation 
Data Syst e m  {SANDS) Assignment 
List . 

31 6 .  SANDS Aids  t o  Navigation 
Quarterly Work Schedule . 

3 1 7 .  Logso. 

a .  Transcripts of logs of 
lightships . light stations 
and cutterso. 

b .  Loran Transmitting Station 
and/ or ".\1onitor Log . Form 
CG- 3 9 1 2 .  

3 1 8 .  Reports of Aids to Navigation . 

a .  Report of Loran Station 
Operation and Electronic s 
Engineering (CG-2899 ) .  

b .  Aid s  to Navigation Work 
Report , Form CG-4429A 

( 1 )  Dis trict C opy 

( 2 )  Unit Copy 

C • Copies of monthly summar-
ies of reports of fog signal 
operations . 

3 1 9 .  Notice s  to Mariners . ·. 
a .  Weekly 

b .  Local 

3 2  Q., Light List of  aid s  to navigation , 
loose-leaf mas ter l ight l i st with 
sources  of information for correc­
tion . 

ENCL :  (1) to CO-IDTINST M.5212 . 12 
( 

AUTHORIZ E D  DISPOSITION 

DESTROY a s  soon as c ards are 
updated . 

DESTROY annually a fter  desired 
r eports are prepared . 

DESTROY when s uperseded or obsol ete . 

D ESTROY 1 year from date of  is sue . 

DESTROY when 1 year old . 

DESTROY when 1 year old . 

DESTROY when 3 years oldo. 

De stroy 3 years after  discontinuance of  aid .  

Destroy 8 years  after work i s  completed . 

DESTROY when 2 years old .  

DESTROY when 2 years old .  

DESTROY when 2 0  years  old . Transfer 
to FRC when 3 years old . 

DESTROY when 5 year s  oldo. 
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D ESC RIPTION OF RECORDS 

3 2 1 . Aids to  Navigation Photographs . 

C opies  of  photographs o f  aids to 
navigation within the d is tr ic t . 

3 2 2 .  Loran Recording Charts  . 

3 2 3  . Port Security Card Issued 
( Fo r m  CG- 3 1 77) . 

3 2 4 .  Port Security Record Card 
(Form C G- 3 1 70) . 

3 2 5 .  Port  Securi ty Card Application 
Files c onsi s ting of fingerprint 
c a rd (FD-2 85 )  , Application 
(Form CG-2685 ) ,  Ques tionna ire 
(Form CG- 3 885 ) and other re­
lated c orrespondenc e . 

AUTHORIZED DISPOSITION 

DESTROY 3 years afte r disesta­
blish ment of aid . 

DESTROY when 1 year old . 

DESTROY 1 0  yea r s  after  issuance 
of  the last c a rd shown the reon . 

DESTROY 2 years  after  card e xpires . 

DESTROY 2 years a fte r card expire s . 
Trans ferred to F RC when 3 years old . 

Vessel Traffic Service (If not establ ished as a s eparate VTS Sub- unit , see  
P ort Ope rations Department) 

3 2 6  . General  Correspondence per ­
taining t o  Vessel  Traffic Sys tem 
Ac tivit ies  . 

3 2 7 . Transit Logs . Merchant Ships 

1 
3 2 8 . Ind ividual Transit / Voyage 

Data Cards  . 

3 2 9 . Audio  Tape Recordings . 

3 3 0  . Video Tape Recording . 

3 3 1 . F i lm Recording .  

DEST ROY when 3 years old . 

DESTROY when 10  years old .  
Trans fer to F RC when 5 years old  . 

DESTROY a fter  3 0  days . See note ( 1 )  

DEST ROY a ft e r  3 0  days . See note { 1 )  

DEST ROY a fte r 2 4  hours . See note ( 1 )  

DEST ROY a fter  1 year . See note ( 1 )  
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DESCRIPTION OF REl " DS AUTHORIZ EL SPOSITION 

· 

If not established as a se arate VTS Sub-unite. see 

332 , Computer Tapese. DESTROY after 30 days . See note ( 1 ) 

333. Computer Printouts/Statistical DESTROY after 1 year . See note ( 1 )  
Summariese. 

NOTE ( 1 ) : Material relating to a marine casualty which is not incorporated 
into an investigation which will be preserved may be disposed of only after 
approval of District Legal Officer .  

334e- RESERVE D . 
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S ECTION 1 2  - !1.ULITARY P E RSONNEL R EC ORDS ( INCLUDES RESE RVE) 

These records relate to the supervis ion and ad min istration of  military 
pers onnel and m i l itary personnel affairs including records  o f  Coast  
Guard training act ivities and  the Coast  Guard Ins ti tute  . 

DESCRIPTION OF RECORDS 

3 3 5  . Individual P e rsonnel Records 

a .  Pe rsonnel folders contain 
ing offic ial service  record . 
( Re gular and Reserve Per­
sonnel) . 

b .  Res idual personnel records 
and cards remaining in the 
files  aft e r  offic ial personnel 
have been  trans ferred . 

3 3 6  . Unit Personnel Records 

a .  Personnel Diaries which 
p rovide a permanent record 
of  personnel changes  . 
Records no longer created 
a fte r September 19 79 . 

b .  Unit Attendance Reco rds 
for a ll Organized Reserve 
Training Units  and Inter­
s ervice Units . 

c .  Data l is ting fil e  - Reserve 
personnel for reservis ts who 
have been transferred from 
the district  o r  discharged . 

d .  Roster c ard fi le giving name s , __ 
Social  Secur ity Nu mbers , 
rates and expiration dates of 
enl i s tments . 

e .  Payroll a nd point l is tings . 
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A UTHORIZE D  DISPOSITION 

T r a n s fer with personnel or to 
Headquarters  a fter  s eparat ion . 
Headquarter s  dispose IA W Head­
quarters Records Control Manual 
(HQINST r/[ 52 1 2 . 6 , i tem 5 4 7 ) . 

DESTROY 1 year a fter s epara tion 
o r  transfer . 

DESTROY when 3 years  old or on 
Oc tob e r  1 ,  198 2 ,  whichever i s  sooner . 

DESTROY when 5 years  old  . 

DEST ROY 1 year a fte r t rans fer or 
d ischarge . 

DESTROY a fte r s eparati on o r  transfer 
from dis trict . 

DESTROY when 2 years old .  
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DESC R I PT ION OF RECORDS AUTHORIZE D  DISPOSITION 

Personnel Recruitm ent Record s  

3 3 7 .  Individual Personnel Applicant 
Re cords 

a .  R e c r u it ing office j ackets of  
s uc c e s s fu l  and  unsuc c e s s ful 
applic ants for enlistment in 
the Coast  Guard containing 
c opies  of the foll owing: 
Applic ant phys ical and 
mental  testse, character ref­
e renc es , pol ice  and school 
r eportse, cons ent paperse, 
enli s t ment contractse, pay 
order a s s ignments , desig ­
nations of  benefic iary , and 
related c orrespondence .  

b .  OCS and  direc t c ommi s sion 
applicant files  containing 
c opies  of applicati ons for 
appointment in the Coast 
Guard Re serve , interview 
reports , medical examina­
tion reportse, findings of 
e xa m ining boards and re­
lated paperse. 

3 3 8e. Traininit and Education Records 

a .  Rosters re flecting grade 
att ained and related data for 
rese rvists during a two week 
tou r  of active dutye. 

b .  Recruit training record c a rde. 

c .  Trainee inde x cards contain-
ing name , rate , service num-
ber , date training started . 
date training ended , c lass  num­
ber , c lass  standin g ,  grades , 
and final average . 

d .  Class  folders containing in-
for mat ion of student ' s  perso-
nal  and servi ce history ,  na mee, 
nu mber , rate . class  markse. 
c lass  s tanding upon graduation , 

DESTROY 1 year after enlistment 
or rej ection . 

DESTROY when 1 yea r  ol d .  

DESTROY when 1 yea r  old . 

DESTROY when 1 year old . 

DESTROY when 5 yea r s  old . 

DESTRO Y 1 year after c lass  endse. 

d istric t to which transferred . .  and conduc t .  
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DESCRIPTION OF RECORDS 

Training and Education Records (cont ' d) 

e. Muster card file containing 
a history of an individual 's 
service while assigned to the 
training activity. 

Training p'I"ocedures file for 
wartime radio school contain-
ing information and prototype 
material necessary to estab-
lish a radio training program 
for war periods. 

g. Copies of the following held 
at  training centers: Pro­
ceedings of Physical Evalua­
tion Boards , Formal/ Informal 
Boards of Investigation . 
Recruit Evaluation Boardsa. etc. 

h. Coast Guard Institute Master 
Enrollment Card. containing 
a record of courses taken. 
grades received , and related 
information. 

i. Coast Guard Institute student 
record for a particular 
course . 

j.  Test Answer Sheets 

( 1a) Completed Co ast Guard 
Selection Test (CGST)a, 
including Short Basic 
Test Battery (SBTB) 
answer sheets sent to 
Coast Guard Institute by 
Recruiting Offices , Train­
ing Centers and other 
Special Testing Unitsa. 

( 2 ) Basic Testing Battery 
(BTB) answer sheets 
co :npleted by personnel 
in the Coast Guard or by
individuals applying for 
enlistment into the Coast 
Guard. 

AUTHORIZED DISPOSITION 

DESTROY 1 year after transfer or 
discharge. 

DESTROY when superseded or obsolete. 

DESTRO Y when 3 years old. 

DESTROY 5 years after inactivity. 

DESTROY 3 years after disenroll ment 
or 6 months after satisfactory 
c o mpl eti on when the ma s ter has 'oeen 
updateda. 

DESTROY when 2 years olda. 

DESTROY when 2 years old. 
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DESCR IP TION OF RECORDS 

3 39  . Morale Fund Records 

Record s  o f  the C oa s t  Guard 
Morale  Fund . 

340 . Hou sing R e cords 

C op ie s of a ll inspection and 
inventory records appl icable 
to C o a s t  Guard hous ing 
( leased or o wned)  . 

AUTHORIZED DISPOSITION 

DESTROY 2 years a fte r audit . 

DESTROY whe n  3 years old . 

Inact ive Duty Reserve Progra m  

3 4 1  . RESERVE D . 

34 2 . Station Pers onne l  Requirements 
and Cei l ings 

a .  Card su mmaries of s tation  
require ments reflecting name 
of s ta ti on ,  personnel s trength , 
and c e il ing requirements  . 

b .  Personnel Ac tion Trans :nittal  
Fi le  ( Unit copy of  P l\1IS Trans-
m1ttal Set)  . 

3 4 3 . Personnel Rosters 

Cop ies  o f  monthly machine 
prepared l i stings of  
personnel reflec ting the 
name , grade or rating . and 
pertinent da ta . 

·. 344 - 3 54 . RESE R VE D . 

Maintain a t  d i s tr ict  o ffice as  an 
ac tive working file  . 

DESTROY when 3 months old or for 
ves sels  on extended c ru ises  DESTROY 
3 months afte r return to home port . 

DESTROY when 1 year old . 
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S E C T ION 13  - COAST GUARD A C ADE M Y  RECORDS 

These records relate to the ad mini s tration and operation of the U .  S .  C oast 
Guard A c ad e my . 

D ES C R IPTI ON OF RECORDS 

3 5 5 . Admini s tr ative Is suanc es  

a .  R e cord copy of  case  fi le re­
lating to  the de vel ope ment 
and control o f  Academy 
m aterial  having prec edential 
s ignific ance whi ch shows 
ba s ic p rocedures for the 
Ac ademye. 

b .  Ac ademy instructional 
is s uanc e s  having short- te r m  
effect a nd valuee. 

ce. Not ice s e. indexese, table of  
c ontents and s i milar mater ial 
not part of  an is suance case  
fil e .  

3 5 6 . Di rec tives and Public ations 

a .  Dir ectivese. Rec ord c opy of  
c a s e  fil es  rel ating to  the 
develope ment and control of 
the Academy . Administrative  
directive s and other written 
policy and background material 
having p rec edential s ignificance 
c oncerned with formal policy 
for mulat ion , organization , 
p rocedures and operation . In­
cl udes revis ion to instructions 
or hi storical material relati n g  
t o  interpre tations , and clarifi ­
c ation o f  ins tructionse. -

b .  Academy instructional direc tives 
having s hort- term e ffect and 
valuee. 

ce. Checkl istse, announce mentse. 
indexes and other material not 
made  part  of a directive case  fil e 
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AU THORIZED DISPOSITION 

P E R MANENTe. Transfer to FRC when 
10 yea r s  old . Offe r to  N ARS when 
3 0  years old in 5 year blocks . 

DESTROY 5 ye ars afte r s uperseded 
or obsoletee. 

DESTRO Y  2 years a fter  s uperse ded 
or ob soletee. 

P E R M ANE N T . Tran s fer to FRC when 
1 0  yea r s  old . Offer to NA RS when 3 0  
years old i n  5 yea r blocks . 

DESTROY 5 years a fte r superseded 
or obsoletee. 

DESTROY 2 year s  a ft e r  s uperseded 
o r  obsol ete 
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DESC RIPTIONS OF R,... �ORDS 

Directives and Publications (cont ' d) 

d .  Substanti ve publications 
describ ing the his tory . 
ove rall administrative and 
general poli cy and m ajor 
Academy program s . 

e .  All other publ icati ons 
including those  relating to 
routine operational proce­
dure s . b rochures . public 
information and s imilar 
publ icationse. 

35 7 .  General Correspondence  Files 

Adminis trative c orrespondence 
for routine adminis trative 
management or  housekeeping 
purpose s e. 
( C lo s e  fi les  annually and br ing 
p ol i cy and p rocedure material 
forwa rded to new file)  

3 5 8 . Congress ional Board of Vis itors 

C ongres sional Board of Visitors 
file c ontaining the agendae, nam e s  
of  vi s it ing party . as signment , 
general correspondence and related 
papers . 

3 5 9 . Cadet  P e rsonnel Folders 

C a det personnel folders c ontain­
ing gradese, letter of appointmente, 
and other papers relating to the 
Academy . 

3 6 0 .  Cad et Conduct Records 

Conduct  report books c ontain­
i ng m inor cadet offenses and 
demerit s . 

b .  Daily IBM c onduct report 
cards containing data taken 
from c onduc t report book . 

c .  Daily del inquency report from 
IBM c onduct report card . 

\ 
AUTHvrlIZED DISPOSITION 

P ERMANENT . Transfer to  FRC 
when 10 years old . Offer t o  N ARS 
when 30 years old in  5 yea r  blocks . 

DESTROY when superseded or  
obsolete . 

DESTROY when 3 years old . 

P E R M ANENT . Offer to NARS when 
30 years  old in 5 year blockse. 

P E R MANE NT . Transfer to FRC 5 
yea rs  after separation of cadete. Offe r 
to NARS when 3 0  years  old in 5 year 
blockse. 

DESTROY l year aft e r  book i s  
filled . 

DESTROY when 5 years old . 

DESTROY when 3 year s  old . 
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DESCRIPTIONS OF R.c..CORDS 

Cadet  Conduc t  Records (cont ' d) 

d .  M onthly del inquency report 
run from IBM conduc t report
c ard  . 

e .  Annual del inquency report run 
from IMB conduct report card . 

f .  D ai ly del inquency sl ips . 

3 6 1 .  Cadet Entrance  Records 

a .  Cadet entranc e exa m1na t10ns . 

(1 ) For  el igib les . 

( 2 )  For non-el igibles .  

b .  Tabulating cards  c onta ining 
data taken fro m  co mpleted 
examinati on . 

c .  Copies  of  tabulating l i s t  of 
" el igibles  I I  and " inel igibles "  
for entrance into the Academy . 

d .  E ducati onal questi nnai re com­
pleted by appl icants for ap­
po intment in the Academy . 

3 6 2  . Cadet Training Records 

a .  Cadet  s ummer training plan 
file c ontaining correspondenc e  , 
reports  , and related material 
c once rning the planning and 
e xecution of the summer train­
ing p rogram . 

b .  Cadet  practice  c ruise case fil e  
c ontain ing correspondence  , 
reports  , and related material 
pertaining to a rrangements for 
the  c ruise and the events oc cur-: 
r ing during the cruise with 
le tt ers  from foreign c ountries 

A UTHO.KIZED DISPOSITION 

DESTROY when 18 months  old . 

DESTROY when 2 years old . 

DESTROY when l month old . 

DEST ROY when 3 0 years  old . 

DESTROY when 2 years  old .. 
DESTROY when 5 year s  old . 

DESTROY when 10  year s  old . 

DESTROY 6 months after  date of  
entrance examinat ion . 

DESTROY when 6 yea r s  old . 

PER MANENT . Offer to  NARS when 
30 years old in 5 year blocks  . 

.. ' 
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DESC RIP TION OF RECORDS 

3 6 3 . Reports of Class  Standing of 
C adetse. 

3 64 .  C o m m ittee and Board Me eting 
Records  

' 
a .  Exec utive Board 

proceedings and related p a ­
p e r s . 

b .  Advisory Committee fil e 
c ontaining su m maries  of 
meetingse. minutese. re­
c o mmendationse. a ttendancee, 
and related paperse. 

c .  All other copiese. 

d .  R e cords of  A c ademic Board 
meetings c onta ining testi ­
mony evidenc e e. c onvening 
orderse. corre spondence , 
and related paperse. 

l 
3 6 5e. C adet Card Index File 

3 6 6 e. Cadet Clea ranc e Slips 

3 6 7 .  Regulations of the Corps of 
C a dets 

3 6 8 . R E S E R VE D .  

3 6 9 . Cadet  Adaptability Records 

C a det  a daptabil ity tabulation 
c a rds and reports not inc luding 
c ards placed in c adet per sonnel 
folde r .  

AUTHORIZ E D  DISPOSITION 

P E R M ANENT . Offer to N ARS when 
30 years old in 5 year blockse. 

D E STROY when 5 years old .  

PE RMANE NT .  Offer to NARS when 
30 yea rs old in 5 yea r blocks . 

DESTRO Y  when Ac ademy hi sto rical  
res earch or educational value s are 
exhausted or  when no l onger needed 
for historicale. educational or admin­
istrative p u rposes .  

DEST ROY when 5 years olde. 

DESTROY 1 0  year s  a ft e r  C adet 
le aves the Ac ademy .  

DESTROY 1 year a fter C adet  leave s 
the Ac ademy . 

P E R MANE NT . Offer to NARS when 
3 0  years ol d in 5 year blocks . 

DESTROY 1 year  after  c l a s s  graduate s e. 
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DESC RIP TION O F  RECORDS 

3 70 .  Cadet Grades  

E AI\1 p rinted tabulati on of  grade s  
( monthly , term . reexa m ,  etc . ) 

3 7 1  - 3 8 1 . R ESE R VE D .  

AUTHORIZED DISPOSITION 

D ESTROY after posti ng to "Ab stract  
of  Grade s "  fo rm which i s  filed in 
Cadet Pe rsonnel Fold e r . ( If postin g  
not required DESTROY 1 year a fter 
c lass  graduate s . )  
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SECTION 14 - COAS'l GUARD AIRCRAFT REPAIR AN O SUPPLY CENTER 

These records relate to the administration and operation of the U. S. Coast 

,-,  

Gua rd Aircraft Repa ir and Supply Center. 

DESCRIPTION OF RECORDS 

382  . Aircraft Plans , Specifications , 
Production and Related Modification. 
Ove rhaul and Repair Records 

a. Routine production records 
pertaining to the repairing, 
fabrica ting , or ma nufacturing 
of a ircraft, electronic equip­
men t, a nd related i tems. 

b. Reco rds consisting of corre­
spondence. plans . and speci -
fications pertaining to the 
overhaul , m odifica ti on , a nd 
repair of individual a ircraft, 
groups of a ircrafte. electr ical 
systems . electronic equipment 
and related i tems. 

c. Planning and accompl ishmen t  
reco rds o n  overhaul and modi­
fication progra ms with esti­
mated and actual production 
datae. 

d. Correspondence , pl ans, speci­
ficat ions and related ma ter ials 
perta ining to aircraft or modifi­
cations thereto developed by the 
Coast Guard. 

e. Stock Records 

( 1) Stock record card 

(2)  Computer stock record 
files. 

AUTHORIZED DISPOSITION 

DESTROY 6 months after ai rcraft o r  
last of group of aircraft is disposed of 
from Co ast Gua rd. 

DESTROY after a i rcraft or last of 
group of a i rcraft is disposed of 
fro m  Coast Gua rd. 

DESTROY when 10 years old , or  1 
year after disposal of such aircraft 
from Coast Guard. 

P ERMANENT. Offer to NARS 20 
yea rs after reti rement to FRC. 
Tr ansfer to FRC 5 years after completion 
of modificatione. 

DESTROY l year after discontinuan c e  
of i tem or l yea r  after stock balance 
is t ransfer red t o  a new ca rd. 

Delete from computer record l year 
after disco ntinuance of stocking of 
item. 
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DESC RIPTION OF RECORDS 

3 8 3 . Training and Examination Records 

a .  Test  marks  and results of  
exa minations of  individual 
trainees .  

b .  Ind ividual training test  pa­
perse. 

c .  Master file o f  examination 
materiale. 

d .  Training manusc ripts origi­
nated at school (one copy)e. 

3 84 - 3 94 . RESE RVED 

AUTHORIZ E D  DISPOSITION 

DESTROY when 2 years old .  

DESTROY 1 month a fter grading . 

DEST ROY when revi s ed or when 
supe rseded or obsoletee. 

DESTROY 5 yea rs afte r discontinu­
anc e of coursee. 
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SEC TION 15  - COAST G UARD YARD 

The s e  reco rd s  relate to  the ad ministration and  operation of  the  Coast 
Guard Yard . 

D ESC RIP TION OF RECORDS 

3 9 5 e. Ships F iles 

a .  Ship 's  file con ta ining work 
l is t . correspondence . job 
ord e rs . r eports and related 
material perta ining to plan­
ning and c ompletion of work 
on a ship unde rgoing avail­
abil ity at the Yard . 

b • Ship 's  fil e  containing 
correspondenc e . job o rders , 
repo rts . s pec ific ations and 
rela ted material pertaining 
to c o nstruction of a ship at  
the Yard . 

3 9 6 . Small Boat C onstruction Repair  
and Alte rations Records 

a .  Sma ll boat repairs and al­
terat ion file c ontaining 
c or res pondenc e .  j ob or derse. 
requ i s i tions and related 
pape rse. 

b .  Sma ll boat  construction fil e 
conta ining correspondence , 

3 9 7 .  Cost  Transac tion Records of Jobs 
Perfo r m ed at the Yard 

a .  Daily detailed cost  trans­
actions o f  construction . re­
pair and manufac turing jobs 
performed a t  the Yarde. 

A UTHORIZ E D  DISPOSITION 

DESTROY 1 year after disposal of 
cuttere. 

DEST ROY 1 year a fte r disposal of 
c uttere. 

DESTROY 3 years after repair or 
al teration is compl etede. 

DESTROY 10 yea rs after c onstructi o n  
i s  completed . 

DESTROY when l year old .  
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DESCRIP TION OF RELORDS 

Cost  Transaction Record s  of Jobs 
Performed at the Yard ( cont ' d) 

b .  Weekly cos t  summaries of 
construction repa ir and man­
ufacturing j �b s  performed 
at the Yard. 

c .  Final cos t  compi lations taken 
from the weekly su m maireso. 

d .  Production cost  reports and 
records  maintained on all 
pro3 ec tso. 

e . E stimators ' control sheets 
used for determining how 
much work c an be ac com­
plished within the allocated 
fund s . 

f . Tel etype j ob orders from 
which  E AM cards are pre­
pared s howing es ti mates 
under each allotmento. 

3 9 8 . Yard Construc tion , Maintenance 
a nd Work Activity Records 

a .  Correspondenc e , reports and 
related ma ter1al perta ining 
to the overall maintenanc e 
and minor Yard work ac tivi-
ti eso. 

b . Correspondence ,  plans , re 
ports and related papers 
pertaining to Yard building 
construction and equ ipment 
install ation . 

3 9 9 . Stock-Items 

a .  Stock Records 

( 1 )  Stock records cards . 

( 2 )  Computer stock records 
fileso. 

.. . 

AUTHORIZE �  DISPOSITION 

DESTROY when 3 years old . 

DESTROY when 4 years old . 

DESTROY 1 year after projec t  is 
c ompleted . 

DEST ROY at c lose  of year in 
which work i s  comple ted . 

DEST ROY 3 m onths after j ob is 
completedo. 

DESTROY when 4 years ol d .  

DEST ROY l year after d i sposal 
of bu ilding or equipment . 

DESTROY 1 year a fter  disconti nuance of 
ite m or 1 year after stock balance is 
transferred to a new card . 

Delete from computer  record 1 year 
after d isconti nuance of stocking item • 
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d .  

DESCRIP TION OF RECORDS 

Stock Item Records (cont ' d) 

b ·  Correspondence ,  job orders 
and related papers pertain­
ing to items manufac tured 
for Yard stock . 

c.  Controlled materials fil e  
containing the allocations of  
material to  the various 
activi t ies  and proj ectso. 

4 0 0 . Plans and Construction Records 
for Floating Units Built at Yard 

a .  Working cop ies o f  ship boat 
and other  planso. 

b .  Master file  of ship pl ans and 
index c a rds for sameo. 

c .  Construction progres s  photo­
graphs of cutters built at 
Yard . 

Technical manuals and publi­
cations pertaining to cutters 
constructed at Yard . 

4 0 1 o. Repair and Alteration Records 

a .  Photographs of repair and 
alteration jobs performed 
at Yard . 

b . ShipAlt and Boa tAlt  files 
showing authorized and 
mandatory alterationso. 

c .  Ordnance and Elec tronics 
alterations files c ontaining 
standardized operating pro­
c edures for authorized and 
mandatory alterations . 

ENCL : (" to CO-IDTINSToM5212 . 12 

AUTHORIZ E D  DISPOSITION 

DESTROY 3 years afte r  j ob i s  
completedo. 

DESTROY when 2 years old .  

DESTRO Y when s uperseded or 
obsole teo. 

DESTROY 1 year  a fter d isposal of 
c utter . 

DESTROY 1 year a fter d i sposal of 
c utter . 

DESTROY 1 year a fter disposal of 
cu tter . 

DESTROY when superseded or obsoleteo. 

DESTROY after last  cutt e r  or boat 
of class is d isposed  of .  

DEST ROY when superseded or obsolete . 
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( 

DESCRIPTION OF R ECORDS 

4 0 2 . Manufacturers Files on Buovs . 
Arctic Buildingse. Rescue Appa­
ratuse, etce. 

Miscellaneous manufac turing 
files containing correspondence . 
j ob orderse, specificationse. and 
related material for the construc­
tion of b uoyse, arctic buildingse, 
rescue apparatuse, etce. 

4 0 3 . Spec ial Cla s s  Ships Records 

Allowance l ists pe rtaining to the 
allowanc e of e quipment , spare 
partse, and s upplies to ships of 
spec ified clas ses . 

4 0 4  - 4 14e. RESE RVED • 

( 

AUTHORIZE D  DISPOSITION 

DESTROY 5 years after projec t is 
completed . 

DE STROY when s uperseded or obsolete 
or disposal of cutter . 

.. . 
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