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" REQUEST FOR RECORDS, DISPOSITION AUTHORITY l:EAVE .BLANK ; 

(See 'Instructions on reverse)· . " . r---~------~-- --~--~~--~ 
JOB	 NO .• 

- ,:	 . -
i'.• 

, -, 
'In acc~rdance w~h theprovrsrons of '44:U S C '330}a .1ne d;sposal·re . 

2. MAJOR 'SUBDIVISION 

.~.U. S. Coast. Gcia~d quest. Including amendments. IS approved except. for'ltei]ls that.may 
3: MINOR SUBDIVISION. , . "	 

., be stamped "disposal not, approved" or' "withdrawn" In, column 10. ,
 

M.anagemen,t An a Lys Is Di,v{sion ...
 
4. NAME OF PERSON WITH WHOM TO' CONFER .• :: .' ,,~". 5: TEL ,EXT' 

I '": ", ~ .. '-. 

Ant hon y ?mi t)~	 .,' 7 5 5 - 7 9 6 o 
6. CERTIFICATE OF "AGENCY REPRESENTATIVE	 . , ',. 

'I' hereby certify-that I a~' aut~orize'd to act for this ~genc{in matterspettaining to·.the .disposal.M·the :ag~ncy's records-. 
that the records proposed for disposal' in -this Request of· 114 page(s) are not now needed for. the business of. ';' .. ' . 
this· agency or: will not .be needed"after. the retentionperods specified, .:. -. '. . . . .....' '.".' "~:' .,... '. , . 

,'0 A' R i' di'at~.disPosal. . " -,' , ..	 . 'v,	 ,,' 

,', "; I.. ".	 .' 

rRl	 sal" after" a. spe~;ified i)eri~d'::Of ·tim~.:'·or'",re(i~e~tfor 'permanent 
.l,.~,	 • .~ .~ ,:' .;. {. _. ... '~: •• :' 

C. DATE'	 E. TITLE
Acting .. ,,:.,.. 
Chief,. Manag,ement Analysis"I?ivisi,?n 

. . , 
7. ":',> " ",. 8. DESCRIPTION Of, ITEM 9. , . 10 . 

ITEM NO .. (WIth inclusive Dates or Retention Pen ods) SAMPLE ~R,' .ACTION TAKEN 
r- :_. • \.. '" - ',' ' ..	 JOB NO.:- , . 

The' puipo.s~ of this .requeSt is t6 amend th~ MS2l2.6, 
Co'{l s t Gu a r d Hea d qu ~r t e r s,,Rec 6 r d s Con t r'o ;L 'NC1-,'" 

.r Sch'edule No·.I.,:- and 'to ob t a Lnrau t ho rtt y to' 26-76-2 -: . 
t ~,'Ciispos',e r e co rc s c o've r ed un de r inew . items 40 
" t h r ou gh 42 and Ltems 630 t hr ou gh '63.2.' This.' 

, -' , .sch'Ei'dule consi·st·s.:of'·17' S.§~t·io"ns·,' and 'is ~con- ,'. 
. ta Lne d in Hea,{q:uar.t,er·s,·Inst·r.ucti'on·. ~52i2. 6,.: :,,', 'j l-I'-
"'I-::eadquar'ters 'Record's 'Co n t ro L ·Manual. \'t'e"",'j 'J~-.~ '. ;'.:.,Lbw.t\ e.d '1IJ~/'63 
'. ..wt~' c.,i.w..\I(~Q;' l.·~<.l.~.,,~v:\P\.£o:1.1; ~H~.c.."'-~k~.\!.· \~.,,~l~f .,.,i(io~~.~"J "'tei4;'f0'''iI-~i, 

-, :Due to- "r eor gan Lza.ti.Lo n a L chan ge s ,."within Head--.··. .:, ~lrle.S. 
'~:q'uai'ters'" ~ome ap pr ov ed subj~ct·, ...catego··r;ies ," ..' 
. ind 'it~m numb~rs. ha~~ b~en relocated iri th~ 
: :schedul'e.. -.	 , - -,... 0 .J;. 

, ..... . .' 
: ". " Thi-s·,·schedul,e· does' not apply to .Co a s t Guard ....;.".'
 

Recoids tr~ate~.p~i~r to ··192~ .. Ali Head~" .. . "
 

t. 
r.qua~ter,s "o f f Lc e s w i l.L b e va d-vI s ed of the p r o-« 

. c e dure s' i·c0 n c e r I1"~n g . th ~.:d i ~p0 sit iC?:n.'0'f .pre -19 '21
 
.~records; ., ...- ', .. ~.f'
 

.	 .. , " 
: '1' 

' ..	 Aii~ched, is·a.~rq~~-ref~renc~.b( ~he o~~.and
 
n ew.t s e c t Lo n s and item .numb er s c.
 • ~," . . . ~	 . 

STANDARD FORM 115 
.' Revt se d-Apr tl, 1975 

Prescnbed by General Services 
Adrmrustranon . ',' .• '. 

FPMR,{41 CF'R) 10i-11 4 
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SECTION 2. Naviaation R2cords 

These records reflect the development and administration of
 
programs relating to Coast Guard Operations involving aids
 
to navigation and bridge administration.
 

Description of Records Authorized Disposition 

40. Records created by the Office
 
of Navigation documenting the or-
ganizational development and ad-
ministration consisting of the
 
following:
 

a. 'Official record copy of PERMANENT. Transfer 
each directive/publication issued to FRC when 5 years
by the old. to NARSoffice, w-i-t-h-sjg·n-i-f-i-c·an-t-b-a-c-k-- Offer
 
ground material. when 20 years old.
 

b. Studie~/Surveys conduct-
ed by the Office of Navigation.
 

(1) Studies/Surveys

which resulted in Coast Guard wide
 
adoption of policy or management

programs:
 

(a) Which are for- DESTROY 5 years after 
warded to higher authority and are publication of the 
included in as formal publication study by higher autho-
by the higher authority. rity or when useful-

ness has been served,
whichever is later. 

(b) Which are not PERMANENT. Transfer 
forwarded to or published by a to FRC when 5 years
higher authority. old. Offer to NARS 

when 20 years old. 

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

41. General administrative corres- DESTROY when 5 years
pondence files (excluding primary old. 
records above) from various activi-
ties for administration and general
management of CG affairs. 
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Description of Records 

42. Record material of a routine 
administrative or housekeeping
nature. 

change
to 

44. to Mariners 
concerning c to aids to 
nav iga tion. 

45. Mariners 
concerning changes ,'.aids to 
navigations forward ~ CG 
Districts. 

46. Monthly reports 'shing
technical data, etc. on L 
stations and compilations. 

47. Monthly compilations of 
on LORAN stations. Including
OUT REPORTS. 

48.	 Light lists of aids to navi-
gation; bound copy. 

49. Light lists of aids to navi-
gation, loose-leaf master light
list with sources of information 
for corrections. 

50. Copies of reports of Inter-
national Marine Pollution Preven-
tion Convention Violations. 

51. Permits for bridges across 
navigable waters (case files). 

, 
Authorized Disposition 

DESTROY when 3 years
old. 

to FRC when 3 years
old. Offer to NARS 
when 20 years old. 

DESTROY when 10 years
old. 

DESTROY when 5 years
old. 

DESTROY when I year
old. 

DESTROY when 10 year
old. Transfer when 
3 years old. 

DESTROY when 25 years
old. 

Transfer 
15 years
to NARS 

3 years 

PERMANENT. 
to FRC 1 year
completion of th 
project. Offer 
to NARS 10 years
after completion
project. 

9 



Description of ~~cords 

Files. Records 
complete history

of each pro including ,'", 
procurement files, copy of 
each contract or agreeu.~,~~
for research services with 
related modifications, changes,
addenda; project authorization 
documents; project cards, tech-
nical characteristics, test and 
trial results, drawings, speci-
fications, and photographs,
essential to document design,
technical and progress reports. 

93.	 General administrative project

correspon~ence, reports and
 
r~lat~d material\(exc~uding

primary records of various
 
activities of research and
 
development).
 

, 
. \0\1\94 . Annua 1 appropr~at~ summary


reports and related material.
 

95.	 R&D Notebooks Files containing
technical and scientific data 
duplicated in technical reports
or elsewhere in project case 
files, or to be of such a nature 
as to be non-essential to project
files. 

96.	 Technical Reference Files. Consist-
ing of copies of technical reports,
specifications~drawings, and other 
technical data used for reference 
purposes. 

97.	 Project Control Files. Consisting
of duplicate copies of case file 
material, non-essential scientific 
or technical information, individual 
progress reports and administrative 
correspondence. 

98.	 Procurement Request (excluding

project procurement).
 

99 THRU 100 RESERVED 

18 
., 

Authorized Disposition' 

'FRC 5 years after comple-
tion of Project. Offer 
to NARS 15 years. after 
completion of project. 

w~~) 
~~~	 .... f.(<"l- . 
2&-1)4- 3 )-t. N')NNF Jf/j1.83, 

DESTROY when 3 years old. 

DESTROY when 5 years old. 

DESTROY 6 months after
 
completion or termination
 
of related project.
 

DESTROY when superseded

or obsolete.
 

DESTROY upon completion
or termination of project. 

DESTORY when 3 years old. 

http:Jf/j1.83


SECTION 17 COMMAND CONTROL & COMMUNICATIONS RECORDS 

These records relate to the management and coordination of 
,Command Control and Communications Activities. 

Description of Records Authorized Disposition 

630. Records created by the 
Office of Command, Control and 
Communications doccumenting the 
organizational development and 
administration of the Office 
of Command, Control and 
Communications consisting of 
the following. 

a. Official record copy PERMANENT. Transfer
 
of each directive/publication to FRC when 5 years

issued by the office with signi- old. Offer to NARS
 
ficant background material. when 20 years old.
 

b. Studies/Surveys

conducted by the Office of
 
Command, Control and Communi-
cations.
 

(1) Studies/Surveys

which resulted in Coast Guard
 
wide adoption of policy or
 
mangement program.
 

(a) Which are DESTROY 5 years after 
forwarded to higher authority pUblication of the 
and are included in a formal study by higher.
publication by the higher authority or when use-
authority. fulness has been 

served, whichever is 
later. 

(b) Which are PERMANENT. Transfer
 
riot forwarded to or published to FRC when 5 years

by a higher authority. old. Offer to NARS
 

when 20 years old. 
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Description of Records 

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

631. General administrative 
correspondence, reports and 
related material(excluding
primary records) from various 
activities of Command, Control 
and Communications • 

632. Record Material of a 
routine administrative or 
housekeeping nature. 

Records 

634. 

635. reports
such destruc-
tion reports and re ed 
on register publicatl
s controls over securif 
classified records held 
out the Coast Guard. 

636. Co~~unication Center cop
messages sent ands received. 

Electronic Engineering Records 

637. Avionics equipment man-
uals, aircraft files, technical 
descriptions and drawings. 

638. Office of Engineering
copy of contract file for 
construction, installation,
alterations, etc. of electro-
nic equipment, including
drawings, photographs, technical 
description, specifications and 
related data. 

Authorized Disposition 

DESTROY when 5 years
old or when usefulness 
has been served,
whichever is later. 

DESTROY when 2 years
old. 

DESTROY when I year

old.
 

DESTROY when 2 years

old.
 

DESTROY in accordance/

with effective
 
editions of CMS-4.
 

DESTROY when 6 months
 
old.
 

. ment or aircraft 
•	 longer in Coast 

ventory. 

DESTROY 
months afte om-
p Le tion of de e, 

very. 
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